


DAROFTF NAVY

Memorandum
Base Motor Transport Officer

DT: 15 Sep 1980

All Supervisors

Encl:

Federal Employees’ Compensatlon’Program (BO 12810.1)

(1) BO 129.10.1

I. Supervisors are directed to become thoroughly familIir with the contents ofenclosure(l). You are further advised to ensure that all employees withinyour respective areas are apprised of the proper procedures to follow when an
on-the-Job injury occurs.

2. Enclosure (1) to BO 12910.1 outllnes responslbilltles of both supervisor/’..employee regarding Job related injuries.





UNITED STATES MARINE CORPS
Marine Corps Base

Camp LeJeune, North Carolina 28542
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BASE ORDER 12810.1

From: .Commanding General
To: Distribution List

SubJ:

Ref:

Federal Employees’ Compensation Program

(a) Federal Employees’ Compensation Act (FECA) (5 USC 8101, FPM/CPI 810)
(NOTAL)

(b) FPM 353 (NOTAL)
(c) BO 5100.3F

Encl: (1) Compensation Program Procedures and Assignment of Responsibility

(2) Traumatic Injury Resulting in Continuation of Pay Information/Follow-

Up Report

Report Required: Traumatic Injury Resulting in Continuation of Pay Information/
Follow-Up Report (Report Symbol MCB 12810-1), paragraph 9

1. Purpose. To disseminate information concerning benefits and procedures of

the Federal Employees’ Compensation Act (FECA) as administered by the U. S.

Department of’Labor, Office of Workers’ Compensation Programs (OWCP), and to

establish responsibility and procedures for local implementation of the Program.

2. Background. Reference (a) provides compensation and medical care for all

civil officers and employees of all branches of the Government of the United

States (including instrumentalities of the United States wholly owned by the

United States) for disability due to personal injuries sustained while in the

performance of duty. The term "injury" includes, in addition to injury by acci-

dent, a disease proximately caused by the employment. The law also provides for

the payment of funeral and burial expenses and compensation for the dependents

if the injury or disease causes the employee’s death. The FECA is also applicable

to Federal employees while serving as Federal petit or grand jurors; volunteer

civilian members of the Civil Air Patrol; members of the Reserve Officer Training

Corps; Peace Corps volunteers; Job Corps, Neighborhood Youth Corps and Youth

Conservation Corps enrollees, and certain other groups.

3. Penalties. Any person who makes a false statement to obtain Federal

Employees’ Compensation or who accepts compensation payments to which he or she

is not entitled is subject to a fine of no more than $2,000 or imprisonment for

no more than one year, or both. Any person charged with the responsibility for

making reports in connection with an injury who willfully fails, neglects, or

refuses to do so; knowingly files a false report; induces, compels, or directs an

injured employee to forego filing a claim; or willfully retains any notice,

report, or paper required in connection with an injury, is subject to a fine of

no more than $500 or imprisonment for no more than one year, or both.

4. Exclusiveness of Remedy. A Federal employee who is injured while in the per-

formance of duty has no right to recover damages from the United States for the

effects of the injury except through the FECA. The benefits provided by the Act

constltute.the exclusive remedy for work-related injuries or deaths.

5. Time Requirements
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a. Notice of InJur. .An employee is required to give his or her supervisor
written notice of injury within 30 days after injury in the performance of duty.
To avoid delay in processing and possible loss of benefits the employee or some-
one acting i his or her behalf should make written report of the injury on Form
CA-l, Federal Employees Notice of Traumatic Injury and Claim for Continuation of
Pay/Compensation, within two working days following the injury. Compensation may
be denied if notice of injury is not given within 30 days, or if the supervisor
does not have actual knowledge of the injury.

b. Claim for Compensation

(i) Claim for isabilit Compensation. An injured employee is required
to file a written claim for compensation within three years after the injury.
If, however, the supervisor had actual knowledge of the injury within 30 days,
or if written notice was given within 30 days, compensation is allowed regardless
of whether a written claim was made within three years after the injury. Actual
knowledge must be such to put the supervisor reasonably on notice of an on-the-
Job injury or death.

(2) Claim for Death Compensation. If the employee dies, a written
claim for compensation by or on behalf of the dependent(s) is required before co-
pensatlon may be paid. This claim is to be filed within three years after the
death, unless within 30 days the supervisor had actual knowledge of the death,or
written notice was given to the supervisor within 30 days. Also, the timely
filing of a disability claim because of an on-the-Job injury will satisfy the
time requirements for a death claim based on the same injury.

(3) Exceptions to Time Limitations. The time limitations outlined in
subparagraphs a and b above do not apply to:

(a) A minor until attaining the age of 21 or a legal representa-
tive is appointed.

(b) An incompetent during the period of incompetency and there is
no duly appointed legal representative.

(c) A person whose failure to comply is excused on the ground that
the notice could not be given because of exceptional circumstances.

6. Definitions and Explanation of Terms

a. Traumatic injury is defined as a wound or other condition of the body
caused by external force, including stress or strain. The injury must be identi-
fiable as to’time and place of occurrence and member or function of the body
affected; and be caused by a specific event or incident or series of events or
incidents within a single day or work shift. Traumatic injuries also include
damage or destruction to prosthetic devices or appliances, exclusive of eye-
glasses and hearing aids unless the eyeglasses and hearing aids were damaged
incidental to a personal injury requiring medical services.

b. Occupational diseases or illnesses are produced by systemic infections;
continued or repeated stress or strain; exposure to toxins, poisons, fumes, etc.,
or other continued and repeated exposure to conditions of the work environment
over a longer period of time.

c. Continuation of Pay (COP) is regular pay authorized for an employee who
sustains a disabling, traumatic work injury. Continuation of pay may be paid
an employee for a period of up to 45 calendar days of medically demonstrated
disability.
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d. Duly Qualified Local Physician. The term includes surgeons, podiatrists,
dentists, clinical psychologists, optometrists, chiropractors, and osteopathic
ractltioners. However, reimbursable services of a chiropractor are limited to
treatment consisting of manual manipulation of the spine to correct a subluxation
as demonstrated by X-ray to exist. The term does not include medical care ren-
dered by any other than the type of practitioners listed above. The word "local"
generally means within 25 miles from the place of injury, the employing agency, or
the employee’s home.

7. Responsibilities

a. The Office of Workers’ Compensation Programs (OWCP), Employment Standards
Administration, U. S. Department of Labor, ls responsible for the Administration
of the FECA. The OWCP district offices normally adjudicate the claims arising
within their respective areas of jurisdiction. The Jacksonville, Florida, district
office has Jurisdiction over the state of North Carolina.

b. The Civilian Personnel Office (CPO), Employee Relations and Services
Division, is assigned the responsibility for assuring that FECA obligations are
promptly and efficiently discharged for those activities serviced by the CPO.
This includes the receiving of all reports on employee injuries incurred while
performing duties, promptly submitting reports to OWCP, and following up and sub-
mitting all subsequent reports. Inquiries pertaining to employee coverage, non-
employee eligibility and processing of injury matters should be directed to the
Employee Relations and Services Division, Civilian Personnel Office, Building ’33,
telephone 451-1458/1579.

c. The execution of forms in connection with injuries will be accomplished by
those individuals or offices designated in enclosure (1).

8. Benefits

a. Medical Care. An injured employee is entitled to first aid and medical
care for an injury, to include hospital care when needed. The medical care is
to be provided by any duly qualified local private physician or hospital of the
employee’s choice within an area of 25 miles of the employing establishment or
employee’s home. When travel is necessary to receive medical care, the injured
employee may be furnished transportation and may be reimbursed for travel and
incidental expenses.

b. Continuation of Pay Traumatic Injury. An employee who sustains a dis-
abling, Job-related traumatic injury may use sick or annual leave, or request
continuation of regular pay for a period not to exceed 45 calendar days. Manage-
ment will, on the basis of the information submitted by the employee, or obtained
on investigation, controvert (challenge) and stop the employee’s pay, if the claim
falls into one or more of the following listed categories. In all other cases, a
manager may controvert; however, the employee’s regular pay will not be interrupted
during the 45-day period unless the controversion is sustained by OWCP. The su-
pervisor will controvert and terminate pay only if:

(1) The disability is a result of an occupational disease or illness; or

(2) The employee is one who renders personal services similar to regular
employees but who works without pay or for only nominal pay. These persons gen-
erally are not carried in a regular, continuing pay status and frequently serve
as consultants, volunteers or contract employees; or

(3) The employee is neither a citizen nor resident of the United States
or Canada (i.e., a foreign national employed outside of the United States or

Canada); or



(4) The injury occurred off the employing agency’s premises and theemployee was not involved in official "off premise" duties; or

(5) The injury was caused by the employee’s willful misconduct the
employee intended to bring about the injury or death of himself, herself, or
another person; or the employee’s intoxication was the proximate cause of the In-
Jury; or

(6) The injury was not reported on Form CA-l, within 30 days following
the injury; or

or
(7) Work stoppage first occurred six months or more following the injury;

(8) The employee initially reports the injury after his or her employ-
ment has terminated; or

(9) The employee is enrolled in the Civil Air Patrol, Peace Corps, Job
Corps, Youth Conservation Corps, Work Study Programs or other similar groups.

c. Other Pay. The employee’s regular pay will not be interrupted during the
45-day calendar period unless the controversion is sustained by OWCPo When pay
is continued after the employee stops work because of disabling injury, it must
not be interrupted until:

(i) Receipt of medical information from the attending physician to the
effect that the employee is no longer disabled and the employee is able to return
to duty; or

(2) Receipt of notification from OWCP that pay should be terminated; or

(3) The expiration of 45 calendar days.

d. Compensation. A sum based on loss of wages is payable by the U. S.
Department of Labor, subject to the appropriate waiting period after the 45th day
in case of traumatic injuries or from the beginning of pay loss in all other types
of injuries. When an injured employee loses pay due to temporary total disability
resulting from an injury, compensation is payable at the rate of 66 2/3 percent of
the pay rate established for compensation purposes. The compensation rate is
increased to 75 percent when there are one or more dependents. Compensation begins
on the fourth day after pay stops. Compensation may not be paid while an injured
employee receives pay for leave. The employee has the right to elect whether to
receive pay for leave or to be placed in a leave without pay status and receive
compensation from OWCP. Employees so disabled may receive additional compensation,
not to exceed $500 per month, when the services of an attendant are needed con-
stantly because of the disability. If an employee is enrolled in a health benefit
plan or has an optional group life insurance plan in effect on the date of injury,
deductions will be made by OWCP from compensation payments due the employee. No
other deductions will be made; i.e., charity deductions, union dues, etc. In
cases of permanent total disability, an injured employee is entitled to compensa-
tion until death unless the employee is medically or vocationally rehabilitated.
An injured employee may receive compensation computed on loss of wage-earning
capacity when unable to return to his usual employment because of partial disabil-
ity as a result of the injury. The compensation will be paid as long as there is
a loss of wage earnings.

e. Buy-back of Leave. An employee may elect to take sick or annual leave,
or both, to avoid possible interruption of income. If the employee uses leave
and the claim for compensation is later approved, he or she may arrange with
the Civil Payroll Office to buy back the leave used and have it reinstated to
the employee’s account. The amount of compensation approved would pay a part of
the buy-back cost and the employee would have to pay the difference. The
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employee’s share of the cost will depend on several factors such as the length
of the period of disability and the amount of Federal Income Tax which is with-
held from leave pay. No compensation payment may be paid while the employee
remains in a leave status. The Civil Payroll Office will arrange to have comp-
ensation paid directly to them for the part of the buy-back cost covered.

f. Scheduled Awards. Compensation is provided for specified periods of
time for the permanent loss, or loss of use, of each of certain members, organs,
and functions of the body. Compensation for proportionate periods of time is

payable for partial loss, or loss of use of each member, organ, or function.
The compensation for scheduled awards will equal 66 2/3 percent of the employee’s
pay, or 75 percent of the employee’s pay when there is a dependent. Proper and
equitable compensation, not to exceed $3500, may be paid for serious disfigure-
ment of the face, head, or neck, if of a nature likely to handicap a Derson in
securing or maintaining employment. Compensation for loss of wage-earning capac-
ity may be paid after the schedule expires. It is the employee’s responsibil-
ity to furnish medical information supporting continued disability. A scheduled
award may be paid concurrently with other pay.

g. Dual Benefits. As a general rule, a person may not concurrently re-
ceive compensation from OWCP and a retirement or survivor annuity from the
Office of Personnel Management. Such person may elect to receive the more ad-
vantageous benefits. An employee may receive compensation concurrently with
military retired pay, retirement pay, retainer pay or equivalent pay for ser-
vice in the armed forces or other uniformed services, subject to the reduction
of such pay in accordance with Federal law (5 U.S.C. 5532(b)).

h. Death Benefits

(1) Burial. A sum not to exceed $800 may be paid for funeral and burial
expenses. An additional sum of $200 is paid to the personal representative of
the decedent for reimbursement of the costs of termination of the decedent’s
status as an employee of the United States.

(2) Dependent(s)

(a) When there are no children entitled to compensation, the em-
ployee’s widow or widower may receive compensation equal to 50 percent of the
employee’s pay until death or remarriage. Upon remarriage, a widow or widower
will be paid a lump sum equal to 24 times the monthly compensation being paid
on his or her behalf, except that if such remarriage occurs on or after age 60,
the lump-sum payment will not be made and compensation will continue until the
beneflclary’s death.

(b) When there is a child entitled to compensation, the compensa-
tion for the widow or widower will equal 45 percent of the employee’s pay plus
15 percent for each child, but no more than 75 percent of the employee’s pay.
A child is entitled to compensation until he or she dies, marries, or reaches
18 years of age, or is over 18 and incapable of self-support. If an unmarried
child is a student when reaching 18years of age, compensation may be continued.
It may not, however, be continued beyond the end of the semester or enrollment
period after the child reaches 23 years of age, has completed four years of
school beyond the high school level, or marries.

i. Restoration Ri6hts. .In accordance with reference (b), a fully or
partially recovered employee is entitled to certain restoration rights as fol-
lows:

(I) An employee who fully recovers within one year of the date he/she
began receiving compensation is entitled to immediate and unconditional restora-
tion to the position left or an equivalent position.
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(2) An employee who takes longer than one year to recover after he/she
began receiving compensation is entitled to priority placement consideration to
the position left or an equivalent position.

(3) Every effort will be made to restore a partially recovered employee
or former employee, according to the circumstances in each case, who is able to
return to limited duty.

9. Investisatlon of Injuries. All injuries resulting in Continuation of Pay
shall be investigated by a person designated by the head of the Command/Depart-
ment/Staff Section in which the injury occurred. Technical guidance during the
investigation will be provided by the Safety Director. Investigation will be
recorded on MCBCL Form lS10/1, example attached as enclosure (2), and forwarded
to the Employee Relations and Services Division, Civilian Personnel Office (copy
to Safety Director), for coordination and implementation of any indicated correc-
tive action. Such investigations should begin not later than two working days
following the first day of lost time and be completed within five working days
from commencement of the investigation.

i0. Limited Duty Work Assisnment. To the maximum extent practicable and con-
sistent with medical findings and restrictions, every possible effort will be
made by llne management to utilize an employee found fit for limited duty assign-
ment. If the employee cannot be effectively utilized within his permanent work
section, arrangements will be made, in coordination with the Employee Relations
and Services Division, Civilian Personnel Office, to detail the employee to
another organizational entity within the Camp LeJeune Complex. Funding for such
details will be borne by the parent organizational entity.

ii. Representation. A claimant may be represented by a person of his or her
choice on any matter pertaining to an injury or death occurring in performance
of duty. This representation should be authorized in writing by the claimant.
No claim for legal services or for other services rendered in a case, claim, or
award of compensation shall be valid unless approved by OWCP.

12. Hearing. A claimant who is not satisfied with an OWCP decision may ask for
a hearing before an OWCP representative. The request for a hearing must be made
to the Director of OWCP within 30 days after the decision. At the hearing, which
will be held at a location convenient to both the claimant and OWCP, the claimant
may present evidence in further support of the claim. After the hearing, OWCP
will issue a new decision.

lB. Reconsideration. A claimant may ask OWCP to reconsider any determination
made by one of its offices. No special form is required to request this recon-
sideration, but the request must be addressed to the Director of OWCP in writing
and must state clearly the ground upon which it is based. It must also be
accompanied by evidence not previously submitted, such as new medical reports or
new statements and affidavits. There is no time limitation within which a
request for reconsideration must be filed.

14. Appeals. A claimant may ask the Employees Compensation Appeals Board to
review final decisions by OWCP. To file an appeal the claimant should write to
the Employees’ Compensation Appeals Board, United States Department of Labor,
Washington, D. C. 20210. The review is based solely upon the case record in OWCP
at the time the final determination was made. New evidence is neither received
nor considered by the Board. Applications for review by the Board must be filed
within 90 days of the date of the final determination by OWCP.
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15. Other Requirements. In addition to the requirements contained in this Base
Order incident to the occupational injury of a Federal employee, reference (c)
also contains certain required actions incident to the Base Safety Program.

16. Applicability. Having received the concurrences of the Commanding Officers
of Marine Corps Air Station (Helicopter), New River, Naval Regional Medical
Center, and Naval Regional Dental Center, this Order is applicable to those com-
mands.

J. R. FRIDELL
Chief of Staff

DISTRIBUTION: C less Cat III
Plus 50 to CivPers0ff





COMPENSATION PROGRAM PROCEDURES AND ASSIGNMENT OF RESPONSIBILITY

Employee

i. Traumatic Inur
Upon being injured:

Immediately rerort each injury to
immediate supervisor.

Securin Medical Treatment
Make a choice to he treated by a
Federal Medical Officer or by a duly
qualified physician or hospital in
the commuting area. Once this choice
has been made Cwith the exception of
initial first aid treatment at Branch
Clinic, Building 15), ritten approval
must be obtained from ONCP before a
change of physician may be made, if
bills are to e paid by the Depart-
ment of Labor.

In an emergency situation, the nearest
qualified physician or hospital may
be utilized. If further treatment is
needed, the option exists to be treated
by a private physician. (Note: Refer
ral to anbth@r’physican or hospital by
a physician or hospiSal does not re-
quire OWCP approval.)

Supervisor

Civilian Personnel Office,
Employee Relations and

Services Division

Whenever an employee of the Department
of the Navy suffers an injury on the
Job, no matter how slight, it is the
immediate and primary duty of the super-
visor to assure that the employee re-
ceives adequate medical treatment. The
employee has the right to choose whether
to be treated at a Federal Mdical Facil-
ity or by a private physician or hospital.
The employee should be encouraged to seek
first medical treatment at Branch Clinic,
Building 15.

If employee elects treatment at Branch
Clinic, Building 15, authorize examina-
tion and appropriate medical care at
Branch Clinic, Building 15, by issuance
of NAVSO 5100/9, Lispensary Permit,
and CA-17, Duty Status Reoort. Send
employee to Branch Clinic, Building 15.

Occupational
Health Nurse

Provide or obtain neces-
sary medical treatment.
Issue Form CA-1 and CA-17
(partially completed) to em-
ployee. If employee
requires referral to
Drlvate physician or
hospital, notify Compen-
sation Clerk.

Show or provide employee
with coDy of Privacy
Act Statement.



Employee

Report to authorized medical facility
with: CA-16, Request for Examination
or Treatment and CA-17, Duty Status
Report.

After Initial Necesaar Medical
Treatment:

Complete emplcyee section of CA-I
and give to supervisor, If time is
to be lost, prepare and suhmlt with
the CA-I a Leave Choice Form to select
the appropriate type of absence.

Return to work as soon as the attend-
ing physician advises.

Advise physician or hospital to for-
ward bills to Employee Relations and
Services Division, Civilian Personnel
Office. Marine Corps Base, Camp LeJeune,
NC 2852.

Supervisor

Civilian Personnel Office,
Employee’Relations and

Services Division

If employee elects treatment
only by duly qualified pri-
vate physician or hospital,
contact the Compensation
Clerk, Civilian Personnel
Office.

Com2ensation Clerk. Contact duly
qualified private physician or
hospital to ensure acceptance of
the patient.

Issue Forms CA-16 and CA-17 to
authorize treatment.

Complete supervisory section
of CA-l, deliver "Receipt of
Notice of Injury" nd forward
to Safety Director.

Code Time Card to reflect any
time off as follows:

"OCC INJ" on injury date
and sign employee out at reg.-
ular time even though he/she
left work for treatment and
was sent home.

Compensation Clerk. Receive CA-1
and ensure issuance of other
appropriate forms.

Receive medical bills and other
forms from physicians and hos-
pitals and transmit to OWCP for
payment.

"TI" on following day or
shift to reflect 45-day COP
period (only if a traumatic
injury case).

"WCP" Leave without pay
for purposes of claiming com-
pensation.

"A" or "S" Sick or Annual
Leave. (Note: Time Cards must
be consistent with Leave Choice
Form and CA-I.)

If employee’s request for COP Compensation Clerk. Review circum-
does not appear to be warranted stances and advise supervisor of ap-
COP must either be terminated propriate procedure(s) to follow.
or controverted.



Empl(Jyee

Report for duty upon being notified of
the availabillt of limited duty work
assignment. Failure to do so will re-
sult in termination of COP and unauth-
orized absence status.

Return to Work Lost Time Injuries

Report to Supervisor for referral to
Occupational Health Nurse, Brsnch
Clinic, Buildin 15.

If treated by private physician, a
release statement indicating return to

duty is required. If returning for as-
signment to limited duty, medical cert-
ification will be provided by Federal
Medical Officer in conjunction with
medical reports received from a private
physician.

Supervisor

Contact Compensation Clerk for
guidance.

If injury will result in lost time,
notify the cognizant head of em-
ployee’s organization of inSury and
request investigation.

Upon receipt of notification of em-
ployee’s limited duty restrictions,
expend every effort to locate and
provide work in employee’s oermanent
work section or another workslte
in cooperation with Employee Rela-
tions and Services Division.

Refer employee to Occupational Health
Nurse. Upon receipt of completed re-
lease from Branch Clinic Bldg. 15,.
assign employee to duties consistent
with available medical data.

Contact Compensation Clerk for cm-

pletion of CA-B.

Civilian Personnel Office,
Employee Relations and

Services Division

Compensation Clerk. Upon
receipt of CA-1 or other
report indicating lost time,
contact cognizant Command/
Department/Staff Section to
ensure investigation of lost
time accident is being in-
vestigated in accordance
with paragraph 9 of this
Base Order.

Compensation Clerk. Obtain
a Form CA-17 at earliest
practicable date and notify
supervisor of limitations
for consideration of a llm-
ited duty work, assignment.

Compensation Clerk. Upon
being notified of employee’s
return to duty, complete
Form CA-3 and forward with

other documents to OWCP.

Occupational Health Nurse
OO

Ensure returning employee
is fit for the full or limit-
ed duty and that proper med-
ical certification exists



Employee

2. Recurrence of Traumatic InCurF
When an Injury Recurs

Report a recurrence of injury to
supervisor immediately.

If still ellglhle (less than six
months from return to work from
initial disability and did not use
the whole 45-day period, may request
to be placed on COP. If ineligible,
may elect annual or sick leave or
leave without pay and file a claim
for compensation. Prepare a leave
choice form and appropriate CA-7.

Report for duty upon being notified
’of availability of limited duty work
assignment. Failure to do so will re-
sult in termination of COP and un-
authorized absence status.

Return to Wozk Followln6 Recurrence
of Traumatic Injury:

Report to Supervisor for referral to

Supervisor

Civilian Personnel Office,
Employee Relations and

Services Division

Immediately notify the Compensation Compensation Clerk. Upon
Clerk of the recurrence and submit a notification of recurrence,CA-17. submit Form CA-2a to OWCP.
If less than six months frorl date em- If less than six months fol-
ployee first returned to work follow- lowing last medical treat-
ing the initial disability, and some ment, issue Forms CA-16 and
of the 45-day period still remains,
place employee on COP. If longer
than six months, COP may not be auth-
orized. Employee may elect sick or
annual leave to continue income or
leave without pay and claim compensa-
tion.

CA-17 to obtain medical
treatment. If longer than
six months, prior approval
of OWCP is required. If
employee wishes to file for
compensation, prepare CA-7
or CA-8.

Upon receipt of notification of em- Compensation Clerk. Obtain
ployee’s limited duty restrictions, a Form CA-17 at earlles
expend every effort to locate and practicable date and notify
provide work in employee’s oermanent supervisor of limitations
work section or another work.ite for consideration of a lim-
in cooperation with Employee Relations Ited duty work assignment.
and Services Division.

Refer employee to Occupational Health Compensation Clerk. Upon
Occupational Health Nurse, Branch Cllnc, Nurse.
Building 15. If treatment was by pri-
vate physician, a release statement in-
dicating return to duty is required.

If returning for assignment to limited
duty, medical certification will be
provided by Federal Medical Officer in

onJuncion with medical reports received
tom prmvate physician.

Upon receipt of completed re- being notified of employee’s
lease from Branch Clinic, Building 15, return to duty, complete
ssign emolovee to d,ti cnnsistent Form CA-3 and forward with
with avalabe medical data. other documents to OWCP.

Occupational Health Nurse.
Contact Compensation Clerk for com- Insure returning employee is

oletlon of CA-3. fit for the full or limited
duty and proper medical cert9
fication exists.



Employea SuperVisor

So Non-Traumatic InJry/Occuatlonal Disease or lllness

When Disabled

Immediately report the disability, to
supervisor.

When referred to Compensation Clerk
by Supervisor, prepare forms CA-2,
CA-4, and provide Medical Certifica-
tion required.

Elect sick, annual or leave without
pay by completing a Leave Choice Form.

Report for duty upon being notified
of availability of limited duty work
assignment. Failure to do so will
result in termination of compensation
and unauthorized absence status.

Return to Work Following Non-Traumatic
Injury/Occupational Disease or Illness

Report to Supervisor for referral to
Occupational Health Nurse, Branch
Clinic, Building 15. If treatment was
by private physician, a release state-
ment indicating return to duty is re-
quired.
If returning for assignment to limited
duty, medical certification will be
provided by Federal Medical Officer
in conjunction with medical reports
received from private physician.

Refer the employee to Compensation
Clerk, Employee Relations and Ser-
vices Divisio ith CA-17.

Upon receipt of notification of
employee’s limited duty restric-
tions, expend every effort to locate
and provide work in employee’s per-
manent work section or another
worksite in cooperation with Em-
ployee Relations and Services Divi-
sion.

Upon receipt of completed release
from Branch Clinlc Building 15,
assign emoloyee to duties consis-
tent with available medical dta.

Contact Compensation Clerk for com-
pletion of CA-3.

Civilian Personnel Office.
Employee Relations and

Services Division

Compensation Clerk. Pro-
vide employee with Forms
CA-2 and CA-4 for report-
ing the occupational dis-
ease. Upon receipt of
completed forms, return to
employee the "Receipt of
Notice of Disease or Ill-
nest" Obtain appropriate
medical certification.
Submit paperwork to OWCP.
Advise employee of right to
elect sick, annual or leave
without pay. Issue CA-16
and CA-17 if approved by
OWCP.

Compensation Clerk. Upon
being notified of employee’s
return to duty, complete form
CA-3 and forward with other
documents to OWCP.

Occupational Health Nurse.
Ensure returning employee is
fit for the full or limited
duty and that proper medical
certification exists.

O



Employee

4. Recurrence of Non-Traumatlc InurF/
Occupational Disease or Illness

When DisabilitF Recurs

Repor recurrence of disability to
immediate supervisor.

Upon referral by supervisor to Em-
ployee Relations and ervlces Division,
prepare Form CA-4 and provide any sup-
porting documentation requested by
Compensation Clerk.

Supervisor

Refer employee to Compensa-
tion Clerk, Employee Rela-
tions and Services Division

with CA-17.

Civilian Personnel Office,
Employee Relations and

Services Division

o o

Compensation Clerk. Pre-
pare and submit a Form CA-2a.
If employee desires to claim
compensation and a Form CA-4
was not submitted following
original disability, one
should be completed and sub-
mitted to OWCP. If form
CA-4 was submitted, compensa-
tion may be claimed by filing
Form CA-8 with supporting
medical evidence. If employee
does not return to duty be-
fore the date CA-2a is sub-
mitted to OWCP, submit Form
CA-B, upon employee’s return
to duty.

Report for duty upon being notified of
availability cf limited duty work
signment. Failure to do so Hill re-
sult in termlratlon of compensation
and unauthorized absence status.

Upon receipt of notification of Compensation Clerk. Obtain
employee’s limited duty restrictions, a Form CA-17 at earliest
expend every effort to locate and pro- practicable date and notify
vide work in employee’s permanent supervisor of limitations
work section or another worksite for consideration of a lim-
in cooperation with Employee Rela- ited duty work assignment.
tlons and Services Division.



Employee

Return to Work Folloin6 HecurrenCe of
Non-Traumatlc Inur/Occupational Dis-
ease or Illness

Report to Supervisor for referral to
Occupational Health Nurse, Branch Clinic,
Building 15. If treatment was by private
physician, a release statement indicating
return to dut is required. If returning
for assignment to limited duty, medical
certification lll he provided by Federal
Medical Officer in conjunction Ith
medical reports received from private
physician.

Supervisor

Upon receipt of completed re-
lease from Branch Clinic, Build-

ing 15, assign employee to
duties consistent with avail-

able medical data.

Contact Compensation Clerk
for completion of CA-B.

Civilian Personnel Office,
Employee Relations and

Services Division

Compensation Clerk. Upon
being notified of employee’s
return to duty, complete
Form CA-B and forward with
other documents to OWCP.

Occupational Health Nurse.
Ensure returning employee
is fit for the full or lim-
ited duty and that proper
medical certification exists.





BO 12810.1

TRAUMATIC INJURY RESULTING IN CONTINUATION OF PAY INFORMATION/
FOLLOW-UP REPORT

MCBCL 12810/1

Name
Doe, John

Job Title
Carpenter

Dale of Injury

2-13-80

Organization
BMaint, MCB, CLN

Pay No.
2341-124

Date Injury Reported Immediate
2-13z80 .

I. Nature & circumstances of injury

Supervisor

John p. Jon

Fell and injured right arm while reaching in an awkward position
to drive a nail.

2. What evidence determined that injury occurred on the Job?

Occurred in Carpenter Shop in front of two witnesses.

3. Was a supervisor present at time of injury? Yes /__/ "No /__/
I. M. Boss, Maintenance Foreman

4. Has injured employee had similar injuries, ln the past?
Yes /_v-. No /7 Explin. On 8 January 1979, employee felland injured hip.--

5. a. What unsafe condition or act contributed to the injury?

Mr. Doe was standing on a box on a chair to perform task.

b. Was there a violation of a safety rule or practice?

VeS. Employee should have used a ladder.

6. Was necessary safety equipment available? Yes /X/
Explain. Step ladder was available for issue.

No //

7. Did employee use adequate equipment to perform task safely?

Yes /___ No Explain. Should have used a ladder.

Task was minor and ladder a not readily available so employeeimprovised.

1 ENCLOSURE (2)



BO 12810.1

8. What training Qr,nstructions have-<been provided to employees
that might have prevented the injury?

Safety lectures are given amoaa on a quarterly basis.

9. What corrective action has been taken?

Pro-action investigation ill be conducted to de,ermine
need for disciplinary measures in th case of both employee
and supervisor witness.

i0. Recommend this case be controverted? Yes / / No /X/

Signature of Investigator Title/Phone Number

Carpenter General Foieman
5678 ",

CPO USE ONLY

i. Has employee filed previous TI?

YeS. 8 January 1979.

Number of aimar accidents resulting i, TI’ for this employee.

Average number of days of COP per injury for this emplc)’ in
the last two years.

2

EOSURE ( 2 )

2



BASE ORDER 12000.1P Ch 3

From:
To:

SubJ

Encl:

i.

2.

UNITED STATES MARINE CORPS
Marine. Corps Base

Camp LeJeune, North Carolina 28542

BO 12000.iP Ch 3
CPO/WRM/eak
6 SEP 1980

Commanding General
Distribution List

Position Maintenance Review

(1)New page inserts to BO 12000.1P

Purpose. To transmit new page inserts to the basic Order.

Action. Remove present enclosure (I) and replace with enclosure (I) hereto.

DISTRIBUTION: C Less Ctegory III

J. R FRIDELL
Chief of Staff





BO 12000.1P
26 Sep 1977

POSITION MAINTENANCE REVIEW SCHEDULE

i. The positlonmalntenance review consists of concurrent review of all
General Schedule and Trades and Labor positions within a single organization.
For example, all General Schedule and Trades and Labor positions for Base
Maintenance are to be reviewed during the scheduled period of 6 October through
7 November 1980.

2. Procedures. The applicable procedures for conducting the Position Main-
tenance Review are as follows:

a. The Civilian Personnel Office will forward the review forms, Position
Maintenance Review Report, MCBCL 12510 (Rev. 7-75), to the organization to be
reviewed prior to the review date listed in the schedule.

b. Each position description shall be reviewed by the incumbent of the
position and the immediate supervisor to determine the accuracy of the des-
cription. In this connection, reference (f) requires that all descriptions
be thoroughly and carefully reviewed to determine if any duties and/or physical
requirements are unnecessarily restrictive to the employment of the handicapped,
e.g., in a clerical position the requirement to lift and carry objects weighing
100 pounds. A careful review should be made to ensure that the stated physical
requirements are realistic for the position. Such requirements must be a pre-
requisite to fill the position in order to be valid.

c. When a description is found to be inaccurate the supervisor will:

(i) Determine what duties have changed, and what necessitated the
change, i.e., new regulations have been published, new equipment, improved work
procedures, change initiated for convenience of the incumbent.

(2) Determine if the change is really appropriate.

(a) If found to be unjustified, instruct the employee to return

to the duties as described in the current position description.

(b) If the changes are necessary, redescribe the duties by either

amending the current description or preparing a new description.

d. Positions whose current descriptions require no changes will be

certified as current and accurate by a check mark in column (4) of the Posi1on
Maintenance Review Report Form.

(Note: Optional Form 8 (Rev. 8-77) must be used as the cover sheet for

position/job descriptions. The source of supply for Optional Form 8 (Rev. 8-77)
is the Self-Service Center, Building 1606).

e. The revised descriptions or amendments shall be certified by. the in-

cumbent and the immediate supervisor. The Position Maintenance Review Report,
including any proposed new descriptions or amendments, shall be forwarded to

the Head of the Department.

f. The Department Head will review the Report and all attached proposed
new descriptions or amendments. When fully satisfied that all descriptions,
both current andproposed, are accurate and reflect the needs of the organization,
the Department Head so certifies by signing and dating the Review Report. The

completed report form and the original plus one copy of the revised position/
job description(s) and amendment(s) along with current functional organization
charts, prepared in accordance with references (c) and (d), shall be forwarded
to the Civilian Personnel Office in accordance with the schedule. Any deviation

c scheduled submission dates must be approved by the Civilian Personnel

ENCLOSURE (I)
Ch 3 (26 Sep 1980)

1



BO 12000.1P
26 Sep 1977

g,. In the event tentativeclassiflcatlon of the proposed descriptions or

amendments reveal ay changes in grade levels or positions titles, the affected
descrlptons will he returned to the organization for.compliance with refer-

ence (e).

3. The followin schedule is established for the Position Maintenance Review:

6 DOt 7 Nov 80 1 5 Dec 80 29 Dec 2 Jan 81

Base Maintenance

5 16 Jan 81

Comp. Dept.

9 20 Feb 81

CL Dep Schools
Mgmt. Asst. Office
Base Adjutant
Postal Section

9 13 Mar 81

SupSvcs. Dept. (Cont.)
Food Svcs. Div.
Property Control Div.

30 Mar 3 Apt 81

SupSvcs. Dept. (Cont.)
DSSC Div.

Civilian Personnel
Office

Provost Marshal
Naval Recruiting Dist.

Raleigh, NC

19 23 Jan 81

Public Works

23 27 Feb 81

Family Housing
Special Services
Base Comm-Elect

16 20 Mar 81

SupSvcs. Dept. (Cont.)
Laundry Div.
Printing Div.

6 I0 Apt 81

SupSvcs. Dept. (Cont.)
Traffic Mgmt. Div.

Base Motor Transport

19 Jan 6 Feb 81

NRMC

2 6 Mar 81

Fire Dept.
SupSvcs. Dept.

Hq. Div.
Operations Div.

23 27 Mar 81

SupSvcs. Dept. (Cont.)
Connissary Div.

13 17 Apt 81

SupSvcs. Dept. (Cont.)
Maint. Cadre
PP&P Plant

20 24 Apt 81

SupSvcs. Dept. (Cont.)
Put, and Cont. Div.

Ii 15 May 81

NRDC
Base Inspector
Safety Office
SJA, MCB
SJA, 2dFSSG
SJA, 2dMarDiv.

I 12 Jun 81

MCAS(H)
Base Education Office
Trng. Facilities Br.
Trng. and AV Support Br.

27 Apt i May 81

Hq., Support Bn.
Hq., Hq. Bn.
Bachelor Housing

18 22 May 81

MCAS (H)
Base Chaplain
MCES

4 8 MaySl

ConsolidatedASC

25 29 MaX 81

MCAS(H)
Base Mil. Personnel Office
Joint Public Affairs Office

15 19 Jun 81

Offices of:
Commanding General
AC/S, Facilities
AC/S, Manpower
AC/S, Personnel Services
AC/S, Training

ENCLOSURE (i)
Ch 3 (26 SeD 19-80)

2
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UNITED STATES MARINE CORPS

CAMP L.JEUNE. NORTH CAROLINA 28542

BO 12713.5D ,Ch 1
EEOO/ACM/es
3 SEP

BASE ORDER 12713.5D Ch 1

From= Commanding General
To: Distribution List

Subj: Regional Affirmative Action Program for Marine Corps
Base; Marine Corps Air Station (Helicopter), New
River; Naval Regional Medical Center and Naval
Regional Dental Center, Camp Lejeune, North Carolina

Ref: (a) MCBul 12713 of 7 Aug 1980

Encl: (i) New page inserts to BO 12713.5D

i. Purpose.
Order.

To transmit new page inserts to the Basic

2. Information. Reference (a) requires the command to con-
vert the numerical goals established in the FY 80 Affirmative
Action Program Plan to percentages. Numerical goals estab-
lished in enclosure (2) of the Basic Order are converted to
percentages in the attached enclosure.

3. Action. Remove enclosure (2) of the Basic Order and
replace with enclosure (1) hereto.

Chief of Staff

DISTRIBUTION: C Plus DEEOO 150 copies





TRANSITION YEAR GOALS.

TARGETED OCCUPATIONAL PERCENTAGE OF TOTAL NUMBER COMPUTATION OF GOALS
OCCUPATIONS LEVEL GROUP IN CLF EST VACANCIES (a) x (b) (c) GOALS

i 6.5% x 1 .065 (0 0%) 0 0%AD-1710
Education

6907 Series
Wage System
Warehouse/Stockman

Administration
(Pay level bas-
ed on MA in
school admin
plus years
experience)

Teachers
(Pay level bas-
on years of
experience)

Other (WG)
(WG-04, 05, 06,
07; WL-05, 06)

Black M&F
3.4 + 3.1 6.5

Hispanic M&F
1.6 + 0.9 2.5

Asian/PI M&F
1.8 + 0.3 2.1

Am. In. M&F
0.i + 0.i 0.2

Black Male
3.4

Hispanic M&F
1.6 + 0.9 2.5

Asian/PI M&F
1.8 + 0.3 2.1

Am. In. M&F
0.i + 0.i 0.2

White Female
34.3

Black Female
8.6

Hispanic Male
2.9

1

1

15

15

15

15

20

20

20

5%* x 1 .05 (0 0%)

4.2%* x 1 .042 (0 0%)

0.4%* x 1 .004 (0 0%)

3.4% x 15 .510 (i 6.67%)

5%* x 15 .75 (i 6.67%)

4.2%* x 15 .63

0.4%* x 15 .060

68.6%* x 20 13.72

17.2%* x 20 3.44

5.8%* x 20 1.16

(i 6.67%)

(0 0%)

(14 70%)

(3 15%)

(1 5%)

0 0%

0 0%

0=0%

1 6.67%

1 6.67%

1 6.67%

0 0%

3 15%

1 5%

1 5%

o



TARGETED OCCUPATIONAL
OCCUPATIONS LEVEL

6907 Series
Wage System
Warehouse/Stockman
(con’t}

*Underrepresentato

Other (WG)
WG-04, 05, 06,
07; WL-05, 06)

Supervisor
(WS-03, 04, 05
06, 07)

more than 50%,

TRANSITION YEAR GOALS.

PERCENTAGE OF
GROUP IN CLF

Hispanic Female
1.9

AsiIM&F
0.8+0.6=1.

Am. In./Aleut
M&F
0.4 + 0.3 0.

White Female
34.3

Black Female
8.6

Hispanic M&F
2.9 + 1.9 4.1

0.8 + 0.6 1.4

Am. In./Aleut
M&F
0.4 + 0.3 0.

hherefore, CLF

TOTAL NUMBER
EST VACANCIES

20

20

20

4

4

4

4

4

doubled.

COMPUTATION OF GOALS
(a) x (b)_ c}.

3.8%* X 20 .760

2.8%* X 20 .560

1.4%* X 20 .28

68.6%* X 4 2.744

17.2%* X 4 .688

9.6%* X 4 .384

2.8%* X 4 .112

1.4%* X 4 .056

(i 5%)

(I= 5%)

0 o%)

(3

(i 25%)

(0 0%)

0 0%}

(.o

GOALS

1 5%

1=5%

0=0%

0=0%

0= 0%

0=0%

0=0%

0=0%



TRANSITION YEAR GOALS

TARGETED OCCUPATIONAL PERCENTAGE OF TOTAL NUMBER COMPUTATION OF GOALS GOALS
OCCUPATIONS LEVEL GROUP IN CLF EST VACANCIES (a) x (b)= c

OtherGS-610
Nurse

GS-1173
Housing Management

*Underrepresentatior

Other

more than 50%,

Black Male
3.4

Hispanic M&F
1.6 + 0.9 2.5

Asian/PI M&F
1.8 + 0.3 2.1

Am. In. M&F
0.i + 0.I 0.2

Black Male
10.3

Black Female
8.6

Hispanic M&F
2.9 + 1.9 4.8

Asian/PI M&F
0.8 + 0.6 1.4

Am. In. M&F
0.4 + 0.3 0.7

hherefore, CLF %

2

2

2

2

2

doubled.

6.8%* x 8 .524 (i 12.5%)

5%* x 8 .4 C0 0%)

4.2%* x 8 .336 (0 0%)

0.4%* x 8 .032 (0 0%)

20.6%* x 2 .41 (0 0%)

17.2%* x 2 .34 (0 0%)

9.6%* x 2 .19 (0 0%}

2.8%* x 2 .06 (0 0%)

1.4%* x 2 .03 (0

1 12.5%

0=0%

0 0%

0-0%

1 50%

0=0%

0=0%

0 0%

0=0%



TPRGETED
OCCUPATIONS

Wage System

4607 Series
Carpenter

*Hnderrepresentation

OCCUPATIONAL
VEL

WG-05-09

WS-09-12

more than 50%

TRANSITION YEAR GOALS

PERCENTAGE OF
GROUP IN CLF

Black Female
8.6

Hispanic M&F
2.9 + 1.9 4.8

Aslan/PI
0.8 + 0.6 1.4

Aao In.
0.4 + 0.3 0.7

White Female
34.3

Black Female
8.6

Hispanic M&F
2.9 + 1.9 4.8

Aslan/PI M&F
0.8 + 0.6 1.4

Am. In. M&F
0.4 + 0.3 0.7

White Female
34.3

therefore, CLF

TOTAL NUMBER COMPUTATION OF GOALS
EST VACANCIES (a} x (b} (c) GOPLS

7

7

7

1

1

1

1

1

doubled.

17.2%* x 7 1.204

9.6%* x 7 .68

(1 14.3%

(1 14.3%)

2.8h* x 7 .196

1.4%* x 7 .098 C0 0%)

68.6%* x 7 4.602

17.2%* x 1 .172 "(O 0%]

9.6%* x 1 .096 0

2.8%* x 1 .028 (0 0%)

1.4%* x 1 .014 (0 0%}

68.6%* x 1 .686 (I i00%}

0=0%

0=0%

0=0%

0=0h

1 14.3%

0=0%

0=0%

0 0%

0=0%

0 0%



TARGETED
OCCUPATIONS

5703 Series
Motor Veb/cle
Operator

*Underrepresentatic

TRANSITION YEAR GOALS

OCCUPATIONAL PERCENTAGE OF TOTAL NUMBER COMPUTATION OF GOALS
LEVEL GROUP IN CLF ESTVACANCIE! Ca} x (b) (c) GOALS

WG05-08

more than 50%,

Black Female
8.6

Hispanic M&F
2.9 + 1.9 4.8

Aaan/PI M&F
0.8 + 0.6 1.4

White Female
34.3

therefore, CLF doubled.

17.2%* x 6 1.032

9.6%* x 6 .576

2.8%* x 6 .168

68.6%* x 6 4.116

(/ 16.7%}

(i 16.7%)

Co 0%)

C4 66.7%)

1 16.7%

0 0%

0 0%

1 16.7%



TRANSITION YEAR GOALS

TARGETED
OCCUPATIONS

UA 1182
Managers -Ksst
Managers UA-5
UA-II

7408
ood Service
Worker
NA-I NS-13

*Underrespresentat
**Although this oc,
the UA-6 and aho,

OCCUPATIONAL
LEVEL

UA-6

NA-I NA4

Lon more than 50
:upation as a wh
re ia underrepre

PERCENTAGE OF
GROUP IN CLF

Black Male **
10.3

Black Female**
8.6

Hispanic M&F
2.9 + 1.9 4.8

Asian/Pr M&F
0.8 + 0.3 1.1

Am. In./AI Nat

0..4 + 0.3 0.

Mhite Female
34.3

Hispanic M&F
2.9 + 1.9 4.8

Am. In./Al Nat
M&F
0.4 + 0.3 0.7

Asian/PI Male
0.8

therefore, CLF
le does not show
ented.

TOTAL NUMBER
EST VACANCTRS

2

2

2

2

7

7

doubled.
underrepresen

COMPUTATION OF GOALS
(a) x (b) )

10.3% x 2 .206 (0 0%)

8.6% x 2 .172 {0 0%)

9.6%* X 2 .192 0 0%}

2.2%* x 2 .044 0 0%}

1.4%* x 2 .028 (0 0%},

34.3% x 7 2.401 (2 28.6%)

9.6%* x 7 .672 (1 14.3%}

1.4%* x 7 .098 (0 0%)

1.6%* x 7 .I12 (0 0%}

Ltion from calculations,

50%

0%

0%

0%

0 = 0%

1 14.3%

1 14.3%

0 0%

0 0%



UNITED STATES MARINE CORPS

Marine Corps Base
Camp Lejeune, North Carolina 28542

BASE ORDER P4600.1E

From: Commanding General
To: Distribution List

Subj: Standard Operating Procedures for Garrison Mobile Equipment

Ref: (a) MCO 11240.46B
(b) MCO 4643.5C

(c) Motor Vehicle Laws of N. C. (NOTAL)

(d) NAVSEA OP 2239 (NOTAL)
(e) NAVSEAOP 5 (NOTAL)
(f) MCO 8020.IE

(g) BO PS023.3E
(h) MCO I1240.66A

(i) NAVMC ii01 (NOTAL)
(j) MCO 5100.19C

(k) FPM/CMMI 752 (NOTAL)
(i) BO P5560.2H

(m) JAGINST 5822.2 (NOTAL)
(n) MCO I1240.47B
(o) MCO I1240.48C
(p) TM-I1240-15/3 (NOTAL)
(q) TM-4700-15/I (NOTAL)
(r) JAGINST 5800.7A (NOTAL)

BO P4600.1E

MTO/CFS/ks

2 5 JUN 1961

Encl: (I) LOCATOR SHEET

i. Purpose. To issue consolidation of current directives pertaining to the administration, operation and

maintenance of administrative-use motor vehicles at Marine Corps Base, Camp Lejeune, North Carolina, and the

Marine’Corps Air Station (Helicopter), New River, Jacksonville, North Carolina.

2. Cancellation. BO P4600.1D.

3. Summary of Revision. This directive has been completely revised and should be reviewed in its entirety.

4. Applicability. Having received the of the Commanding General, 2d Marine Division, FMF; the Com-

manding General, 2d Force Service Support Group (Rein), FMF, Atlantic; the Commanding Officer, Marine Corps Air

Station (Helicopter), New River, and the Commanding Officer Naval Regional Medical Center, this Order is applicable

to these commands.

5. Certification. Reviewed and approved this date.

DISTRIBUTION: A
MTO (200)

J. R. FRIDELL
Chief of Staff





STANDING OPERATING PROCEDURES FOR GARRISON MOBILE EQUIPMENT OPERATIONS

LOCATOR SHEET

Subj: Standing Operating Procedures for Garrison Mobile Equipment Operations

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

BO P4600.IE

5 JUN 1981

ENCLOSURE





STANDING OPERATING PROCEDURES FOR GARRISON MOBILE EQUIPMENT OPERATIONS

RECORD OF CHANGES

Log completed change action as indicated.

Change Date of Date Date Signature of Persc
Number Change Received Entered Entering Change





STANDING OPERATING PROCEDURES FOR GARRISON MOBILE EQUIPMENT OPERATIONS

Title

MISSION AND ORGANIZATION
Mission
Organization

TABLE OF CONTY2rs

SECTION

SECTION II

VEHICLE ASSIGNMENT AND UTILIZATION
Assignments
Requests for Vehicle Assignment
Utilization of Motor Vehicles
Responsible Officer
Inspection of Administrative-Use Motor Vehicles Prior to Assignment

or Reassignment
Justification for Class "B" Assignment Continuation

SECTION III

OPERATIONS
Pooling of Administrative-Use Motor Vehicular Equipment
Vehicle Control
Requests for Transportation
Cancellation of Transportation Requests
Dispatching "Off-Base" Trips
Government Vehicles Dispatched to Residences
Wrecker Service
Loading of Marine Corps Vehicles and Speed Limits of Overloaded/Oversized/
Overheight Vehicles

Transporting of Explosives and Dangerous Materials
Safety Precautions
Base Bus Transportation
School Bus Transportation
Analysis and Evaluation of Motor Transportation Operations

SECTION IV

ADMINISTRATION
General
Marking and Painting of Administrative-Use Motor Vehicle Equipment
Road Inspection of Vehicles
Funding Responsibilities
Records and Reports

SECTION V

ADMINISTRATIVE-USE MOTOR VEHICLE OPERATING REGULATIONS
General
Speed Limits
Passenger Capacities
Vehicle Passenger and Cargo Restrictions
Accident Reporting Requirements
Disabled Administrative-Use Motor Vehicle
Operator’s Responsibilities
Backing Administrative-Use Motor Vehicles
Idling of Vehicle Engine
Safe Driving Distances and Driving in the Proper Traffic Lane
Stopping on a Grade
Road Testing Vehicles
Routes of Travel
Fueling Vehicles
Fire Extinguishers
Safety Belts
Narcotics, Amphetamine, and other Dangerous Substances
Intoxicating Liquor

Paragraph

101
102

201
202
205
204

205
206

301
302
303
304
30S
306
307

308
309
310
311
312
313

401
402
403
404
40S

SO1
502
SO3
504
SOS
506
507
S08
S09
510
Sll
512
513
514
515
516
$17

518

I-I
i-I

2-1
2-1
2=1
2-1

2-2
2-2

3-1
3-1
3-1
3-2
3-2

3-3

3-3
3-3
3-4
3-5

3-8

4-1
4-1
4-1
4-1
4-2

S-1
S-1
5-1
S-i
S-2
S-2
S-3

5-3
5-4
5-4
5-4
5-4
5-4
S-4
5-4
5-4
S-4



STANDING OPERATING PROCEDURES POR GARRISON HOBILE EQUIPMENT OPERATIONS

SECTION VI

VEHICLE OPERATORS’ PERMITS (STANDARD FOR 46)
Examination and Licensing of Admlnlstratlve-Use Motor Vehicle Operators
Qualifications for Explosives Motor Vehicle Operators
Recording of Operators’ Permits, Accidents and/or Traffic Violations
Return of SF-46 to Appropriate Motor Transport Officer

Applicability of Section VI
Special Instructions
Authority of Commanding Officer/Supervisors

SECTION VII

601 6-1
602 6-2
603 6-3
604 6-3
605 6-3
606 6-3
607 6-3

PINTENANCE
General
Responsibilities
Repairs and Modifications
Tires
Winterization of Motor Vehicles and Allied Motorized Equipment
Repair of Privately Owned Vehicles and Property
Deadllne Vehlcles
Maintenance Records and Reports
Administrative-Use Motor Vehicle Misuse or Abuse
Maintenance Performed by the Operator
Safety Precautions

SECTION VIII

701 7-I
702 7-I
705 7-i
704 7-1
705 7-1
706 7-2
707 7-2
708 7-2
709 7- 2
710 7-2
711 7-2

ADMINISTRATION, OPERATION AND MAINTENANCE OF HATERIALS HANDLING EQUIPHENT
Administration
Marking and Painting of Materials Handling Equipment and Related Accessories

and Modifications

Inspection of Materials Handling Equipment
Funding Responsibilities
Records and Reports
Materials Handling Equipment Operating Regulations

Operations
Requests for Materlals Handllng Equipment
Requests for Service and Repair of Materials Handllng Equipment

801 8-1

802 8-1
803 8-1
804 8-1
805 8-1
806 8-2
807 8-2
808 8-2
809 8-2

iv



STANDARD OPERATING PROCEDURES FOR GARRISON MOBILE EQUIPMENT OPERATIONS 102.5

SECTION I

MISSION AND ORGANIZATION

i01. MISSION

i. The mission of Base Motor Transport, Marine Corps Base, Camp Lejeune, North Carolina, is to provide efficient,

economical and safe motor vehicle services to Marine Corps Base, Marine Corps Air Station (Helicopter) Units,
Fleet Marine Force Units and other activities may be assigned utilizing the minimum number of vehicles and per-
sonnel to meet essential transportation support within the Camp Lejeune Complex.

102. ORGANIZATION

I. Base Motor Transport is composed of the personnel and equipment assigned to the branches and sections and in
such shops and motor pools may be required to accomplish the mission.

2. The Base Motor Transport Officer is assigned responsibility for the administration, operation and maintenance
of all Garrison Mobile Equipment assigned Marine Corps Base and Marine Corps Air Station (Helicopter).

3. The Base Motor Transport Officer is assigned operational control of Motor Transport Division, Support Company,
Support Battalion, Marine Corps Base, to include the technical training of personnel. All other military training
of personnel is the responsibility of the Commanding Officer, Support Battalion, Marine Corps Base.

4. The Base Motor Transport Officer will continually review the quantities and types of vehicle and personnel

quired to provide essential support to the Base, Air Station and Fleet Marine Force units; he will ensure that

all vehicles operated in the most efficient and cost effective manner within the guidelines prescribed by higher
authorities; and he will make timely and appropriate recommendations to the Commanding General, Marine Corps Base.
The Base Motor Transport Officer will the maximum utilization of vehicles. Safe operating procedures will

be employed at all times.

5. The Base Motor Transport Officer will supervise the activities of the Motor Vehicle Safety Council and will par-
ticipate member of the Base Safe Driving Council.
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SECTION II

VEHICLE ASSIGNMENT AND UTILIZATION

204.3’

201. ASSlGNINTS

1. Administrative-use motor vehicles will be operated from motor pools established by the Base Motor Transport Offi-
cer,except for those vehicles assigned on a Class "B" assignment.

2. Class "B" assigrment is defined as a vehicle assigned to a section, department, unit, or activity on a recurring
dispatch for the efficient and orderly conduct of official business. These vehlcles will be dispatched by the
using activity. Security of assigned vehicles is the responsibility of the using activity.

202. REQUESTS FOR VEHICLE ASSIGNMENT

I. Requests for vehlcles to be assigned on a Class "B" basis will be addressed to the Base Motor Transport Officer.

Such requests will contain detailed justification for such assignment.

203. UTILIZATION OF MOTOR VEHICLES

1. Admlnlstratlve-use motor vehlcles will be used only for official purposes. What constitutes official purposes
is a matter of administrative discretion to be exercised within appllcsble laws (25 Comp Gen B44) and Title S, 10,

20, 40, U. S. Code, Executive Order and Department of Defense Instructions. It is general rule that where trans-

portation is essentlal to the successful operation of any activity, the milltary services are authorized to provide
such transportation if for an official purpose. Officlal purposes as applied to personnel would be transportation
for travel performed by persons in their capacity as military or civilian employees of the Marine Corps. The

travel must be related to the performance of official duties or in connection with duties conducted under official

authorization. This precludes the use of motor vehicles for purely personal use.

2. Transportation to and from work is a personal expense. Consequently, government vehlcles will not be utilized

to transport milltary or civilian personnel to and from work or for meals except in the case of personnel on

temporary duty when existing public transportation facilities are inadequate or non-existent.

3. Full-tlme assignments of motor vehicles at field Installations to officials of the Department of Defense will be

subject to the approval of the Secretary of the milltary department concerned.

4. Defense personnel authorized full-time use of officlal vehlcles will not use such vehicles for other than actual

performance of official duties. Vehlcles authorized on a fu11-tlme basis will not be reassigned to others not

entitled to such use,

5. Use of motor vehlcles, on a full-tlme or trip basis, is not authorized for the official concerned, members

of his family or others, for private business or personal soclal engagements. Questions with regard to the

offlclal nature of particular use shall be resolved in strict compliance with statutory restrictions.

6. Ambulances, radlo-equlpped vehlcles, tank trucks, wreckers, fire trucks, dump trucks, and other special purpose
vehlcles will be used excluslvely for the purpose intended.

7. The utilization of admlnlstratlve-use motor vehicles will be llmited to improved roads that be utilized with-

out damage to the vehlcle, These vehlcles will not be used for cross-country or fording operations. Administrative-

use motor vehlcles will not utillze the followlng roads: Gum Branch Road, Piney Green Road, the cutoff between

Highway 24 and Route 70 to Cherry Point (nine mlle cutoff), Bear Creek Road and Queens Creek Road.

8, Admlnlstratlve-use motor vehicles will not be loaded at (dockside or through the surf)aboard any type boat or

ship,

9. A mlnlmt number of vehlclas will be authorized on Class "B" assignments. Such assignments are restricted to

cases where transportation requirements exist that cannot be economically efficiently handled by the Base Motor

Transport motor pool,

I0. Reviews will be made annually by the Base Motor Transport Officer of all Class "B" assignments to ensure such

vehlcles are not being used on a convenience basis and are actually required to support the conduct of official

business of the activity to which assigned. Vehlcles which are not efflciently utillzed will be reassigned.

11, Major modifications to admlnlstratlve-use motor vehlcle equipment will not be permitted except as approved by

the Commandant of the Marine Corps.

12, Minor modifications to admlnlstratlve-use motor vehicles will not be permitted except as approved by the Base

Hotor Transport Officer,

204. RESPONSIBLE OFFICER

I. Responsible Officers for Garrison Mobile Equipment will be appointed in writing by the commanding officer of

the unit and appointing letters will be submitted to the Base Motor Transport Unit Property Officer,

2. The responsible officer will inventory all Garrison Mobile Equipment and collateral equipment seml-annually

(January and July) and report the inventory results to the Base Motor Transport Unit Property Officer.

3, In the event of a change of responsible officer, a joint inventory will be conducted with the present and the

newly appointed responsible officer,

2-1



204.4 STANDARD OPERATING PROCEDURES FOR GARRISON MOBILE EQUIPMENT OPERATIONS

4. Within i0 days of assignment, the relieving responsible officer will sign the original Equipment Custody Records

maintained by the Base Motor Transport Unit Property Officer.

205. INSPECTION OF ADMINISTRATIVE-USE MOTOR VEHICLES PRIOR TO ASSIGNMENT OR REASSIGNMENT

i. Upon notification that an administrative-use motor vehicle is to be assigned, that assigned to organi-

zation is to be turned in, the following action will be taken:

Responsible Officer/Noncommissioned Officer of the command unit will:

(i) Inventory the vehicle to ascertain that all "on equipment material" (OEM) charged to the vehicle is

physically present.

(2) Deliver the vehicle to the Base Motor Transport Property Section, Bldg #1502. The gas charge plate will

accompany the vehicle.

b. The Base Motor Transport Property Supervisor the designated representative in his/her absence will:

(i) Inspect the vehicle and note the Vehicle Assignment Sheet (VAS) all OEM. All shortages and damages

will be reconciled with the command unit prior to accepting the vehicle.

(2) The duplicate VAS will be given to the driver of the vehicle temporary credit receipt. The origi-

nal VAS and gas charge plate will be turned in to the Base Motor Transport Property Section, Bldg #1502.

The organization receiving the vehicle, upon notification that the vehicle is ready, will:

(i) Have the responsible officer report to the Base Motor Transport Property Section, Bldg #1502, to pick

up the VAS, gas credit card, and sign the custody card.

(2) Have the person accepting delivery inspect the vehicle and ascertain that all OEM charged is with the

vehicle and sign for receipt of the vehicle the original of the VAS. The triplicate copy of the VAS will be

retained by the signee for comparison with the custody card.

206. JUSTIFICATION FOR CLASS "B" ASSIGNMENT CONTINUATION

i. When a vehicle utilization review is conducted by the Base Motor Transport Officer, vehicles failing to meet

utilization standards will be indicated by annotation utilization report and forwarded to appropriate units.

Activities possessing Class "B" assigned vehicles with inadequate usage will be required to submit justification to

the Base Motor Transport Officer, Marine Corps Base for continued assignment of vehicles. Insufficient untimely

submission of justification may result in vehicles being reassigned.
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SECTION

OPERATIONS

301. POOLING OF ADMINISTRATIVE-USE MOTOR VEHICULAR EqUIPmENT

i. Commanding officers or officers-in-charge of activities having administrative-use motor vehicular equipment
on Class "B" assignment will ensure the economical utilization of such vehicles. Centralized motor pools will
be established by such activities in order to ensure proper dispatching, record-keeplng, expenditure of funds,
and to obtain maximum care and utilization of this equipment. The Base Motor Transport Officer will provide
technical assistance upon request regarding the establishment of such motor pools, dispatching, record-keeping,
expenditure of funds and maintenance effort.

302. VEHICLE CONTROL

i. All administrative-use motor transport equipment on Class "B" assignment will be made available upon request
to the Base Motor Transport Officer when required to accomplish an assigned mission.

303. REQUESTS FOR TRANSPORTATION

i. Base Radio-Controlled Vehicle Service

a. Base radio-controlled vehicle service for passengers and light cargo will be furnished for trips through-
out the" Camp Lejeune and MCAS(H), New River area. Officers, staff noncommissioned officers, and civilian
personnel in charge of sections may request radio-controlled vehicle service as required for the performance of
official duties or services. In order to consolldate requests and to ensure maximum number of passengers
per trip, users are expected to wait as much as ten minutes for service.

b. Base radio-controlled vehicle service cannot be arranged in advance. Operators are not authorized to
pick up passengers or cargo upon request of individuals but must receive their instructions from the Base Motor
Transport radio dispatcher. Neither radio-controlled vehicles nor operators will be used for mail runs, laundry
runs or messenger service.

c. Operators of Base radlo-controlled vehicles will wait a maximum of three minutes at the pick-up point to
pick up passengers or arEo. Personnel requesting radio-controlled vehicle service must meet the vehicle
at the reporting location (that is front o BidE #I; rear of Bldg #i; etc.). The operator is not authorized to
leave his vehicle to locate passengers or cargo.

d. Requests for radio-controlled vehicle service will include the following information:

Using Unit:
Requested by (name of individual and activity):
Report to:
Reporting Location:
Destination:
Specific Purpose of Trip:

e. Radio-controlled vehicle service will be provided contlnuously on 24-hour basis and may be obtained by
ca11Ing the Base Motor Transport Radio Dispatcher, telephone 1639 or 3585 prior to 1630 on Monday through Friday.
After 1650 and on holldays and weekends, the Duty Dispatcher, telephone 5585, will honor requests for radio-
controlled vehicle service for official business. Personnel based at Marine Corps Air Station(H), New River may
request vehicle service by calling Motor Transport dispatcher telephone 455-6558. Except in emergencies, radio-
controlled vehlcles will not be utilized to transport personnel to or from their residence or barracks or for
meals.

f. Radlo-controlled vehicle service will not be provided if distance to be traveled is less than four
blocks from original departure point, except where the hauling of bulky or heavy items of cargo is involved.

2. Routine Transportation Request

a. Requests for transportation services within the confines of Marine Corps Base, Camp Lejeune, North Car-
olina, will be submitted to the Base Motor Transport Officer, Bldg 1502, via appropriate chain of command, at
least twenty-four (24) hours in advance. Request for transportation services within confines of MCAS(H), New
River will be submitted to the MCAS Motor Transport Support Section, B1dg #119. MCBCL Form 4600/4, Transporta-
tion Request will be utilized xhen requesting transportation, to include the folloing information:

Number of personnel and/or amount and type of cargo to be transported:
Date and time vehicle is to report:
To whom and where the vehicle is to report:
Destination of vehicle:
Whether or not operator is required:

b. Vehicles will be dispatched n the quantity and capacity required to meet the objective for which
requested. Determination of the quantity and capacity of vehicles required will rest solely with the Base Motor
Transport Officer or his designated representative consistent with vehicles which are available and as dictated
by consideration of economy and efficiency.
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3. TransPortation for Movement of Personnel Cargo

During working hours call 3585
After 1630 (MT Staff Duty NCO) call 3585

MCAS(H), New River 455-6558 (All hours)

4. Emergency Transportation (telephone 3585)

Transportation Requests from Medical Officer Duty Corpsmanf Bldg #15f the Naval Regional Medical Cen-

ter. Requests for transportation from medical officer duty corpsman, Bldg #15, the Naval Regional Medical

Ce---ter will be honored for transporting military patients of Marine Corps Base and MCAS(H) units whenever ambu-

lance is not required. Transportation for FMF personnel will be provided by the unit in which the individual Marine

is assigned. Transportation will be provided to barracks and government quarters during non-operating hours of the

Base Bus System. During hours of operation of the Base Bus System, military patients 9ormally will be transported

to the Base Bus Terminal in lieu of the barracks quarters, providing military bus services such The

Base Motor Transport Dispatcher will honor requests for transportation only from the Command Staff Duty Officer, Air

Station Duty Officer, Chief of Dispensary Service Mate of the Day, Bldg #15, Administrative Transportation

Officer of the Day, Naval Regional Medical Center for patients who military personnel, whenever such patients

not transported in ambulance unable to utilize the regularly scheduled bus service.

5. Transportation for Personnel Reporting Aboard for Duty. Transportation for personnel reporting aboard Marine

Corps Base for duty will be coordinated by the Assistant Chief of Staff, Manpower his designated representative.

6. Transportation to Camp Lejeune and New River for Personnel Official Business Arriving at Cherry Point/New

River North Carolina

The senior person aboard the aircraft upon arrival at Cherry Point New River, will contact the Marine

Corps Air Station’s Duty Officer for transportation to their destination.

b. The Duty Officer will call the person’s parent organization at Camp Lejeune New River, reporting arrival,

number of personnel, and request necessary transportation.

The parent organization will handle the request if it is within its capability (less than seven passengers}

otherwise, the request is relayed-to the next higher echelon. Should these organizations be unable to handle the

request, the Duty Officer will request transportation from the Base Motor Transport Dispatcher telephone 3585.

7. Permissible Operating Distance (POD}. A distance of i00 miles in westerly direction (Fort Bragg, N. C.), 200

miles northerly (Norfolk, Va.) and 225 southerly (Charleston, S. C.) has been established as the permissible

operating distance for mission essential of administrative-use motor vehicles.

8. Request for TransPortation SupPort from Marine Corps Base for outside Camp Lejeune Area. Requests for

utilizing administrative-use motor vehicles outside the Marine Corps Base, Camp Lejeune, N. C. and MCAS(H), New

River will be submitted at least five days prior to the desired departure date to the Conmnding General,

Marine Corps Base, Camp Lejeune, N. C. (Attention: Base Motor Transport Officer), via appropriate chain of command,

for approval. All requests for transportation must be mission essential related.

304. CANCELLATION OF TRANSPORTATION REQUESTS

I. When it becomes necessary to cancel a transportation request, such cancellation will be made known at the

earliest posslble time by telephone to the Base Motor Transport Operations Branch (telephone 3585/3537}.

305. DISPATCHING "OFF-BASE" TRIPS

i. Vehicles being dispatched outside the confines of Marine Corps Base, Camp Lejeune, N. C. Complex, will be proper-

ly dispatched and will have stamped across the face of the Trip Ticket (DD Form 1970), "Authorized for se Off

Station." Under no circumstances will such authorization the DD Form 1970 be considered authority for removal

of government property other than the dispatched vehicle from Marine Corps Base, Camp Lejeune, N. C.

2. For the purposes of this Order, the areas listed below considered to be within the confines of Marine Corps

Base, Camp Lejeune, N. C.

All government housing areas and trailer parks under the control of the Commanding General, Marine Corps

Base, Camp Lejeune, N. C.

b. All outlying camps and facilities; such Camp Johnson (Montford Point); Camp Geiger; Marine Corps Air

Station (H), New River, N. C.; Verona Loop Training Area; Rifle Range and Courthouse Bay.

All highways utilized to gain access to the above camps, facilities, and housing areas, such from High-

way #24 via Highway #172 and Sneads Ferry Rad to Highway #17 South; from Highway #17 South and Sneads Ferry Road

to the intersection of Highway #24 and Highway #17 North and from the intersection of Highway #17 North and Highway

#24 via Highway #24 to Highway #172.

3. When providing motor vehicles for movement to destinations beyond the confines of the Marine Corps Base, Camp

Lejeune, and outlying areas, the motor vehicle operators will ensure that the vehicles depart with gasoline tanks,

crankcases, gear cases, etc., filled to normal capacity. Vehicles will further be equipped with spare tire, tools

for changing tires, emergency flares and fire extinguishers.

4. Motor vehicle operators making extended trips beyond the normal operating radius from Can Lejeune will, prior

to departure, obtain commercial gasoline credit card as per instructions in paragraph 404 of this Order.

3-2



STANDA OPERATING PROCEDURES FOR GAISON MOBILE EQUIPMENT 5.09.5
306. GOVER/ VEHICLES DISPATCHED TO RESIDENCES

1. Government vehicles will not be dispatched to nor travel in the proximity of the residence of any person, includ-
ing public quarters, bachelor officers’ quarters, or transient officers’ quarters, for the purpose of transporting
personnel to and from their home place of employment or duty, except authorized by the Commanding General,
Marine Corps Base, Camp Lejeune, N. C.

307. WRECKER SERVICE

1. Administrative-use vehicular wrecker service can be obtained by calling 5585 (all hours). Wrecker service
for MCAS(H), New River can be obtained by calling 455-6558 (ali hours).

2. Administrative-use wreckers, when requested by Base PMO or MCAS PMO, will be immediately dispatched to ,ve
military vehicles which are involved in accidents in order to minimize or prevent injury or damage to personnel
and property and to eliminate traffic hazards.

5. Adminlstrative-use wreckers, when requested by Base PMO or MCAS PMO, will be immediately dispatched to move
private vehlcles which to be impounded or retained by the Provost Marshal.

508. LOADING OF MARINE CORPS VEHICLES AND SPEED LIMITS OF OVERLOADED/OVERSIZED/OVERHEIGHT VEHICLES

I. The Commandant of the Marine Corps, by most current edition o Marine Corps Order 4643.5 requires strict
compliance by Marine Corps personnel with highway regulations as established by state/municipal authorities and out-
lined the responsibility for proper loading of motor vehicles.

2. Passenger cars/station wagons/other adnstrative-use vehicles, other than bes, will not exceed the passenger
capacity designated by the manufacturer.

5. The Base Motor Transport Officer may permit the passenger seating capacities of buses to be exceeded within
safety limitations. However, the weight limitations established by the manufacturer will be strictly adhered to.
The Motor Vehicle Laws of North Carolina make allowances for a slight overload on a vehicle; however, only in cases
of extreme necessity will this overload be permitted. A vehicle operator will not move a vehicle that he believes
is overweight/oversize/overheight without written orders directing him to do so and issued by a commissioned officer
who will then assume full responsibility for any deviation from xisting orders and directives. He will, at the
same time, provide the operator with his name, rank and organization.

4. Weighing of vehicles may be accomplished at Bldg #1414 in the Industrial Area at Hadnot Point by making arrange-
ments with the Weightmaster, Support Battalion at Bldg #1011, telephone 5221.

5. When vehicles exceeding the legal weight limitations and dimensions are required to be operated on the highways,
a request will be submitted to the Base Motor Transport Officer in sufficient time to obtain the necessary federal
and state approvals. A copy of the North Carolina State Highway Permit will be provided the operator and will be
carried in the vehicle at all times while in operation.

6. Speed limits for overweight/oversize/overheight vehicles will be as prescribed in the Motor Vehicle Laws of
North Carollna but will not exceed 50 miles per hour unless authorized by the Base Motor Transport Officer. An
addltional restriction is that vehicles exceeding the dimensions stipulated in the Special Permit will not be
operated in excess of 20 miles per hour.

7. The provisions of current edition of Marine Corps Ordgr 4643.5 and the Motor Vehicle Laws of North Carolina
will apply to vehicles operating within the confines of Marine Corps Base, Camp Lejeune, N. C. and MCAS(H), New River.

309. TRANSPORTING OF EXPLOSIVES AND DANGEROUS MATERIALS

I. A-,,unltlon, explosives, gasoline, or other dangerous artlcles will be transported in strict compliance with
instructions contained in the Motor Carrier Safety Regulatlons U. S. Department of Transportation NAVSEA OP 2259
of I0 May 1980; NAVSEA OP #5; current eaition of Marine Corps Order 8020.1; Base Order 8023,3; and all state and
municipal laws and regulations.

2. Commanding officers and officers-ln-charge of activities will ensure that operators of administrative-use
vehicles transporting unitlon, explosives or gasoline are llcensed to transport such items and that they are
thoroughly familiar with instructions set forth in the above publications, laws and regulations and instructions
set forth therein and in this Order.

5. Liquid flammables will be transported on vehicles only in sealed drums and safety or expeditionary cans. The
transporting of open containers is prohibited.

4. All administrative-use vehicles transporting Class "A" or "B" explosives or chemical ammunition (Class "C"
excluded) will be marked with correct explosive signs properly displayed. These signs will be removed whenever
vehicles are empty.

5. When convoys transporting explosives or dangerous materials are authorized, a SNCO will be in charge of all con-
voys of five or more vehicles, on or off Marine Corps Base, Camp Lejeune, N. C.; and he will remain with the
vehicles untll the final destination is reached. Military police escorts are required for all convoys of five or
mere vehlcles.
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6. Resonsibilities

STANDARD OPERATING PROCEDURES FOR GARRISON MOBILE EQUIPMENT

Operator

(i) Safe and efficient transportation of ammunition and explosives.

(2) List mechanical condition of vehicle in remarks column of DD Form 1970.

(3) Proper loading, compatibility of load and security of vehicle.

(4) Displaying proper signs placards.

(5) Having his explosives license renewed and taking the required annual physical examination.

(6) Having fully charged fire extinguisher, Type C, vehicle.

(7) Delivering DD Forms 626 and 836 at destination.

b. Operations Officer Base Motor Transport

(i) Conducting continuous safety program outlined in current directives.

(2) Having correct explosive signs and placards available for operators’ use.

(3) Conducting the vehicle inspection phase all ammunition-carrying vehicles outlined in c/apter 4-3

of NAVSEA OP 2239.

(4) Preparing and delivering to the operator DD Form 626 for all off-base runs for which Government

Bill of Lading is required. File copy will be maintained.

(5) Giving written instructions to the operator in regards to routing and other related’information.

.-.,,nition Branch Support Battalion Marine Corps Base Camp Leeune N. C.

(i) Preparing and delivering to the operator DD Form 836 for all off-base runs for which Government

Bill of Lading is required.

(2) Preparing and delivering to the operator DD Forms 626 and 836 for all off-base runs for which Govern-

ment Bill of Lading is required.

310. SAFETY PRECAUTIONS

i. The following safety precautions will be observed for highway operations:

Administrative-uSe vehicles operated public highways must be equipped with directional turn signals,

emergency flares, running lights other equipment directed by state law and Department of Transportation

Regulations.

b. All buses, ambulances, wreckers, police and patrol vehicles, and vehicles capable of carrying ten

more passengers, with a rated cargo capacity of than ton, will be equipped with approved type highway

warning kits (meeting local, state and Department of Transportation Regulations). Vehicles with lesser capacity

which regularly operate over public highways at night will be equipped with warning kits.

When vehicles must make emergency stops traveled portion of highway shoulder adjacent thereto, the

following action will be taken immediately:

(i) Every reasonable effort will be made to remove the vehicle from traveled portions of the highway to

the shoulder of the roadway and beyond if practicable.

(2) When lights required, flasher light, lighted flare fusee will be immediately placed in the

obstructed lane, the shoulder if the vehicle is over the shoulder of the road, at point between the

vehicle and the direction from which traffic using that lane will approach. This will be done before any attempt

is made to repair the vehicle.

(3) Flasher lights will be and lighted flares reflectors will be placed around stalled vehicle in

the following manner:

(a) One in the center of the lane of traffic occupied by the vehicle, placed not less than 200 feet

distance therefrom in the direction of traffic approaching in that lane. If the vehicle is over the

shoulder and does not occupy traffic lane, the warning device will be placed the edge of the roadway to avoid

obstructing the traffic lane follows:

(b) One placed not less than 200 feet from the vehicle in the opposite direction.

(c) One placed the traffic side of the vehicle ten feet rearward thereof, in the direction from

which traffic using that lane would approach.
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(d) If vehicle is stopped within 300 feet of curve, crest of hill, other obstruction to view,
the warning device in that direction will be placed to afford ample warning to other users of the highway. In

case will it be less than 200 feet than 300 feet from the vehicle. Vehicle emergency flashers will be

kept flashing while the vehicle is disabled.

(e) During times that lights not required, red flags reflectors with flags attached will be

placed prescribed above for flasher lights, lighted flares and fusees.

(f) To prevent ignition of flammables other materials, will be taken in the lighting and

placing of flares and fusees.

(g) When convoys any components thereof must be stopped under the conditions outlined above, the

convoy commander person in charge will be responsible for ensuring that adequate guards emergency warning

devices utilized.

d. Towed trailers will be connected to the towing vehicle by means of two safety chains cables, in addition

to the tongue. The chains cables will be crossed and attached to the vehicles near point of bumper attachment

to the chassis of such vehicles. The length of chain used will be more than necessary to permit free turning of

the vehicles. The chain will be attached to the tow-bar at the point of crossing close thereto is

practicable. Rear lights/reflectors will be utilized.

Vehicles will be dispatched only when in safe operating condition.

311. BASE BUS TRANSPORTATION

I. The Base Motor Transport Officer is responsible for the operation of suitable motor vehicles to maintain Base

bus schedules, for their publication and distribution, and for making schedule changes based passenger utilization

and availability of funds.

2. Buses will operate from the Base Bus Terminal (Bldg #235) and will service the Badnot Point, Naval Regional

Medical Center, Paradise Point, Berkeley Manor, Tarawa Terrace, Midway Park, Rifle Range, Courthouse Bay, Onslow

Beach, Camp Geiger, Camp Johnson (Montford Point) and YEAS(H), New River. This service is available to:

Military personnel, their dependents and guests.

b. Civilian personnel, both appropriated and nonappropriated fund employees, who possess Identification Card of

civilian employees.

Retired military personnel and their dependents.

3. The bus schedules will be published in Base Order. Information relative to bus schedules may be obtained by

calling the Resident Military Manager of the Base Bus Terminal, extension 3632.

4. Buses operating part of the Base Bus System will stop only at scheduled bus stops upon signal that passengers

outside the confines of Marine Corps Base, Camp Lejeune, N. C. MCAS(H), New River.

5. If at any time driver cannot maintain discipline bus run, he will flag down the first military police

vehicle sighted and request assistance in removing unruly persons from the bus. If military police sighted,

he will proceed by the most direct route to Bldg #3, where he will stop and sound his horn until assistance is

received from the Military Police Desk Sergeant.

6. Recommendations for modification of Base bus schedules requests for establishment of bus schedules will be

made to the Base Motor Transport Officer and will include full justification, including number of passengers per
trip, time schedules and pick up and delivery points.

312. SCHOOL BUS TRANSPORTATION

i. Transportation for Camp Lejeune Dependents’ Schools children living within the confines of the military reserva-

tion will be provided by the Base Motor Transport Officer. Buses will pick up only those children who live beyond

walking distance of the school, except in special cases. Walking distance is defined one, one-half miles,

established by North Carolina State Law.

2. In addition, transportation will be provided to all special education children when requested and approved by

the Superintendent of Schools.

3. All students who attend DeLalio Elementary School will be transported.

4. Rated passenger capacity of administrative-use motor vehicles, including buses and those vehicles utilized

school buses, is follows:

Rated Capacity

Bus, 14 passenger

Bus, 18-21 passenger

Bus, 29 passenger

Bus, 37 passenger

Maximum Load

14 passengers

35 passengers

44 passengers

53 passengers
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Rated CapacitX
biaxiaua Load

Bus, 44 passenger 65 passengers
Semi-trailer bus, longitudinal seats 65 passengers

Truck, I-T, 4x2, multi-stop delivery Metro 12 passengers

NOTE: All school children in the 5th grade and below will be seated on the bus and may be seated three

children per seat.

6. A11 children attending kindergarten will be transported to school,

7. The Superintendent of Schools will submit requests subject to relmburseent to the Base Motor Transport Officer

for such addltional transportation of school children other than scheduled runs as may be required Csuch as,

transportation to athletlc events, transportation for athletlc teams, and other authorized school activities), in

accordance with current directives.

8. The time schedules and routings set forth in the approved school bus schedules will be adhered to at all times,

barring breakdown of motor vehlcular equipment. Buses will pick up and discharge passengers only at "Bus Stops"

designated in school bus schedules.

9. Any desired infoaatlon regarding the operation of the school buses ay be obtained by calling the Superin-

tendent, Camp Lejeune Dependents Schools, principals, or the Motor Transport Operations Officer, 3585/3537.

I0. The Base Motor Transport Officer is responslble for:

a. The preparation of school bus schedules and for the alntalnlng of schedules to meet requirements of the

Cap Lejeoe Dependents Schools. School bus schedules will be published as a Base Bulletln.

b. The operation of sultable motor vehicles to transport schonl children to and from the Base Schools or

other approved schools.

c. The supervision of the school bus operators training progra and the selectlon and training of personnel

as operators. henever posslble, school bus operators will be twenty-one years of age.

d. Ensuring that whenever a personnel trailer-type bus is used as a school bus, one an will ride in the

trailer and act as a onitor responslble for the passengers, regardless of whether or not a school children’s

safety monitor is also assigned.

e. The operation of all school buses to coply with State and local laws and regulations.

ll. The Superintendent of Camp LeJeune Dependents Schools is responslble for:

a. Providing the Base Motor Transport Operations Officer with a record of the number of students, the quarters

number and housing areas of students, and the school and grade to which each child is assigned. This information

will be furnished within 48 hours after registration at the beginning of each semester of school. The Superinten-

dent of Schools will also provide information relatlve to the opening and closlng of schools and will notify the

Base Motor Transport Operations Officer of any change in the daily school schedule.

b. The dissemination of school bus schedules and routlngs to school children and for making appropriate

recomendatlons to the Base Motor Transport Officer for such modifications of school bus schedules whenever required

by changing conditions.

c. Asslgmaent of children to the proper bus in coordination with school prlncipals.

12. School Prlnclpals are responslble for:

a. The loadlng and unloading of pupils at the schools, Buses will be loaded in the reverse order of unloadlng

with the children proceeding to the rear of the bus as they are loaded. Each child will be assigned to a numbered

bus. Pupils shifting from one bus to another will be allowed to do so only by permission from the prlncipal and

if it does not cause overloadlng of the buses.

13. Duties and Responsibilities of School Bus Operators:

a. To know and observe all state, Marine Cops Base and MCASCH), New River traffic ules, regulations and laws

governing school bus operation,

b. To have the school bus under complete control at all times, At any time a driver cannot maintain discipline

on a school bus run, he will proceed by the most direct route to the nearest school, where he will stop and

sound his horn untll assistance is received from the school authorities. All instances of misbehavior of students

will be reported to schonl authorities and to the Base Motor Transport Officer.

c. To observe at a11 times the speed llmit governing school bus operation. Maxlmu speed will be 35 miles per

hour. A rate of speed less than 35 miles per hour, which will ensure safe travel, shall be observed when:

Ca) the highway is crowded; Cb) the weather is unfavorable; (c) the road is unstable; Cd) other hazards are

encountered; and Ce) as posted.

d. Driving distance when followlng school .bus or other vehicles:

C1) The operator will not drive a school bus closer than 300 feet to another school bus which he is

followlng on the highway or roadway, unless it is necessary to pass a stopped vehlcle.
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e. The operator will not leave a school bus while the engine is running.

f. The operator will not use a school bus to push another vehicle of any kind.

g. The operator will bring the school bus to a full stop before entering or crossing any highway, railroad, or

any other dangerous intersection or thoroughfare; and he will not proceed until safety is assured.

h. The operator will operate his bus on the right-hand side of the highway or roadway at all times except when

necessary to make a left-hand turn. He will indicate his intentlon for a rlght-hand turn at a minimum distance

of S0 yards prior to turning.

i. The operator will not move the school bus while pupils are entering or leaving it. He will see that all

pupils are in place on the bus and all doors are closed before starting the bus in motion.

j. Backing buses on the school grounds or elsewhere will be avoided insofar as practicable. Operators will

not drive school buses backwards until the horn is sounded and responsible person is assigned to guard the

rear of the bus and safety is assured,

k. The operator will not use the emergency door for loading or unloading pupils except in an emergency. He

will make certain that the emergency door is closed properly and in working order before moving the school bus.

I. To admit or discharge pupils when the bus is stopped, the operator will stop the bus on the right side of

the road in the regular driving lane. The operator will not drive the bus off the highway or road onto the

shoulders of the roadway to admit or discharge pupils. Driving the bus off the highway or road invites traffic to

pass.

m. The operator will see that the emergency door control can be operated at all times.

n, The operator will adhere strictly to the designated and approved school bus route. He will not add to or

change the established route or times.

o. The operator will be particularly attentive in keeping the bus on schedule. He will never leave a stop

ahead of schedule. He will leave the school immediately after dismissal.

p. School bus operators will be clean and neat in appearance. They will not use intoxicating beverages for

at least eight hours prior to reporting for duty. Smoking and the use of tobacco is prohibited; profane language

is prohibited.

q. The operator will be understanding and patient towards parents and school pupils.

r. The operator will take whatever steps are advisable and necessary to safeguard the life and limb of each

pupil in his care.

s. The operator will supervise the activities of children discharged from the bus until they have crossed the

highway or road in safety or are otherwise out of danger.

t. At no time will the operator permit pupils to cross the highway or road behind the bus except in an

emergency situation and with an escort. The operator will not move the school bus until it can be seen that

pupils are out of danger.

u. The operator will display a flashing stop sign at each designated stop and report a11 violators who pass

a stopped school bus to the Base Motor Transport Operations Officer.

v. Buses will dlsplay school bus signs only when transporting school children.

14. Duties and Responsibillties of Pupils

a. To obey promptly and cheerfully the instructions and orders of the operator of the school bus.

b. To observe proper decorum, while getting on or off and while riding in the school bus.

c. To be at the place designated both morning and afternoon ready to board the bus at the time shown on the

posted schedule. The operator is responsible for the maintenance of this schedule and cannot wait for tardy

pupils.

d. To help keep the bus clean, sanitary, orderly and to refrain from damaging or abusing cushions or other

bus equipment. Smoking, eating, drlnkin. or littering are not permitted in the school bus.

e. To occupy the seat assigned by the operator or principal and to refrain at a11 times from moving around

while the bus is in motion.

f. To request the driver to stop the bus in case of personal emergency.

g. To stay off the roadway at all times while waiting for bus.

h. To wait until the bus has come to a complete stop before attempting to get on or off. Pupils will line up

so that the smaller children will be loaded first.

i. To leave the bus only with the consent of the operator.
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j. To enter or leave the bus only at the front door, except in cases of emergency.

k. To keep head, hands and feet inside the bus at a11 times.

i. To cross the highway or road, if necessary, after leavlng the bus in the following manner:

(1) Make certain that the bus is stationary, the door is open, and the stop signal is extended.

(2) Cross in front of the bus within sight and hearing of the operator, look both ways and stay out of

the line of traffic untll the path across the roadway is free from any danger.

(3) Upon signal from the operator or from a personal escort, proceed across highway or road.

m. To show identification card to the bus operator and/or monitor upon request. In cases where a pupil does

not have an ID card n hls/her possession, the pertinent information will be given orally.

15. Parents are responsible for:

a. Having children at the designated bus stop five minutes prior to scheduled loading time and ready to board

the school buses promptly in order to aid the bus operator in maintaining bus schedule.

b. Not delaying buses by holding conversation with the operators. Report complaints suggestions to the

Base Motor Transport Officer.

16. Discipline

a. Parents are responsible for adequately instructing their children regarding proper conduct at all times

while aboard school buses. In particular, it is emphasized that children must obey all instructions issued by

the Superintendent of Schools, Principal, and school bus operators. With regard to maintaining discipline and

enforcing safety measures, the school bus operator is the final authority while operating his bus.

b. All violations of school bus regulations on the part of students will be reported by the Base Motor

Transport Officer to the Provost Marshal and to the Superintendent of Schools for disciplinar), action.

Should a student be involved in a second major violation of a nature whi’ch impairs the safe operation of the

school bus, such student will be barred from riding the bus.

313. ANALYSIS AND EVALUATION OF MOTOR TRANSPORTATION OPERATIONS

i. The Base Motor Transport Officer is responsible for the management evaluation of administrative-use motor

vehicle equipment operations at Marine Corps Base, Camp Lejeune, North Carolina and Marine Corps Air Station

New River. He will take the necessary steps to compare and interpret the status of all elements of motor transport

operations in relation to the mission of Marine Corps Base. He will take action to eliminate the causes of

excessive costs and unsatisfactory utilization with special emphasis on pooling, dispatch control, dispatch planning,

maintenance downtime, and the reduction wherever possible of vehicle inventories.
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SECTION IV

ADMINISTRATIVE
401. GENERAL

i. All required motor transport reports concerning administrative-use motor vehicle equipment emanating from
Marine Corps Base activities will be coordinated with the Base Motor Transport Officer.

2. The Base Motor Transport Officer will publish such .directives as are necessary for the proper management and
operation of adminlstratlve-use motor vehlcles.

402. MARKING AND PAINTING OF ADMINISTRATIVE-USE MOTOR VEHICL EQUIPMENT

1. Marking and painting of administrative-use motor vehicle equipment assigned to Marine Corps Base will be in
accordance with the provisions of current edition of Marine Corps Order 11240.46.

2. Tactlcal markings will not be placed on administrative-use vehicles, including those Marine Corps Base
vehicles assigned to Fleet Marine Force units while in garrison.

5. Vehicle distinguishing plates, other than those authorized for flag officers, Area Commanders and Special
Staff Officers are prohibited. Organizations having vehicles requiring administrative marking tags Csuch as,
Military Police, Base Maintenance, Fire Department, and radio-controlled vehicles} will request authorization to
install such tags from the Commanding General (Attention: Motor Transport Officer}. Such identification tags,
when approved, will be white with black lettering of uniform size, seven by nine inches, and will be placed on the
front and rear bumpers of the vehicle. Under no circumstances will these tags be placed in front of the radiator

as to interfere with the air circulation to the cooling system of the vehicle.

405. ROAD INSPECTION OF VHICLES

1. The Base Motor Transport Officer will cause periodic inspection of all administrative-use motor vehicle
equipment while in operation or at the using unit, or on the road. Roadmasters will stop and inspect vehicles
to determine the mechanical condition and to check the driver’s compliance with current operation and preventive
maintenance instructions.

2. An inspection form noting all discrepancies found will be completed for each vehicle inspected. One copy of
this form will be forwarded by the Base Motor Transport Officer to the commanding officer or offlcer-in-charge
of the unit to which the vehicle is assigned.

3. Corrective action will be initiated by the activity responsible for the vehicle. A11 forms will be returned
within ten days after receipt to the Base Motor Transport Officer.

404. .FUNDING PSPONSIBILITIES

I. The Base Motor Transport Officer is responsible for funding for maintenance and operation for all administra-
tive-use motor transport equipment and tactical equipment used in lieu thereof which is assigned to Marine
Corps Base and MCASCH), New River, less those assigned to PMF, and air FMF units for in-garrison support.

2. The use of commercial credit cards for purchase of conercial petroleum products and services is authorized
whenever "over-the-road" trips are made with administrative-use vehicles. Supplies and services which may
be purchased are as follows:

a. Regular grade or lead free gasoline (premium grade for emergency vehicles only), diesel oii, regular and
premium grades lubricating oil, lubrication services, oii filter elements, air filter service, tire and tube
repairs, battery charging, mounting and dismounting chains, permanent type anti-freeze, emergency replacement of
defective spark plugs, fan belts, windshield wipers, lamps and other emergency repairs, known in the automotive
trade as "Road Services".

b. Subject to specific approval in each instance, replacement tires and tubes (old tires to be returned to
Base Motor Transport), batteries, wrecker services, and other automotive products obtainable from a service
station may be purchased. Authority for these purchases may be obtained by calling Base Motor.Transport collect,
base extension 5608 or 2805.

4. A service station delivery receipt attesting to each purchase and indicating the following will be submitted
to the Base Motor Transport Fiscal Branch, Bldg 1502 or Operations Division, Bldg #1407, upon completion of
each "over-the-road" trip:

a. Registration number of vehicle receiving the service
b. Current speedometer reading
c. Quantity and type of POL or services received
d. Name, rank, serial number and organization of vehicle operator

5. Any operator of a government vehicle requiring services or repairs other than those listed in paragraph 5
above, will call Base Motor Transport collect, base extension 5608 or 2805, for assistance or further instruc-
tions. IN NO CASE WILL THE U. S. GOVERNM2T NATIONAL CREDIT CARD BE USED TO PURCHASE FOOD AND LODGINGS.

6. The Uo S. National Credit Cards for commercial vehicles can be obtained from the Base Motor Transport Fiscal
Office, telephone 451-5457 during normal working hours; after 1650, Saturdays, Sundays and holidays, the credit
cards may be obtained from the Staff Duty Officer, Base Motor Transport Operations Division, B1dg 1407, telephone
2805.- Marine Corps Air Station, New River, can obtain the U. S. National Credit Cards from Motor Transport
Operations, Building 119, MCAS, telephone 455-6845, 24 hours daily.
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405. RECORDS AND REPORTS

1. A trip ticket, DD Form 1970 (Motor Vehicle Utilization Record) will be used for the dispatching and recording

of operational data individual vehicles and for the use of operators in reporting improper operating con-

ditions of the vehicle. These forms, when required, will be filled out daily in accordance with current instruc-

tions and will be retained for SO days.

2. A record of all vehicles dispatched will be maintained on NAVMC 10051-SD (Daily Dispatching Record of Motor

Vehicles] or automatic data processing forms and retained for one year.

5. Automatic data processing vehicle utillzation data reporting sheets will be completed and submitted so as to

arrive at Base Motor Transport by the third working day after each reporting period ends. Reports required

at the end of each month. The utilization data reporting sheets are available through Base Motor Transport.

4. Ali users of vehicles on sub-custody from Marine Corps Base not under the immediate operational control of

the Base Motor Transport Officer will maintain the above forms in accordance with current Marine Corps Directives.
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SECTION V

ADMINISTRATIVE-USE MOTOR VEHICLE OPERATING REGULATIONS

501. GENERAL

I. The operators of administratlve-use motor vehicles will comply with all traffic regulations prescribed by state,
local and federal civilian authorities, as well as military authorities.

502. SPEED LIMITS

i. Maximum speed limits for administratlve-use motor vehicles are established as follows, except for areas where
lower speed limits are posted:

Maximum Speed Maximum Speed
Vehicle Tpes Limit on Base Limit off Base

Sedans and station wagons 55
Trucks thru 5-ton 55
Trucks over 5-ton 55
Buses 55
School buses 35

Buses, trailer 55
Tractor-semi trailer 55
Tractor-semi trailer (low bed) 45

Trucks, mounted crane 25

Scooters 25

Materials Handling Equipment 7
Electric Motor Driven Scooter 10
Wrecker, 5-ton & below 35

Wrecker, above 1-ton 25
Maximum speed in reverse will exceed five miles per hour

Maximum speed limit on unimproved roads or cleared trails, whenever
25 miles per hour, except for areas where lower speed limits are posted

55
55
55
55
35
55
55
45
25

Not Permitted
Not Permitted
Not Permitted

35
35

the use of such roads is authorized, is

or required.

2. No person will drive a vehicle at a greater speed than is reasonable and prudent with due regard for traffic,

road surfaces, weather conditions, and width of the roadway. Under no circumstances will vehicles be driven

at a speed which will damage the vehicle or endanger the safety of persons or property.

5. Military Police sedans may not exceed the posted speed limit by than 15 miles per hour and in

exceed a speed of 70 miles per hour. Military Police pick-up trucks/vans may not exceed the posted speed limit

by more than 15 miles per hour and in no case exceed a speed of 60 miles per hour. Administrative-use fire

apparatus vehicles are limited to a maximum of 35 miles per hour in industrial, residential, other of a

like nature and/or where personnel are riding in "hanging on" or standing position.

4. Other non-tactical emergency type vehicles, when on an emergency run and when operating proper warning devices,

may not exceed the maximum posted speed limits.

5. All scooters, 3-wheel, and materials handling equipment restricted to the confines of Marine Corps Base,

Camp Lejeune, N. C. and MCAS(H), New River, and will not be operated public highways.

503. PASSENGER CAPACITIES

i. Government vehicles will not be loaded in excess of the authorized passenger capacity (see para 312.5 for

buses and tractor trailers).

504. VEHICLE PASSENGER AND CARGO RESTRICTIONS

I. Administrative-use trucks being used to transport personnel will be equipped with side rails, covers, or

seating facilities as appropriate. In the event seats are not installed, passengers will sit on the floor of

the bed of the truck. No person will be permitted to ride on the tailgate, on the side, on the running board, or

on any other exposed part of a vehicle. No passenger will be permitted, to ride in any type of vehicle in such

a manner that any part of his person, uniform equipment, or weapon wfll protrude beyond the exterior of the body

or cab of the vehicle. Passengers riding in vehicles with canvas tops or curtains will not lean their person or

equipment against the canvas in any manner which will extend the canvas outward.

2. Activities utilizing buses to transport troops will appoint a responsible person to take charge of personnel

being transported on each bus. The person so designated will ride in the bus or personnel trailer and will be

responsible for assuring that personnel refrain from any type of malicious damage to the vehicle and that proper

decorum is maintained. Opening the emergency doors of buses is prohibited at all times except when required to

leave the bus as a result of fire, accident or other similar emergency.

3. Personnel will not be transported in stake trailers except in emergencies and with permission of the Base

Motor Transport Officer.

4. Transporting of personnel in the bed of dump truck is prohibited.
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5. Two-wheel tactical type trailers will be towed only with a tactical vehicle of the same larger rated

capacity. Personnel will not be transported in tactical trailers.

6. Administrative-use motor vehicles will transport only authorized personnel. Civilian personnel, except

authorized Government employees, will not be transported in a Government vehicle without approval of the

Commanding General.

7. Military personnel, their dependents possessing a valid identification card, and civilian employees may be

carried in the cab of a vehicle whenever such vehicles are used as a part of the Base bus system. Military

personnel and civilian employees may ride in the cab of radlo-controlled vehicles utilized for passenger cargo

service.

8. Administrative-use motor vehicles will not be utilized to load or unload cargo directly from shipside. Such

cargo must be staged and then loaded onto unloaded from ships or vehicles.

505. ACCIDENT REPORTING REQUIREMENTS

i. The operator of administrative-use vehicle involved in an accident will take action as follows:

a. In cases involving another vehicle or individual, stop immediately and render such assistance as may be

warranted or necessary.

b. Take precautions to prevent additional accidents by placing flares or other warning device and posting

personnel to direct traffic.

c. Immediately notify the Accident Investigation Section, Provost Marshal Office, Marine Corps Base, Camp

Lejeune, North Carolina or the Provost Marshal Office, Marine Corps Air Station (H), New River, as applicable,

and the Base Motor Transport Operations Officer, extension 2805/5585.

d. Ensure that the vehicle is not moved from the scene of the accident until directed to do so by the acci-

dent investigator or unless it is necessary to clear a traffic lane or transport an injured person to an aid

station.

e. Fill out Standard Form 91, Revised (Operator’s Report of Motor Vehicle Accident).

f. Refrain from making an oral or written statement to claimants or their agents.

g. Deliver a completed Standard Form 91, Revised, to the Motor Transport Officer of parent organization.

2. In the event of injury to the operator of a Government vehicle in an accident, any member of the armed forces

who is present and was a witness to the accident should comply with the accident procedures set forth above.

5. If an accident occurs off the Marine Corps Base and Marine Corps Air Station (H), New River and the Investi-

gation Section, Provost Marshal Office cannot be notified, the state and/or local police authorities will

be contacted and requested to ke an appropriate investigation.

4. It will be the responsibility of commanding officers or officers-in-charge of units utilizing administrative-

use motor vehicles while in garrison to make an immediate report to the parent organization and Base Motor

Transport when such vehicles are involved in an accident.

506. DISABLED ADMINISTRATIVE-USE MOTOR VEHICLES

i. In the event of a breakdown, operators will initiate the following action:

Within a radius of 75 miles of Marine Corps Base, Ca Lejeune, N. C. and MCAS(H), New River, call collect

to Marine Corps Base, Motor Transport Operations Officer, telephone 451-2803 for instructlons.

b. Beyond radius of 75 miles of Marine Corps Base and MCAS), New River:

(I) Minor repairs of less than $15.00 can be accomplished by utilizing credit cards.

(2) If the vehicle repairs are more than $15.00, report to the nearest military activity for possible

repairs or assistance.

(3) If a military installation is not accessible and the repairs cannot be accomplished by use of a credit

card, the vehicle operator will contact the nearest garage capable of accomplishing the repairs. The vehicle

operator will then telephone collect the Base Motor Transport Operations Director, extension 2803/3585, and

provide the following information:

(a) Cause Of breakdown
(b) Estimated cost of repairs
(c) Name and address of repair facility

(d) Estimated time to complete repairs
(e) Request authority to exceed $15.00 repair limitation and/or instructions.
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2. Aministrative-use motor vehicles will not be recovered except by an administrative-use wrecker, and a towbar
or similar connection will be used. When towing, both vehicles will be completely stopped before they are
uncoupled and, if necessary, wheels will be blocked. No person will go between vehicles to uncouple them until it
is certain that both vehicles are fully stopped.

507. OPERATOR’S RESPONSIBILITIES

i. The operator of an administrative-use motor vehicle is responsible for the safe operation of the vehlcle
while it is assigned to him and for the safety of the passengers and cargo. Should passenger refuse to

comply with the safety instructions of the activity or the instructions of the vehicle operator, the operator
will proceed to the nearest telephone and immediately report the incident to the Base Motor Transport
Operations Director or Motor Transport Duty Officer, as appropriate, telephone 2803/3585, and request instructions.

2. The operator of an administrative-use motor vehicle is responsible for the safekeeping and maintenance of all
tools and accessories that are assigned to the vehicle.

3. No person will operate an administratlve-use motor vehicle unless he has a valid Standard Form 46, U. S.
Government Motor Vehicle Operator’s Identification Card, in his possession. An operator will not operate a
Government vehicle of a capacity greater than that authorized on his operator’s permit.

4. Personnel operating administrative-use motor vehicles who required to utilize the Motor Vehicle Utiliza-
tion Record, DD Form 1970, will complete the form in its entirety.

5. The operator of an administrative-use motor vehicle will ensure that the vehicle he is operating contains an

Operator’s Report of Motor Vehicle Accident, Standard Form 91.

6. Except for extreme emergencies, where no relief is available, the operators of administrative-use motor
vehicles will not be required nor permitted to perform driving duties for long periods (in excess of ten consecu-
tive hours). Except for short hauls, operators will not be required to perform driving duties after a fatiguing
day’s work..

7. An operator will not operate an administrative-use motor vehicle when his alertness is impaired by fatigue,
illness, drugs or while under the influence of alcohol, or when otherwise physically unfit.

8. Operators of administrative-use motor vehicles are required to perform driver’s maintenance, which is

defined for the purpose of this order as follows:

a. Check for presence, damage and pilferage of equipment.

b. Check for leaks and condition of belts and hoses.

c. Check oil, water, fuel and anti-freeze (winter months).

d. Check instrtunent panel to ensure that all instruments and lights are in good working order.

e. Check brakes, clutch, steering mechanism, light reflectors and drain air tanks.

f. Check tires for damage, wear and proper inflation.

g. Remove and replace defective, unserviceable or flat tires. Tires should be replaced whenever the tread
is less than 2/52" in order to salvage tires suitable for recapping. Check all wheel lugs for tightness.

h. Clean inside of vehicle daily. This includes the cab and bed of trucks and scooters.

i. Keep outside of vehicle clean. Wash vehicle at least weekly, weather permitting.

j. An operator is required to report any and all discrepancies he cannot correct in remarks section of
DD Form 1970 and to the appropriate supervisor from which the vehicle is dispatched.

k. Operators of administrative-use motor vehicles will remove the keys whenever the vehicle is unattended.

I. The operator of loaded truck equipped with dual wheels, that has been dispatched beyond the normal

operating radius from Camp Lejeune will stop at least once between point of origin and destination, and inspect
his vehicle load and check for flat tires.

508. BACKING ADMINISTRATIVE-USE MOTOR VEHICLES

I. No vehicle will be backed until the operator has ascertained that such maneuver can be made in safety.

2. No truck, seml-trailer, bus or cargo van, which has limited visibility to the rear will be backed until the

operator has ascertained that such a maneuver can be made in safety. When it is determined that the vehicle

cannot be backed in safety, the operator will not move his vehicle until he can obtain assistance.

509. IDLING OF VEHICLE ENGINE

I. When an admlnlstratlve-use motor vehicle is stationary, the engine will not be operated for a period of more

than one minute, except in cases of radlo-controlled vehicles, maintenance and emergency vehicles, as required.
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510. SAFE DRIVING DISTANCES AND DRIVING IN THE PROPER TRAFFIC LANE

1. The operator of an administrative-use motor vehicle will not follow another vehicle at a distance that is not
reasonable or prudent; and he will have appropriate regard for the relative speed of the vehicle, the amount of
traffic, weather conditions, and the condition of the highway, visibility, and the type of vehicle directly ahead.

2. The operator of an administrative-use motor vehicle will not follow another vehicle so closely that he cannot
stop safely and easily if the vehicle ahead should make an emergency stop. Allow at least one vehicle length
between your vehicle and the vehicle ahead for each I0 miles per hour of speed. Adjust speed and space accordingly.

3. Bus and tractor-trailer operators will never follow another vehicle, especially another bus or tractor-
trailer, closer than 10O feet in the same lane and on the open highway, with the exception of school buses
(para 312.13 applles}.

4. Operators of admlnistratlve-use motor vehlcles will always drive to the right and remain in the rlght-hand
lane except when making left turns on a dual highway or when passing a slower moving vehicle or parked vehicle.

511. STOPPING ON A GRADE

i. When parking on a grade, the operator of an administratlve-use motor vehicle wit1, in addition to setting the
hand brake, place the vehicle in low gear or put the gearshift selector in the "Park" position. In addition, if
he is parking downgrade, he will turn the front wheels sharply toward the curb. If he is parking upgrade, on the
rlght-hand side of the road, he will turn the front wheels to the left; if on the left-hand side of the road, he
will turn the front wheels to the right.

512. ROAD TESTING VEHICLES

i. A vehicle being road tested will have a road test sign clearly displayed on both front and rear of the vehicle
at a11 times,

513, ROUTES OF TRAVEL

1. The operator of an admlnlstrative-use motor vehlcle which has been dispatched to a destination will proceed
over the most direct route to the destination and will return by the most direct route, except that the following
roadways, because of their narrowness, will not be utilized by admlnistrative-use motor vehlcles.

Gum Branch Road from Highway #17 North to Richlands, N. C,
Piney Green Road from Highway #24 to Highway #17 North
Bear Creek/Queens Creek Road from Highway #172 to Highway #24
Cutoff between Highway #24 and Route 70 to Cherry Point (9-mile cutoff)

514. FUELING VEHICLES

I. Admlnlstratlve-use motor vehlcles wlll not be fueled i closed bullding,

2. Operators will turn off engine and lights whlle taking on fuel,

3. When refueling a vehlcle, smoking and/or the llghting of matches or llghters in prohibited within 25 feet of
the fueling point,

515. FIRE EXTINGUISHERS

L The following admlnlstratlve-use motor vehicles will be equipped with fire extinguishers: (a) buses and
other vehicles carrying 10 or more passengers; Cb) ambulances; (c) pellce and patrol vehicles; and (d) vehlcles
carrying munition, exploslves, compressed gas, fuels and other dangerous artlcles must be equipped with two
fire extinguishers Cl0 Ib) containing potassium bicarbonate type powder [Purple-K-Powder). All fire extinguishers
w111 be checked daily to ensure that the powder has not hardened and that the cartridges have not ruptured.

516. SAFETY BELTS

i. Operators and passengers occupying the front seat of Government vehlcles will wear safety belts. All other

passengers are strongly encouraged to do so,

517, NARCOTICS AMPHETAMINE AND OTHER DANGEROUS SUBSTANCES

I, No person shall operate, or be in physlcal control of a motor vehlcle if he possesses, is under the influence
of, or is using any of the followlng substances:

a, A narcotic drug or any derivative thereof.
b. An amphetamine or any formulatlon thereof Clncludlng but not llmlted to, "pep pllls" and ’Bennies").
c, Any other substance, to a degree which renders him Incapable of safely operating a motor vehlcle.
d. Paragraph of this section does not apply to the possession or the use of a substance administered to

a driver by or under the instructions of a physician who has advised the driver that the substance w111 not

affect his ablllty to operate a motor vehlcle,

518, INTOXICATING LIQUOR

i. No person shall:
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SECTION VI

VEHICLE OPERATORS’ PERMITS (STANDARD FORM 46)

601. EXAMINATION AND LICENSING OF ADMINISTRATIVE-USE MOTOR VEHICLE OPERATORS

i. Every operator, military and civilian, who drives administrative-use motor vehicle must be examined and
licensed in strict compliance with current editions of Marine Corps Orders 11240.46, 11240.66 and TM-I1240-15/3.
Each operator must have in his possession current authentic Government Motor Vehicle Operator’s Identification
Card, Standard Form 46, which will be annotated to indicate vehicles that the operator is authorized to operate.

2. The term "civilian employee" used herein includes civilians the active rolls of the Marine Corps Base,
Camp Lejeune, North Carolina.

3. The Base Motor Transport Officer is responsible for the motor vehicle licensing program for Marine Corps Base
and Marine Corps Air Station (H), activities. The Motor Transport Officer, Motor Transport School, Marine Corps
Service Support Schools, Camp Johnson, is responsible for examining and licensing of all students attending Motor
Transport School at Camp Johnson (Montford Point). The 2d Marine Division, FMF, 2d FSSG (Rein) FMF, and 2d Marine
Aircraft Wing units based at the Marine Corps Air Station (H), New River will examine and issue licenses to their
personnel who operate administrative-use motor vehicles in accordance with these instructions.

4. The Base Motor Transport Officer will issue, suspend and revoke Government Operator’s Permits and maintain
rent records of all operators’ permits for Marine Corps Base and Marine Corps Air Station (H) personnel, except
personnel assigned to Motor Transport School, Marine Corps Service Support Schools.

5. Operator’s permits will normally expire three years from date of issue and will be renewed in accordance with
current editions of Marine Corps Orders i1240.46, 11240.66 and TM-I1240-15/3. The expiration date of Government
Motor Vehicle Operator’s Identification Card for civilian personnel should be three years from the issue date
the day the applicant’s State license expires, whichever comes first.

6. Valid unexpired operators’ permits will be satisfactory evidence of qualifications to operate military
vehicles of the type indicated the permit. This permit cannot be used in lieu of driver’s license required
by state local laws for private vehicles.

7. Commanding Officers will that personnel applying for Government Motor Vehicle Operator’s Identification
Cards fully instructed in the operation of vehicle in which examinations to be conducted, that they have
read and understand the appropriate sections of current Base regulations pertaining to the operation of motor
vehicles, and that each civilian and civil service employee possesses valid operator’s license issued by the State
of North Carolina. All training must be completed prior to examination by the Licensing and Training Section, Base
Motor Transport, Motor Transport School Company Service Support Schools, Marine Corps Base, by the 2d Marine
Division, FMF, 2d FSSGLant, 2d Marine Aircraft Wing units based at Marine Corps Air Station (H), New River.
Personnel undergoing training in the operation of administrative-use motor vehicles will be accompanied by
qualified and Government licensed operator at all times. Vehicles utilized for driver training will display sign
"STUDENT DRIVER" the front and Commanding officers supervisors will ensure that applicant under the
age of 26, applying for driver’s license will have completed the defensive driving course.

8. A completed Standard Form 47 (Physical Fitness Inquiry for Motor Vehicle operators) is required of all appli-
cants for initial and renewal of Government Vehicle Operator’s permits. Detailed physical examinations
required for certain permit classifications. The medical examiner will certify the applicant’s fitness to operate
those classifications. Applicants whose medical history (SF-47) indicate anything other than poor vision
poor hearing should be referred for medical evaluation.

9. U. S. Government Motor Vehicle Operator’s Identification Card (SF-46) will be issued to qualified personnel.
All personnel required to operate only materials handling equipment will be examined and licensed in accordance
with instructions contained in NAVMC ii01, Storage and Materials Handling Manual. This permit will be stamped
"RESTRICTED" the face and will not be valid for the operation of any other type of motor vehicle equipment.

Submission of applications for Materials Handling Equipment Operator’s Identification Card will be in
accordance with paragraph 12 below.

b. Physical Fitness Requirements

(i) A physical examination will be given by medical examiner. Applicants for Materials Handling Equip-
ment Operator’s Permit must have 20/30 vision in each eye, with without correction. Persons with sight in

eye only operate industrial tractors (warehouse tractors) in open areas, not in warehouses.

(2) Physically handicapped applicants acceptable as operators where, in the opinion of the examiner,
they can perform the duties that required.

I0. Forwardinq of Examinations. Results of all examinations will be forwarded promptly to the commanding officers
of affected personnel and will be entered in the service record book of those concerned. In the case of civil
service employees, results of examinations will be forwarded to the Civilian Personnel Officer for inclu-
sion in the employee’s official record. Results of the examination of other civilian employees will be forwarded
to the officer-in-charge of the appropriate section.

ii. Failure to Qualify for Government Motor Vehicle Operator’s Identification Card (SF-46). The applicant may
return anytime within the next eight weeks for re-examination. Application for those individuals failing to
complete the licensing process will be destroyed after specified eight weeks period.
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12, Submission of Appllcants for Government Motor Vehicle Operator’s Identification Card (SF-46)

a. Commanding officers or supervisors will submit form NAVMC 10694 (4-7S), Appllcatlon for Government

Vehlcle Operator’s Permit, in duplicate. A11 blocks through 18 will be completed. A completed Standard

Form 47 (Physlcal Pitness Inquiry for Motor Vehlcle Operators) will accompany the NAVMC 10694 (4-75) (Appllcation

for Government Motor Vehlcle Operator’s Permit) and be forwarded to the Base Motor Transport Officer, B1dg #1502

or to the Motor Transport Officer, 2d Marine Division (Rein), FMF or 2d FSSG (Rein), PMLant, the Wing Licensin
Unit for 2d Marine Aircraft Wing units based at YEAS(H), New River, appropriate.

b. The Motor Transport Licensing Unit, Marine Corps Base, 2d Marine Division, FMF, or 2d FSSG (Rein), FMFLANT,

or 2d Marine Aircraft Wing units based at MCAS(N), New River, will screen the appllcations and evaluate them from

the standpoint of previous driving records in light of prior violatlons and asceraln if the individual is

qualified in all respects to operate an admlnistratlve-use motor vehlcle.

c. When submitting Form NAVC 10694 (4-75), (Applicatlon for overnment Vehicle Operator’s Permit), it is

requested that in block 17 (Remarks) the name of the person or office to be notified when the applicant is

scheduled for examination and the telephone number of such person or office be llsted.

13. Renewals and Schedulln of Examinations

a, Requests for personnel to be examined for renewal of Government Motor Vehicle Operator’s Identification

Card should be submitted so as to reach the Licensing Unit two weeks prior to the expiration date o the

old card. Requests for personnel to be examined for initial identification card or to operate additional vehi-

cles will be handled in the order in which received.

b. The schedullng of exaInatlons and notification of commanding officers after the requests for examinations

are received by the Licensing Unit require approximately one to two weeks as affected by the backlog of

personnel awaiting examinations, Because examinations for all personnel to be examined must begin simultaneously,

coanding officers and/or officers-in-charge of personnel to be examined are responsible for personnel

reporting promptly at times and dates designated,

c. Commanding officers will notify the Licensing Unit 24 hours prior to the time of exsInatlon of any per-

sonnel unable to be present for a scheduled examination in order that the Licensing Unit may arrange for others

to take the examination,

d. When personnel fail to report for examination as scheduled and the Licensing Unit has not been notified

as set forth above, a repor will be submitted to the commanding officer in the case of military personnel and

to the appropriate supervisor in the case of civilian personnel.

e. The Licensing Unit will reschedule examinations without the resubmission of an application (NAVMC 10694)

When requested by the commanding officer or appropriate supervisor within two weeks from the date first

scheduled for examination. If the applicant has not been rescheduled for an examination within this period, a

new application (NAVMC 10694) and Physical Fitness Inquiry for Motor Vehicle Operators ($F-47) must be submitted.

14. Duplicate Operator’s Identification Card, Requests for duplicate Operator’s Identification Card will be

submitted on form NAVMC 10694 (4-75), in duplicate, in accordance with paragraph 12 herein, accompanied by

Certificate signed by the appropriate official indicating that an entry has been made in the applicant’s official

record to the effect that he has been previously issued a Government Motor Vehicle Operator’s Identification

Card and effective dates thereof. In the absence of this certification by the appropriate official and/or an

entry in the official record of the applicant, a request for examination for initial issue of Standard Form 46

will be submitted,

IS. AvailabilltZ of Speclal Equipment

a. Organizations requesting personnel to be examined for operator’s identification card for emergency or

other speclallzed vehlcles will make such equipment available at the time and place of examination. Vehicles

will be returned to the operating unit iediately after examination is completed.

b, Whenever a backlog of operators awaiting examination exists in any Marine Corps Base activity, the head

of that activity will arrange directly with the Base Motor Transport Licensing Section, telephone 3244, for

additlonal examining time.

16. Licensln of Personnel of other Camp Leeune Commands. Personnel of the 2d Marine Division, FMF, 2d FSSG

(Rein,, FMFLANT, and 2d Marine Aircraf Wing will be examined under the motor vehicle llcenslng program promulgated

by the 2d Marine Division (Rein), FMF, 2d FSSG (Rein), PMFLANT, or 2d Marine Aircraft Wing.

17. Adverse Action Aalnst Militar Personnel and Civilian Employees. Adverse action (revocation of license,

suspension, reassignment or discharge) may be taken against military personnel and clvlllan employees in

accordance with current editions of Marine Corps Order 5100.19; FPM/CI 752 and Base Order P5560.2;

appropriate,

18. The department head will sight check each civilian employee’s state operator’s license and Government Motor

Vehicle Operator’s Identlflcatlon Card (SP-46) at least once each quarter to determine that such licenses are

current, valid and in his possession,

602. QUALIFICATIONS OR XPLOSIV$ MOTOR VICL OPERATORS

I, No person, milltary or clvillan shall be permitted to operate a Government vehicle transporting ammunition,

explosives or other dangerous artlcles unless he meets the requirements as set forth in NAVSEA OP 2239 (5 Rev),
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and has been designated "Explosives Driver." An operator quallfled to trsnsport dangerous cargos will have
in his possession doctor’s certificate and a U. S. Government Motor Vehlcle Operator’s Identification Card
(SF-46), on which is noted "Explosives Driver." This notation will be made and signed by the activity Motor
Transport Officer whenever requested by unit commander and after satisfying himself that the operator is so
qualified. Careful selection of mature, dependable personnel is essential.

603. RECORDING OF OPERATORS’ PERHITS ACCIDENTS AND/OR TRAFFIC VIOLATIONS

I. Upon completion of the licensing procedure, the licensing examiner will forward copy of Fom NAVMC 10694
(4-75) (Application for Government Vehicle Operator’s Permit, SF-46) to the commanding officer, (or the Civilian
Personnel Officer in case of civilian personnel) of personnel who have been issued operator’s permits in order
that appropriate entry may be made in the service record book of personnel concerned. One copy of NAVMC 10694
(4-75) and SF-47 will be retained by the licensing official.

2. The license examiner will record all traffic violations and accidents and action taken in the individual
driver history file.

604. RETURN OF SF-46 TO APPROPRIATE MOTOR TRANSPORT OFFICER

1. Military personnel upon separation from the service may retain their SF-46 provided the words ’ot Valid
Separated from the Service" are overstamped or otherwise legibly marked on the front and back of the form.
Civilian personnel will surrender SF-46 upon separation from the government service.

605. APPLICABILITY OF SECTION VI

1. The provisions of Section VI of this Order apply to all personnel, civilian and military, operating administra-
tive-use motor vehicles, or tactical vehicles used in lieu thereof, within the confines of Marine Corps Base,
Camp LeJeune, North Carolina, that are procured from either appropriated or non-appropriated funds (i.e., vehicles
obtained by non-appropriated funds are those procured for, but not limited to, Camp Cafeteria, Special Services,
Marine Corps Exchanges and Messes). These vehicles are required to have assigned a military registration number
and, in some cases, state license plates. Military personnel operating vehicles obtained from non-appropriated
funds, which are required to display state license plates, will be required to have in their possession a valid
state motor vehicle operator’s license in addition to the U. S. Government Motor Vehicle Operator’s Identification
Card (SF-46).

606. SPECIAL INSTRUCTIONS

I. The Motor Vehicle Operator’s Identification Card (SF-46) will not be laminated.

2. Whenever a Government employee (as defined in JAGINST 5800.7A, Section 2031a) is served with Federal or
State court civil or crimlnal process or pleadlngs (Includlng traffic tickets) arising from actions performed
in the course of his offlclal duties, he shall inmedlately dellver all process and pleadlngs served upon him to
his commanding officer. The commanding officer shall thereupon ascertain the facts surrounding the incident and
with the advice of a Navy or Marine Corps Judge Advocate, if one is reasonably available, take appropriate action
in accordance with JAGINST 5822.2 of 2 February 1962, Subj: Civil suits against milltary or civilian personnel
of the Department of the Navy resulting from the operation of motor vehicle while acting within the scope of
their office or employment, and legal representation in other court proceedings. The Government employee will be
advised concerning his right to remove civil or crlmlnal proceedings from State to Federal Court under
28 U.S.C. 1442 and 1442a, his rights under the Federal Driver’s Act (28 U.S.C. 2679B) and the contents of
JAGINST 5822.2.

607. AUTHORITY OF CObLaDING OFFICER/SUPERVISORS

I. U. S. Government Motor Vehicle Operator’s Identification Card issued to civilian employees ay be revoked or
suspended by the commanding officer/supervlsor for cause at any time. Commanding officers will revoke the U. S.
Government Motor Vehlcle Operator’s Identification Card of personnel who are convicted of the following offenses
whether on or off duty, and notice of such action will be filed in the operators service record book (military)
or personnel jacket (civilian):

a. Manslaughter or negllgent homicide.

b. Felony Involvlng a vehicle.

c. Hit and run accident.

d. Driving under the influence of an intoxicating liquor, narcotic, hallucinogenlc drug.

e. Habitual violator of traffic laws.

f. Conviction by a Civil Court for violatlon which results in revocation of civilian driver’s license.

g. Other offenses so warranted in the opinion of the commanding officer.

2. In addition, the U. S. Government Motor Vehicle Operator’s Identification Card will be revoked for known
transportation, possession or unlawful use of amphetamines, narcotic drugs, formulation of an amphetamine or
derivatives of narcotic drugs.
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SECTION VII

MAINTENANCE

701. GENERAL

i. Maintenance is the exercised and work performed to keep vehicles and equipment in safe, serviceable,

economical and efficient operating condition during their normal service life.

2. For the purpose of providing flexibility and accuracy in defining maintenance operations, the maintenance

missions and responsibilities grouped in three broad categories: organizational, intermediate and depot;

and further defined first, second, third, fourth and fifth echelons. First and second echelons are organiza-

tional maintenance; third and fourth echelons are intermediate maintenance; and fifth echelon is depot mainte-

702. RESPONSIBILITIES

i. The Base Motor Transport Officer is responsible for the first through fourth echelon maintenance all admin-

istrative-use motor transport equipment assigned to Marine Corps Base and MCAS(H), New River activities.

2. Whenever administrative-use motor vehicles assigned permanent basis while in garrison, the using

activities responsible for the first echelon maintenance (Drivers’ Maintenance).

3. The Base Motor Transport Officer will be responsible for obtaining maximum benefits provided by the

ties for administrative-use motor vehicle equipment.

4. All first echelon maintenance (drivers maintenance) will be performed prior to the vehicle being accepted

into the maintenance repair shop. See paragraph 507.8. Exceptions by authority of the Maintenance Director

on_n!.

703. REPAIRS AND MODIFICATIONS

i. Repairs and preventive maintenance services administrative-use mtor vehicles will be performed in accord-

with current edition of Marine Corps Order 11240.48 Base Motor Transport Standing Operating Procedures,

appropriate vehicle maintenance and technical manuals and TM4700-15/I.

2. The Maintenance Branch will schedule preventive maintenance of administrative-use motor vehicles carried

the property account of Base Motor Transport and will notify using activities when vehicles/equipment to

be delivered to the maintenance facility. Compliance will be accomplished without delay.

3. Under circumstances will using units perform repairs unless authorized, make modifications changes

to vehicles carried the property account of Base Motor Transport, Marine Corps Base. When modifications

required, vehicle will be delivered to Base Motor Transport, Bldg #1502.

4. A Limited Technical Inspection (Form NAVMC 10284) will be completed each vehicle prior to vehicle under-

going repairs. The purpose of this inspection is to determine the economic repairability of vehicles requiring

maintenance.

704. TIRES

I. Care and maintenance of pneumatic tires will be performed in accordance with current regulations. Particular

attention will be directed to the recovery of tires in time to permit recapping.

2. Vehicle Tire Rehabilitation. Tires all vehicles controlled by Base Motor Transport will be recovered in

the following All unserviceable tires (to include all tires with thread depth less than 2/32") will

be delivered to Bldg #1504, Base Motor Transport. Replacement tires will be provided exchange basis for

type tire at Bldg #1504 Monday through Friday between the hours of 0800 and 1630.

3. No buses will be operated with regrooved, recapped retreaded tires the front wheels, in compliance with

Section 393.75, Motor Carrier Safety Regulations, U. S. Department of Transportation, 1972.

705. WINTERIZATION OF MOTOR VEHICLES AND ALLIED MOTORIZED EQUIPMENT

1. Responsibility. The Base Motor Transport Officer is responsible for the winterization of all administrative-

motor vehicles in the Table of Equipment for Marine Corps Base, Camp Lejeune, N. C.

Prior to the advent of cold weather and later than 15 October of each year, activities utilizing

administrative-use motor vehicles carried the property account of Base Motor Transport will have these

vehicles returned to Base Motor Transport to be prepared for operation under freezing weather conditions

expected in the Camp Lejeune Arrangement to have these vehicles winterized will be made with the Base

Motor Transport Maintenance Branch, Bldg #1502, telephone 5375.

b. All equipment will be winterized by 15 October of each year to withstand temperatures low +i0 F.

Each vehicle will have tag attached to the radiator filler cap indicating the date winterized and the

temperature the solution will withstand before freezing.
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c. During the period of possible freezing temperatures in the Camp Lejeune area (15 October to 15 March),
anti-freeze solutions will be checked weakly by using units to ensure proper protection to /10 degrees F.

d. Whenever vehicles are dispatched away from the Cap LeJeune area where temperatures below /10 degrees F
are expected to be encountered, anti-freeze solution to withstand the lowest expected temperatures will be
installed in the cooling system of the vehicle prior to departing from Camp Lejeune.

706. REPAIR OF PRIVATELY OWNED VEHICLES AND PROPERTY

1. Privately owned vehicles, parts or accessories will not be serviced, repaired manufactured in any motor

transport facility of Marine Corps Base. Government owned tools, equipment, parts Or supplies will not be
used to service or repair privately owned property. Privately owned vehicles will not be garaged, parked or

stored in any motor transport facility. This paragraph does not apply to authorized hobby shops.

707. DEADLINE VEHICLES

i. All vehicles which are inoperative or have been removed from service for any cause will have attached to the

inside of the vehicle windshield a sign with three-inch lettering, "DEADLINE" or "STORAGE", whichever is

applicable.

2. Regularly scheduled organizational maintenance services will be performed on all vehicles which are inopera-
tive except vehicles awaiting repairs at Base Motor Transport.

708. MAINTENANCE RECORDS AND REPORTS

I. Base Motor Transport will maintain Motor Vehicle Record Folders, NAVMC 696-SP (Rev 7-54), and preventive
maintenance and repair records and forms in accordance with current edition of Marine Corps Order I2@0.48.
Maintenance Branch will schedule maintenance of administrative-use motor vehicles as carried on the property
account of Base Motor Transport, Marine Corps Base, and will notify the using activities whenever vehicles
to be returned to Base Motor Transport shops. Such return will be accomplished without delay.

709. ADMINISTRATIVE-USE MOTOR VEHICLE MISUSE OR ABUSE

I. Evidence of vehicle misuse or abuse which is not the result of reasonable or expected wear and tear, defec-

tive workmanship or failure to perform preventive maintenance will be investigated by the Unit Motor Transport
Officer and a written report of such findings will be submitted to the colander of the using activity for a

reply of the appropriate action taken. This report will then be forwarded to the Base Motor Transport Officer.

2. The most common causes of vehicle misuse or abuse are:

a. Excessive speed
b. Use in unauthorized areas
c. Improper use of controls
d. Racing or overloading engine prior to the engine having reached the normal operating temperature
e. Loading beyond rated capacity and improper placement of load
f. Lack of lubricatlon or use of improper lubrlcants
g. Failure to perform scheduled preventive maintenance inspections
h. Deferring maintenance
i. Inadequate driver training
j. Continued operation of a malfunctioning vehicle, which may result in serious damage

710. MAINTENANCE PERFORMED BY TH OPERATOR

I. The vehicle operator is the most important single factor in preventive maintenance. Driver maintenance will

be performed by operators and/or users of all Marine Corps Base administratlve-use motor vehicles and tactical

vehicles used in lleu thereof. Driver% maintenance is defined as the maintenance performed by the user or opera-
tor of the equipment in providinE the proper care, use, operation, cleanlng, preservation and such adjustments,
minor repairs, testing and parts replacement as may be prescribed in current edition of Marine Corps Order 11240A8

and pertinent technical publications.

2. Drivers maintenance required to be performed by operators or users of admlnlstrative-use motor vehicles

carried on the property account of Base Motor Transport is as outlined in paragraph 507 of this order.

3. Whenever a vehicle is inspected by a Base Motor Transport inspector and it is found that the vehicle is not

being properly maintained, it will be reported in writing to the comanding officer or the officer-in-charge
of the activity assigned the vehicle. If it is found that a vehicle is not in safe operating condition or that

discrepancies have not been reported or noted by the using activity or that further operation of a vehicle will

cause additional damage, the vehlcle will be deadllned and retained by Base Motor Transport untll corrective

action has been taken by the commnder of the using activity and the Base Motor Transport Officer.

711. SAFETY PRECAUTIONS

i. The following safety precautions will be observed for shop operations:

a. Garages, shops and other enclosures used for vehicle maintenance and repair will be well ventilated as a

precaution against exhaust gases from engines and space heaters. Doors, windows or exhaust systems in garages,

shops and other enclosures will be opened to remove exhaust gases.
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b. Fuel-carrying vehicles will be pemitted only in specifically designated shops, and tanks of such vehi-
cles must be purged. Fuel-carrying vehicles will have certification by the Fire Marshal that tanks are safe
to put in the shop.

Garages, shops and parking areas will be thoroughly policed daily. Hazards which could result in
personal injury or property damage will be eliminated.
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SECTION VIII

ADMINISTRATION OPERATION AND MAINTENANCE
OF MATERIALS HANDLING E(UIPNT

801. ADMINISTRATION

i. The Base Motor Transport Officer is assigned the responsibility for the administration, operation and main-
tenance of all administrative-use materials handling equipment carried on the property account of Base Motor
Transport, Marine Corps Base. This responsibility includes the right to inspect materials handling equipment
at the using activity.

2. The Base Motor Transport Officer will continually review the quantities and types of materials handling equip-
ment required to provide essential support for Marine Corps Base activities, units of d Marine Division (Rein),
MF, 2d FSSG (Rein), FMF, MCAS(H), New River, and all 2d MAW units based at MCAS(H), New River.

802. MARKING AND PAINTING OF MATERIALS HANDLING EUIPMENT AND RELATED ACCESSORIES AND MODIFICATIONS

1. Marking and painting of materials handling equipment will be in accordance with color chip contained in
Federal Standard 595 and in accordance with instructions set forth in Marine Corps Order 11240.47

2. Materials handling equipment will be identified on each side using approximately 11/2" USMC letters followed
by numerical registration number on the same line. Identification for the rear of the vehicle shall be the
same as on the sides and so located as to be visible from the rear.

3. Safety markings will be affixed as outlined in U. S. Navy Department Pamphlet "The Application of Color to
Naval Shore Establishments" (Rev. 1953). In addition, materials handling equipment will have the load capacity
and the gross weight of the vehicle stenciled at a place on the vehicle that is visible at all times to the
operator. These capacities will not be exceeded at any time.

4. No other symbols, markings, accessories, or modifications are authorized nor will they be used in the
operation of or identification of materials handling equipment assigned to Marine Corps Base unless authorized
by the Motor Transport Officer, Marine Corps Base, Camp Lejeune, North Carolina.

803. INSPECTION OF MATERIALS HANDLING EQUIPMENT

I. After obtaining clearance from the Commnder of the using activity, the Base Motor Transport Officer will
cause the inspection of Marine Corps Base materials handling equipment while in operation at the using activity.
Equipment will be stopped and inspected to determine the mechanical condition of the equipment and to check
the operator’s license and copllance with current operating and preventive maintenance instructions.

2. An inspection form noting all discrepancies found will be completed for each vehicle inspected. One copy of
this form will be given to the operator to return to his supervisor, and one copy will be forwarded by the
Base Motor Transport Officer to the commanding officer or officer-in-charge of the activity utilizing such
materials handling equipment.

3. Corrective action will be initiated by the using activity and a notation will be made on the inspection form
indicating the action taken to correct noted discrepancies. All forms will be returned within ten days
after receipt to the Base Motor Transport Officer.

804. FUNDING PSPONSIBILITIES

i. The Base Motor Transport Officer is responsible for funding for maintenance and operation of all administra-
tive-use materials handling equipment carried on the property account of Marine Corps Base, Camp Lejeune, North
Carolina, less those assigned to FMF units for in-garrison support. Such equipment will not be removed from
the confines of Marine Corps Base, Camp Lejeune, North Carolina and Marine Corps Air Station (H), New River with-

out the approval of the Commanding General, Marine Corps Base.

805. RECORDS AND REPORTS

I. A trip ticket, DD 1970 (Motor Vehicle Utilization Record) will be used for the dispatching and recording of
operational data on individual materials handling equipment and will be filled out daily in accordance with
current instructions. Completed forms will be retained by using organizations for a period of thirty (30) days,
at which time they will be destroyed.

2. A record of all materials handling equipment dispatched will be maintained on NAVMC 10031-SD (Daily Dispatch-
ing Record of Motor Vehicles) and retained for one year.

3. Automatic data processing vehicle utilization data reporting sheets will be completed and submitted to
arrive at Base Motor Transport by the third working day after each reporting period ends. Reports are required
at the end of each month. The utilization data reporting sheets are available through Base Motor Transport.

4. All users of vehicles on sub-custody from Marine Corps Base not under the immediate operational control of
the Base Motor Transport Officer will maintain the above forms in accordance with current Marine Corps Directives.
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806. MATERIALS HANDLING EQUIPMENT OPERATING REGULATIONS

I. The operators of administrative-use motor vehicles, including materials handling equipment, will comply with

all traffic regulations set forth in current regulations.

2. Speed limits for administrative-use materials handling equipment are established as follows:

Forklift trucks 7 MPH
Tractor-tra1er trains 7 MPH
Tractor w/transporter 25 MPH

3. Forklifts and tractor-trailer trains will slow down at all cross aisles and other passageways. When entering
or leaving warehouses, etc.,--The-parator will come to a complete stop at entrance, sound horn, and proceed
only when the way is clear. These vehicles will be operated in a safe and prudent manner at all times.

4. Forklift trucks, straddle trucks, or industrial tractors will be operated only by duly authorized operators
who are specifically licensed for each particular type of vehicle.

S. Materials handling equipment will never be used for personal transportation. No workman other than the opera-
tor will ride on any industrial materials handling equipment unless a permanent seat is provided.

6. The operator is responsible for all cargo being moved by his machine. He will inspect and secure all ques-
tionable loads and refuse to transport unsafe or unlawful loads unless ordered in writing to do otherwise by
a commissioned officer or civilian supervisor.

7. No forkllft truck or other materials handling equipment will be equipped with a steering knob or extension

to gear-shlfting levers.

8. Ali materials handling equipment will be free of cabs, windshields, enclosures, canopies, and any other

device which may constitute a safety hazard by obstructing vision. When equipment has an overhead safety guard,
it will be free of any materlal that may obstruct vision. Specific exceptions in the interest of safety may
be made only by the Motor Transport Officer, Marine Corps Base, Camp Lejeunej North Carolina.

9. Operators will not attempt to fix or adjust any mechanical part of any materials handling equipment. Opera-
tors will only perform drivers maintenance.

10. Operators will never leave materials handling equipment unattended while the motor is running.

ii. Operators of materials handling equipment will always face in the direction of travel. All loads will be

carried in such a manner that the operator’s vision is unobstructed in direction of travel.

12. Forklift trucks transporting cargo up ramps or other grades will be operated with the load upgrade; carrying

cargo downgrade will be done by backing downgrade with load upgrade. All loads being transported will be

carried with channel tipped back.

15. Whenever forklifts are not in operation, the forks will be lowered and rested flat on the floor.

14. Forklifts will never be used for pushing and towing other vehicles.

807. OPERATIONS

1. Poolin of Materials Handlin Equipment. Coaanding officers or officers-in-chage of activities having

adminlstratlve-use materlals handllng equipment on a permanent or seml-permanent assignment will ensure the

most efficient dispatching and economical utilization of such equipment.

2. Equipment Control. All materials handling equipment assigned to Marine Corps Base activities, MCAS(H), New

River and on custody to units of the 2d Marine Division (Rein), FMF, 2d FSSG (Rein), FMF, MAG-26 and MAG-29 will

be made available upon request to the Base Motor Transport Officer or his designated representative, when

required to accomplish an assigned mission.

808. REQUESTS FOR MATERIALS HANDLING EqUIPmENT

1. Requests for permanent assignment of materials handling equipment will be submitted to the Base Motor Trans-

port Officer with complete justification for each assignment.

2. Requests for temporary assignment of not more than 24 hours ay be submitted to the Materials
Handling Equipment Operations Section, Bldg #1502, telephone 5167, at the earliest time this information is

available. Such requests will include the following:

a. Amount and type of cargo to be moved
b. Time and date equipment required
c. To whom equipment is to be delivered
d. Approximate time equipment will be required

809. REQUESTS FOR SERVICE AND REPAIR OF MATERIALS HANDLING EqUIPMeNT

I. All materials handling equipment requiring repairs will be reported to or delivered to Base Motor Transport
Materials Handling Equipment Operations and Repair Section, Bldg 1502, telephone 5167.

8-2
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2. Materials handling equipment servicemen from Bldg #1502, telephone 5167, are available and will service all
materials handling equipment at using activity. Servicemen will do the following type maintenance work: engine
tune-ups; lubrication; change oil filter and clean air breathers; replace fan belts; adjust clutch, brakes and
steering mechanism; service batteries; replace starter and generators; replace horns, llghts, etc.

8-3
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UNITED STATES MARINE CORPS
MARINE CORPS BASE

CAMP LlrlEUNE, NORTH CAROLINA 28542
BBul 12771
CPO/JFS/sh
29 JUNl(J81

BASE BULLETIN 12771

From: Commanding General
To: Distribution List

SubJ: Department of the Navy Grievance Procedure

Ref: (a) CPI 771 of 4 August 1980 (NOTAL)

I. Puose. To provide interim procedures and guidance for handling grievances of Civil Service
employees under the Department of the Navy (DON) administrative grievance system in accordance
with the reference which implements significant changes in previous procedures.

2. Cancellation. BO 12770.1F and Section V, Article 501.23 of B0 PI755.2L.

3. Polic

a. Pending the issuance of a new Base Order that delineates the new procedures and require-
ments of the reference, non-bargaining unit employees, supervisors and managers are to contact
the Employee Relations Superintendent in the Civilian Personnel Office, extension 1458 or 1579
for an explanation of procedures to be followed when a grievable matter is to be submitted under
the administrative procedure.

b. Pending issuance of a Base Order, the following officials are delegated the authority to
act as or to delegate others as appropriate to act as Deciding Official:

(I) Marine Corps Base: Chief of Staff

(2) Marine Corps Air Station (Helicopter), New River: Executive Officer

(3) Naval Regional Medical Center: Director of Administrative Services

(4) Naval Regional Dental Center: Director of Administrative Services

4. Employee Coverage. Civil Service employees, including part-time, probationary, temporary,
intermittent and excepted service employees (which includes teachers and other professional
employees of the Dependents’ School System), may submit a request for personal relief in a matter
of concern or dissatisfaction relating to the employment of the employee(s) which is subject to
the control of the head of the activity. This procedure also applies to letters of reprimand, and
suspensions of 14 calendar days or less. Employees, however, covered by the Negotiated Agreement
with AFGE, Local 2065, may not present a grievance under this procedure. Unit employees must use
the grievance procedure provided in the current Negotiated Agreement.

5. Action. Organizational Commanders, Heads of Staff Sections, Department Heads, and Chiefs of
Servll ensure all supervisors are thoroughly familiar with the contents of this directive
and that the directive is made available to the employees upon request.

6. Concurrence. Having received the concurrences of the Commanding Officers of Marine Corps Air
Station (Helicopter), New River; Naval Regional Medical Center and Naval Regional Dental Center,
this Bulletin is applicable to those Commands.

7. Self-cancellation. 15 October 1981.

J. R. FTII)i:J.L

Chief cl

DISTRIBUTION: C less Category IIl
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BASE ORDER 12790.2E

From: Commanding General
To: Distribution List

UNITED STATES MARINE CORPS
Marine Corps Base

Camp LeJeune, North Carolina 28542

BO 12790.2E
CPO/RAW/mkt

Z SEP 1980

SubJ: MCB Camp Lejeune Employees’ Recreation and Welfare Association

Ref: (a) CMMI 790
(b) NAVSO P-3519
(c) NAVSO P-3520

i. Purpose. To publish policies and procedures for administration of subject
nonappropriated fund acivlty.

2. Cancellation. BO 12790.2D.

3. Backhround. The MCB Camp Lejeune Employees’ Recreation and Welfare Associa-
tion was established l0 December 1958. The purpose of the Association is to
provide approved morale, welfare or recreation programs, or employee servic@s
for civilian employees within the confines of the Camp Lejeune and Air Station
complex. The following Association-sponsored activities are authorized:

a. Athletic and sporting events, such as baseball, softball, and bowling,
including partlclpaton in industrial and local leagues.

b. Group activities such as camera, hiking, and stamp clubs, musical groups,
and similar activities.

c. Social events including picnics, dances, and participation in community
or complex-wlde events.

d. Engaging in or contributing to such other recreational and welfare
activities as may be approved by the Commanding General, Marine Corps Base.

4. Policy. The Association shall conform to policies and procedures established
by the Navy Department as outlined in reference (a). The Association will not
engage in any activities which are discriminatory against any person because of
race, religion, color, sex, national origin, age or physical or mental handicap.
Activities sponsored will be directly concerned with the employees or their
ilmediate families Programs will be planned so as to permit reasonable ana
equitable opportunity for all employees to participate.

5. Membership

a. All civil service personnel, nonappropriated fund civilian employees
within the confines of the Camp LeJeune and Air Station complex, and uniformed
Eed Cross personnel employed within the complex in a full-tlme with pay status
are considered within the membership of the Association and are eligible for
participation in all Association-sponsored activities.

b. Membership of new employees shall commence on the beginning date of
employment. Termination of membership shall be upon separation from employment.
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6. Operating Principles

a. Employees will not.participate in Association activities during the of-ficial workday. Operations of the Board of Governors or committees in connectionwith planning, supervising, controlling, inspecting or auditing, and related
functions, however, are authorized during working hours and time will be allowedfor this purpose.

b. There will be no dues or involuntary assessments.

c. Income will be derived from voluntary contributions, recreational events,social activities, grants from the Marine Corps Exchange, and other approvedfunctions. Operations and fund raising projects are restricted to Association
membership.

Officers and Governors

a. The association will be governed by a 10-member Board of Governors
appointed to represent the following organizational units or groups of unitsand a Treasurer. Organizational units and groups of units and permissible
representation are as follows:

Permissible
Group Representation

Base Maintenance Department 2 Governors

Supply Services

Naval Regional Medical Center

2 Governors

1 Governor

Marine Corps Air Station (H) 1 Governor

Nonappropriated Fund Activities 1 Governor

All Othel, Activities 2 Governors

b. Members of the Board of Governors will be appointed by the Com,andingGeneral based on nominations made by commanding officers/heads of the unitsand staff sections listed above; the Assistant Chief of Staff, PersonnelServices will nominate governors for nonappropriated fund activities; and theCivilian Personnel Officer will nominate governors for all other activities.The term of office for governors shall be two years. Changes in governors willbe made during the month of March each year and new appointments will beeffective as of 1 April.

c. Interim vacancies on the Board of Governors will be filled in themanner prescribed above except that appointments will be limited to the unexpiredterm of the person who created the vacancy.

d. An appointment to the Board of Governors is an assignment to temporaryadditional duty; however, a governor may voluntarily resign at any time, or berequired to resign by the unit head when such service interferes with regularduties. Improper performance of duty as a governor is subject to the samedisciplinary measures as improper performance of regular duties.

e. The officers of the Association shall consist of a Chairman, Vice
Chairman, and Secretary, elected by the Board of Governors from their number.The term of office for officers shall be one year. New officers will be electedeach year during the period 1 through 30 April. The Treasurer will be appointedby the Commanding General and will serve under a permanent appointment untilrelieved.
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f. The Association will make no gift, dnation contribution, transfer or
distribution of assets to any individual, fupd, organization, agency, or project
other than for services received, except as pecifically authorized; and no
official or employee may accept any gift, privilege, or other favor from others
dealing with the Association.

8. Administration

a. The Board of Governors shall meet upon special call of the Chairman but
no less than once each quarter. The Chairman shall preside over all meetings
of the Board of Governors. During absence of the Chairman, the Vice Chairman
shall assume the duties and responsibilities of Chairman. The Secretary or
Treasurer may also, if required, assume the duties and responsibilities of
Chairman during the absence of both the Chairman and Vice Chairman.

b. The Chairman shall be responsible for ehsuring compliance with this
Order, Civilian Personnel Instructions, and other orders as may be promulgated
by the Commanding General. A majority of the members of the Board of Governors
shall constitute a quorum for the purpose of conducting the business of the
Board. Membership of special committees or other posit.ions appointed by the
Chairman will be limited to the Board of Governors.

c. The cretry shal be respQnsible for the following:

(1) Recording the minutes of all meetings. Minutes will be prepared in
letter form from the Chairman, Board of Governors to the Commanding General
(Attn: Civilian Personnel Officer); the original and five copies will be sub-
mitted. The original, with the Commanding General’s endorsement, will be re-
turned to the Chairman. A copy of the endorsement, with a copy of the basic
correspondence, will be provided the Assistant Chief of Staff, Personnel
Services; the Marine Corps Exchange Officer; and the Area Auditor.

(2) Conducting the official correspondence of the Association.

(3) Issuing notices of meetings, elections, and Association activities.

d. The Tre@surer shall be responsible for the following:

(I) Receiving all income and conducting such depository and withdrawal
transactions as are required.

(2) Accounting for all equipment and funds in accordance with
references (b) and (c).

(3) Making financial records available for the Area Auditor’s
Quarterly Progressive Audit of the Association.

(4) Preparing annually a financial statement to be made available to
all employees through publication in the Civilian Guidepost.

(5) Training and direction of pers6ns employed by the Association.

(6) At the expiration of his/her term, delivering to the successor in
office all monies, books, and papers in his/her possession which have any
connection with the business of the Association.

e. The Board of Governors shall be responsible for:

(1) Evaluating the needs and desires of employees for authorized
activities.
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(2) Estimating cost of, and recommending to the Commanding General, such
activities as are considered necesssm for maintaining an adequate recreation
and welfare prepare.

(3) Arranging for and managing all approved events and activities.

(4) Submitting the annual budget for approval; reviewing subsequent
expenditures made against the approved budget, ensuring that expenditures are
kept within the amount previously authorized for each activity, and ensuring
that all invoices or statements of expenditures are promptly processed for
payment.

(5) Recording in Association minutes the number of emplyees that
participated in each event, the Board’s evaluation of the effectiveness of the
event, and any other information of value for future planning.

(6) Recommending to the Commanding General changes in policies and
procedures considered necessary or desirable for improved program operations.

(7) The submission of requests for authority to conduct fund raising
projects among the membership to the Commanding General-(Attn: Civilian
Personnel Officer) prior to conducting any such projects; and to make such
reports on the results of the projects as may be required.

f. The cash assets of the Association shall be limited to $6,000.

g. The Treasurer shall be bonded for $6,000 and the Civilian Personnel
Officer shall be kept currently advised of the type and expiration date of such
bond. The cost of the bond will be paid from Association funds. Only the
Treasurer is authorized to sign checks.

h. All disbursements of funds shall be authorized in the minutes of the
Association.

i. The Civilian Personnel Officer shall be kept currently advised of all
elected officials of the Association and shall be furnished a copy of each
financial statement, report of audit board, report of inventory board, and a
copy of the minutes of each meeting held by the Board of Governors. The
Civilian Personnel Officer or his representative shall attend all meetings of
the Board in an advisory capacity.

J. All funds of the Association shall be deposited to "MCB, Camp LeJeune
Employees’ Recreation and Welfare Association" in the First Citizens Bank and
Trust Company, Marine Corps Base, Camp LeJeune, North Carolina.

k. Accounts of the Association shall be audited quarterly by the Area
Auditor. The Area Auditor will be provided copies of minutes of all meetings
of the Board, financial statements, and inventories.

9. Dissemination of Information

a. Programs, brochures, circulars, or oher literature pertaining to
Association activities will not be distributed without prior approval of the
format thereof. Requests for distribution beyond the confines of the Camp
LeJeune complex must be approved by the Commanding General. Requests for
distribution within the confines of the complex may be approved by the Civilian
Personnel Officer.

b. Paid advertisements will not be accepted or solicited from any source
for inclusion in a program, brochure, circular, or other literature pertaining
to Association activities without prior approval of the Commanding General.
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c. No statement will be made to any person holding public office that the
Association supports or does not support any person, proposed project, or
activity.

d. Requests and questions co** ulssemlnatlon of information as
described above will be routed to or via the Civilian Personnel Officer.

i0. Concurrence. Having received the conaurrence of the Commanding Officer,
Marine Corps Air Station (Helicopter), New River; Commanding Officer Naval
Regional Medical Center; and Commanding Officer, Naval Regional Dental Center,
Camp LeJeune, this Order is applicable to those Commands.

iI Chanse Notation. Significant changes contained in this revision are denoted
by asterisks (J) in the outer left margin.

J. R. FRIDELL
Chief of Staff

DISTRIBUTION: C
plus 50 to CivPersO
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BASE ORDER 12713.4B

From: Conunandng General.
To. Distribution List

Subj: Upward Mobility for Civll Service Employees

Ref:

Eric1:

(a) P.L. 92-261 (EEOAot of 1972) (NOTAL)
(b) C4I 713 (NOTAL)
(c) CPL 410-5 (NOTAL)
(d) CPI 335 (NOTAL}
(e) CPL 335-7 (NOTAL}

(i) Upward Mobility Plan for Trainee Positions

1, Purpose. To set forth the policies and procedures for carrying out the
Upward Mobility Program for civil service muployees in accordance with the
provisions of references (a) through

2. Cancellation. BO 12713.4A.

3. Background. Since the passage of the Eal Employment Opportunity Act of
1972 (reference (a)), agencies are reqLred to include in their affirmative
action plans provisions for the establishment of training and education programs
designed to provide maximum opportunity fo employees to advance to their highest
potential. The formalized method used to achieve this requirement is labeled the
"Upward Mobility Program." Reference (h) requires that all activities employing
100 or more U.S. Citizen civilian employees use the Office of Personnel Manage-
ment (OPM) approved Department of the Navy (DON) wide training agreement; the

most recent of which was issued by reference (c), as a primary tool in implement-
ing this program. Merit promotion procedures establlshed by reference (d)

require conslderationof all quallfled applicants In the area of consideration.
Many agencies, includingthe DON, have found-that there are large numbers of

appllcants who meet the minlmn OPM qualification requirements prescribed in OPM

Handbook X-118 and X-IlSC for target upward mobillty positions, making it

difficult for employees who lak the related .experience to be competitive for
thse opportunities. Reference (e} provides the means to assure that employees
who have potential but lack qualifying experlencewi11 have the opportunity
to compete successfully for positions filled through use of the DON-wlde
training agreement. It. authorizes and requires headquarters offices and field

activities to restrict competition, in filling a substantial portion of their

upward mobility positions, to employees who do not meet minimum qualification
requirements for target positions.. Rowever, adequate advancement opportunities
musu be made available to other employees in dead-e.d positions who do meet the

qualifications for higher level positions.

4. Definitions

a. Upward Mobility. Upward Mobility refers to those actions taken by

management to fill positions using either regular O.RM quallfication requirements
for entry and advancement or by using the DON-wide raining agreement which.
permits selection based on assessment of potentlal (rather than the regular
qualification requirements) and accelerated credit or meeting OPM qualification
requirements for placement in the target position.
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b. Upward Mobility Positions.
the following criteria:

An upward mobility position is one meeting

(i) competition is limited to DON employees

(2) a formal training plan is established

(3) the incumbent will be placed in a target position upon successful
completion of the training.

Apprentice positions, helper to intermediate or journeyman trainees, career
program positions and career ladder positions created by restructuring are
examples of positions that qualify as upward mobilty positions when the three
above criteria are met.

c. Potential. Potential is the ability (including desire) to acquire and
use skills and knowledges to successfully perform higher level work.

d. Trainee Position. A trainee position consists of the duties which an
employee will perform while training for a target position.

e. Tar@et Position. A target position consists of the duties which an

employee selected for an upward mobility assignment will be trained to perform.

f. Bride Position. A bridge position is one established to "bridge" the
gap between, a lower level position and the first rung of an established career
ladder or to bridge the gap between a career ladder with lesser career growth
to one with greater growth potential.

g. Job Restructurin@. As used in this Order, job restructuring is the
technique of rearranging the way the work of an organizational segment is
performed by arranging tasks into jobs which will provide a progression of
training and experience of lower level employees to develop and advance within
and across occupational lines.

5. Objectives. The objectives of the Upward Mobility Program are:

a. To prepare the trainee to function effectively in the immediate target
position.

b. To provide employees with opportunities to grow, to enhance their
qualifications, and to progress in career ladder positions.

c. To provide upward mobility and/or lateral reassignment for employees
whose current assignments do not provide for future advancement.

d. To provide a broader base for selection of personnel for the technical,
administrative, professional, and craft/trade positions, and thus diversify the
employee population.

e. To obtain more effective utilization of the potential of employees.

f. To motivate employees and create a climate conducive to high morale.

g. Provide an internal source of candidates for positions identified under
the Federal Equal Opportunity Recruitment Program (FEORP).

6. Responsibilities. Upward mobility involves all levels of management and
supervision.

2



BO 12713.4B

a. Managers/Supervisors. All levels of management and supervisors are
respnslble or identifying situations whichlend themselves to the development
of trainee and target positions as discussed herein and for counseling, guiding,
and evaluating individual trainees under the Upward Mobility Program.

b. Deputy’Equal Employment Opportunity Officer. The Deputy EEO Officer is
responsible for revlewlng.requests to fill positions (SF-52) and calling
attention to line managers positions in occupations and grades in which under
representation of minorities and women exist. The" Deputy EEO Officer
will submit a report on upward mobility activity in the format prescribed in
reference (e) to the Commandant of the Marine Corps. (MPC-30)/Bureau of Medicine
and Surqerv no later than 15 October of each year.

c. Civilian Personnel Officer. The Civilian Personnel Officer is respons-
ible for providing assistance by analyzing data which is essential for Job
restructuring, developing Job requirements, developing elements of career ladder
evaluating employee potential, developing selection criteria, identifying
appropriate training sources, and assisting in developing useful training
experience, both formal and on the Job.

d. Employees. Employees are responsible for making known their interest
in advancement and for applying for positions in career fields of specific
interest under the Upward Mobility Vacancy AnnOuncements.

e. Upward Mobility Coordinator. The Employment Superintendent, Civilian
Personnel Office, is hereby designated as Upward Mobility Coordinator. He will
provide advice and assistance to managers .and supervisors regarding program
operations, procedures and methods of identifying positions to be filled via
the Upward Mobility Program; coordinate the efforts and activities of the
Civilian Personnel Staff in the restructuring, design, and designation of
positions determined to be appropriate for upward mobility; coordinate the
development of Individual Training Plans for each program participant in
accordance with the outline presented in paragraph V, enclosure (i) and under
the authority provided in reference (c). Contact with the Upward Mobility
Coordinator can be made through the Civilian Personnel Office, extension 2763.

7. Trainin5 Plan. Enclosure (i) outlines the training plan approved for use
in pursuing upward mobility objectives. Assignments under the plan must not
convey an impression of rapid or guaranteed advancement.

8. Action. Organizational Commanders, Heads of Staff Sections, Department
Heads and Chiefs of Services will:

a. Identify, (in coordination with the Upward Mobility Coordinator)
positions in the organizational structure that are. appropriate for upward
mobility recruitment and provide a list of such positions to the DeDuty EEO
Officer with a copyto the Upward Mobility Coordinator and Position Management
Officer no later than 1 September of each year.’

b. Inform employees of the Upward Mobility "Program and counsel those
employees who express an interest in career development.

c. Use the Training Plan set forth in enclosure (i) fn conjunction with
the upward mobility positions identified in meeting their staffing, training,
and career development needs.

9. Change Notation. Significant changes in this revision are denoted by
asterisks () in the outer left margin.
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i0. Applicability. Having received the concurrence of the Commanding Officers
of Marine Corps Air Station (H), New River; Naval Regional Medical Center and
Naval Regional Dental Center, this Order is applicable to those commands.

DISTRIBUTION: C less Category III
S. R. FPDELL
Chief of Staff
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UPWARD MOBILITY PLAN FOR TRAINEE POSITIONS

I. Position Covera@e
A. Trainee Positions. This plan provides for upward mobility of employees

to predetermined target positions by means of trainee or entry level positions.
The trainees will be selected from on board employees in grades GS-I through
GS-9 or WG-I through WG-9, or equivalent, who demonstrate potential for
development in a technical, administrative, professional, or craft/trade career.

B. Target Positions. Target positions will be established at grades
GS-4 through GS-9/WG-’ through WG-9 or equivalent in occupations which have
been identified at the activity level as being under-represented under the
FEORP. Target positions are restricted to non-supervisory positions. Target
positions may be at the same grade level as the trainees’ position or at the
next higher grade level in the occupational series for which training is being
given. Trainees who enter a series where positions are properly classified at
two grade intervals will be eligible for such promotion upon successful
completion of the training program. Only one promotion is permitted to reach
the target position if it is above the GS-5 level, WG-5 or equivalent wage rate.
If the target position is at the GS-5, WG-5 or equivalent wage rate or below,
two promotions between the trainee and target position are permitted. Additional
development of candidates beyond the target position will follow normal Merit
Promotion Program and Career Management Program Procedures.

II. Identification of Target Positions and Establishment of Trainee Positions.
Utilizinq the services of the Upward Mobility Coordihator, Position Manaqement
Specialist and the Deputy EEOO, managers will identify those positions which are
appropriate for upward mobility assignments. Once those positions are identified
and approved, trainee jobs will be established as vacancies occur which encompass
the duties employees will perform while in training. Instances in which there is
a lack of well qualified applicants available for specific positions provide ex-
cellent opportunities to use the Upward Mobility approach in filling such posi-
tions.

III. Selection of Trainees

A. Source of Eliibles. Trainees will be selected under activity merit
promotion procedures from DON employees who are currently serving in grades
GS-I through GS-9, WG-I thzough WG-9, or other equivalent rates and who are
serving under career or career conditional appointments. Veterans Readjustment
Appointment (VRA) appointees and handicapped employees currently serving in
excepted positions under Schedule A appointing authority under Section 213.3102
(u) are also eligible to compete for upward mobility positions. Candidates
selected for development must demonstrate potential to perform successfully
in the target positions and must, at the time of selection, meet any minimum
educational requirements prescribed for that particular series.

B. Evaluation Methods. A rating panel will be established in accordance
with DON and local merit staffing policy. An EEO Representative will serve on
the panel. By careful evaluation of the quality of work experience, education,
and training, supervisory appraisals and other evidence of potential, the panel
will rank the applicants. All applicants, regardless of grade level eligibility,
will be ranked together with certification being made to the selecting official
in accordance with merit staffing procedures. Applicants will be considered only
for the specific position for which they filed and have been found eligible.

C Selection. Trainees will be selected under DON merit staffing
procedures without regard to sex, color, race, religion, age, national origin

ENCLOSURE (i)
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or any other non-merit reason. Final selection will be made by line management
officials after interviewing all the candidates certified for selection. The

rating panel will be available to advise candidates or operating officials at

any point in the evaluation or selection process.

IV. Length of Training. The training period may vary from a minimum of six

months to a maximum of 24 months. A 12 month minimum is required for a WG

target positioD in which the trainee possesses.only potential for advancement.

All trainees must make up the difference in the qualifications they bring into

the program and those required for the target position before reassignment and/or
promotion to the target position can be effected. Trainees who fail to meet
the performance requirements of the training program may be returned to their

former positions if they have not been filled or to other positions of similar
duties and grade. Unsuccessful employees who voluntarily changed to a lower

grade may be repromoted to their former grade level as an exception to merit

staffing procedures.

V. Training Plan. Within 30 days after assignment to an upward mobility
position, an individual development plan must be established by the supervisor
for each trainee. This plan must carefully spell out the learning experiences
the trainee will undertake in order to acquire the knowledges, skills, and

abilities necessary for successful job performance in the target position. This

means that although the plan must be developed around the requirements of the

job, individual aptitude, interests and background of the trainee must also be

taken into account. At least 50% of the period must consist primarily of
on-the-job training in the target area or in functions closely related to
the target position and may be supplemented by formal courses which contribute

to success in the career field. Trainees will also be encouraged to partic-
ipate in self-directed development activities. A copy of the training plan will
be provided to the trainee.

VI. Evaluation of Trainee’s Pro@tess. Within 30 days after assignment to a

trainee position, a preliminary evaluation will be made to assess development

needs of the employee in terms of meeting the job element requirements and to

plan a development schedule to meet them. Written supervisory evaluation reports
on the employee’s application of training received and overall development on the

job will be made 60 days after assignment to the trainee position and quarterly
thereafter. Upon completion of the training program, supervisors will make a

final summary evaluation of the achievement and performance of the trainee.

Trainees, likewise, will be expected to make a written evaluation of any formal

training provided at government expense and to make a self assessment of their

development. Trainees will not be considered to have meet the qualification re-

quirements for the target position until they have successfully completed the

training program established for the position, and demonstrated through on the

job performance, of the length prescribed in the training plan, that they have

obtained the necessary knowledges and skills to work at the full performance
level.

V. Career Counseling. The trainee will receive career counseling before

entering the developmental assignment, and at appropriately spaced intervals
after entering the program. The counseling will be done by the supervisor
of the target position with assistance from staff members of the personnel and

EEO offices.

VIII. Flexibility Provisions. To avoid frequent minor amendments to the agree-
ment caused by variation in mission of subordinate field elements, changes in

concepts or methodology in subject fields, or in trainee needs, such as the

necessity for extended leave or the inability to grasp a particular phase of the

training, it is permissible to extend the training period for a maximum of six

months, if necessary, to accomplish the goals and objectives of the training pla

ENCLOSURE (i)



BASE MOTOR TRANSPORT
Marine Corps Base

Camp Lejeune, North Carolina 28542

23 FEBRUARY 81

DEpi%fMENTAL INSTRUCTION 2-81

From: Motor Trsmsport Officer
To: Distribution List

Subj:_ Property Section, Standard Operating Procedures

Ref: (a) COPARS Contract
(b) MILSTRIP/MILSTRAP Desk Guide, NAVSUP Pub 409
(c) MCO P44OO. 5
(d) MCO P4400.19------
(e) P & CO
(f) MCO P4200.15
(g) MCO 5370.3
(h) SECNAVINST 5370.2
(i) MCO 4733.1
(j) TI-4355-15/1
(k)  -47oo-15/i
(i) MCO P44OO. 15’
(m) MCO 11240.75"------

i. Purpose. To publish a standard operating procedure for
the property section of Base Motor Transport. This standard
operating procedure provides the necessary procedures for
accomplishing the property/supply mission and requirements
of the above references mud incorporates those essential for
the property/supply control system utilized as a management
guide in the daily operation of the Property Section.

2. Cancellation. Departmental Instruction 2-80.

Actio_.....n. All supervisors will ensure that the provisions
of this instruction are understood and implemented by
personnel under their supervision.

C. F. SIMERLY
DISTRIBUTION: Each supervisor
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’r- f’T1 ?TI0. .
i01. MISSION. The mission of the Pr ,erty Section, Base Motor Transport
is to purchase, requisition, issue and account for all equipment,
services, and supplies necessa to accomplish the mission of the
organization.

102. FU}_[CTIO{ A3:D RESPONSIBILITY. The Property Section is responsible
for the following functions:

a. Purchase of all property items from the Shop Stores Branch,
Base Support Battalion, MCB.

b. Purchase of all property items from the Self-Service Center,
Base Support Battalion, 2..B.

c. Maintain Equipment Custody Record Cards (ECR ForAMC
10359-SD) and related accounting records for motor vehicles, minor
property, and Classes IiI and IV property.

d. Requisition, issue md account for equipment and supplies
through the Direct Support Stock Control (DSSC) nnd maintain requisition
files, document logs, etc, in accordance with. reference 1.

e. Requisition and turn in of garrison type property from/to
the Base Property Control Divislon/Base Plant Account Officer.

f. Requisition all open purchase items through the Purchasing
and Contracting Officer, Base Support Battalion, MCB.

g. Administer all Blanket Purchase Agreements (BPA’s).

h. Receive all new vehicles and prepare acquisition reports
to Headquarters, arine Corps and to the Base Plant Account Officer.

i. Administer the accounting procedures required to report
vehicles in a survey status to CMC for disposition instructions
and to carry out these instructions when received.

J. Prepare all work orders to Base intenance, Base Telephone,
Base Comm-Elec for the repair and upkeep of all building, communication
equipment and parking areas assigned to Base Motor Transport.

k. Prepare and submit T/E modification requests to CMC and
responsible for properly recording the approved modifications in the
w/E.

i. Prepare monthly Garrison obile Equipment (GME) Report
to CMC.
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m. Maintain a library of microfiche film used in researching
data pertinent to preparing requisitions.

n. Administer the Calibration Program in accordance with
current directives.
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SECTION II

,, OF SUPPLY

201. SECTION REQUEST PROCEDUR:S. ne source of supp; of all supplies
and/or materials for the responsible sctions will be the Property
Section. However, certain procedures will a[Tply to different situe.tions.
Supervisors will submit Supply Request Forms for supplies/nmterials prior
to noon Wednesday of each week to the Property Section. (The formill
be s%gned, dated, sad approved by the Section Head.) The Hotor Transport
Officer or Assistant otor Transport Officer and the Property ection
Supervisor will approve the Spply Request Fors (Figure 1). en
Supply Request Forms have been approved, thev will be screened for
Self-Service/Shop Stores/COPARSystem/Blanket Purchase Agreement/ and
Open Purchase items. These items are researched for National Stock
Numbers by the use of zicrofiche film, GSA catalogues, or other sources
as appropriate.

202. Self-Service Procedures

i. Items required from oel-.,evce Center will be prenared on 8

NAVMC i0700, Self-Service Snoi:ong List (Figure 2).

2. The Self-Service lists will be separated into the following
categories and submitted in original and three copies to Self-Service
Center:

a. NAVMC Blank forms.

b. Blanl: forms.

c. Counter items.

d. Shelf or floor items.

3. On the day that the Property Section Clerk is assigned to shop,
the Self-Service Shopping List and the Self-Service credit card is
received from the Property Section Supervisor.

h. The Property Section Clerk ill complete the Shonpinz List while
at the Self-Service Center by annotating the unit price and quantity
issued on each item purchased. The unit price will Be annotated
under the item number column of the list. If the un&t price is not
available, the unit price from the Self-Service cashier ill be
used. Original and one (1) copy of Shopping List will be left with
cashier.

5. Upon completion of shopping, the Property Section Clerk oii
return the Self-Service credit card to the Property Section Supervisor.
o (2) copies of the completed shopping list will be retrained to the
Property Section and total cost calculated and annotated on the list.
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One copy will be distributed to Fiscs,l Section and a copy retained
on file.

6. Incomplete shopping lists ili not be accepted and must be
completed prior to approval of further request.

7. The Fiscal Section Supervisor ,,ill provide the Property i]ection
with Self-Service funds. Funds frn tie to time rill be adjusted
by the Fiscal Supervisor in order to better serve the ission of the
Property Section.

203. Shod Stores Procedures

l.. Items required from Gh’tores
Sales Slip (Figure

Will e prepared on s Shop Stores

2. ne Shod Stors Sales Slip will be ubmitted in orlgin8.1 and one
(i) copy to-Shoptores.
3. On the day that the Property Section Clerk s assigned to shop,
the Shop Stores ;ales Slip will be initialed and approved by the
Fiscal Supervisor. The Shop Stores credit card Jill be obtained from
the Property Section Supervisor.

4. The Property Section Clerk will complete the shoppin. sales
slip while at Shop Stores by annotating the quantity issued, list
price, and cost price of each item purchased. When the unit price
is not available, the unit price from the Shop Stores cashier will
be used. Shop Stores will prepare their sales sli.

5. Upon completion of shopping, the Property Section Clerk will
return the Shop Stores credit card to the Property Section Super-
visor. The original and one(l) ColBY of the completed shopping
slip will be returned and total cost calculated and annotated on the
shopping slip. Original copy will be distributed to the Fiscal
Supervisor, and a copy retained’on file.

6. Incomplete Shopping Slips will not be accepted and must be
completed prior to approval of further request.

204. Contractor Operated Part. Store (COPARS Procedures

1. COPARS contract is with a commercial parts conany and is subject
to change if the contract is violated. Reference: COPARS contract.

2. Items required from COPARS will be prepared on the COPARS sales
slip, original and two copies (Figure h).

3. The Property Section Clerk ii present the COPARS Sales Slip
to COPARS for ordering and delivery. The COPARS Sales Sli ,.zill be
initialed by the Fiscal Supervisor prior to ordering to ensure funds
are available.

2-2





4. Upon completion of the order, COPARS ill deliver the material
to the Property Section. The Property Section Clerk will check the
materials and certify the COP_RS elivery ticket. COPARS dll retain
the original copy of the dlivery tichet, second copy will be distributed
to Fiscal, and the third copy retained on file.. terials ordered from COPS nmst be filled within 48 rorking hours
or order .zill be cancelled and ordered throh another source of soply.

205. Supply Sstem Procedures

1. Items required through t]e supply systen will be typed on a
Requisition yste Document, DD Form 1Bh8 (6-pt) (Figure 5).

2. e Property Section Clerkwill type the infornation on the DD
Form 1318 in the blocks A, B, 1 through 3, 7 throuh 51, 60 through
61, 67 through 80, and L through U.

S. e Property Oection Clerk ill assign document nuner, enter it
in the Fiscal Year Logbook, and prepare a requisition envelope ith
the document ner, stock n.ber, nomenclature, source of sply,
unit price, and quantity entered on the outside of the envelope.
e envelope ith the file copy is retained in the pending file until
material is received.

4. e Unit Property Officer ,ill sin the back of the first brd copy of
the 13h8. All priority 08’s are signed by the Motor Transport
Officer. Blocks 62 through 64 must be completed on the 1348.

5. Job Order Nuers (blocks 67 through 80) are located in the JON
book or can be obtained through Fiscal Section.

6. Original and first three copies of the 13h8 are distributed to
Resource 2nagement System (S), B.se Support Battalion, number h
copy is placed in the requisition envelope and the number 5 copy is
distributed to Fiscal Section.

7. Requisition status card will be received from Direct Support
Stock Control (DSSC), Materiel Division, Supply Eervices weekly.
The Property Section Clerk checks status cards against the requisition,
date stmps card upon receipt, posts status in Fiscal logbook, files
card in requisition envelope, and files envelope in appropriate section of
file (Figure 6). Reference: MILSTRIP/MILSTRAP Desk Guide IAVSUP
Pub

8. Receiving Section, Base Support Battalion ill notify the Property
Section (Base Motor Transport) en Ftrial is received. The Property
Clerk will receipt for and pick up material. Reference: HCO P400.5..___,co
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206. Blanket Pu.c.has Areemept (BPh) Procedures

i. Blanket Purchase Agreements (BPA) are with commercial distributors
and are subject to change/cancellation at any time. Reference: BPA
Contracts.

2. Items required on Blanket .urchase 6.ireements are for supplies md/
or services that are not available throuch the supply system. Authorized.
personnel will place calls up to $500.00 per call limitations as set
forth in the BPA and in accordomce with reference F.

3. en calls are placed the Property Clerk will prepare a DD Form
250, Material Inspection and Receiving Report in the following blocks:

Blocks 1. Proc. Instrument Iden (Contract) and Order unber (Call
number.)

4. Document number.

Date

7. Page number.

Prime Contractor.

i0. Administered by.

13. Shipped to.

i. Marked for.

15. Item number.

16. Stock/Part number and description.

17. Quantity ship/received.

18. Unit.

19. Unit Price.

20. Amount.

23. Fill in complete accounting data ith Job Order Number
that material is to be charged to. Enter total amount to be paid in
upper right hand corner of this block. Unit Property Officer will sign
in lower right hand corner (Figure 7).

References: (a) P & CO h200.2 Purchasing and Contracting Division
order.

(b) MCO Ph200.15 Marine Corps Purchasing Procedure





(c) MCO 5370.3___- Standards of Conduct for Procurement
Personnel.

(d) SECHAV{ST 5370.2 Standards of Conduct for Pro-
curement Personnel.

Assign document number, call number, and log in Fiscal Year logbook.

5. Prepare BPA #orksheet by entering DPA contract number, suppliers
name, call nber, date of call, requition number/iteu description,
dollar amomt, due date, and completio date (Figure 8).

6. Propertv Section Clerk will pick up supplies and deliver them to
the Inspector for inspection. The Inspector will sign the DD 250 in block

2lB. The Prope’ty Section Clerk will sign the vendor’s receipt, and the

DD 250 in Block 21A. The Inspector will pull the Receipts Control copies
of the DD 250, the vendor’s sales slip and forward them to the administra-
tive section pending receipt of the invoice. When a call is placed for "..

services a DD 250 will be prepared and distributed as set forth pre-
viously. The second copy will be marked "Hold Copy" and retained with

the original on the pending DD 250 side of the BPA file. en services
are completed, the Properif Section Clerk will sign the vendors service
slip and forward the "Ho3.d Copy" plus one of the DD 250 to the inpector.
An inspector will stamp the DD 250 as complete and then forward it to
the administrative section pending receipt of the vendor’s invoice.

7. Persons authorized to place calls against a BPA must read and sign
a Standards of Conduct statement semiannually at the end of March and

September.

8. Upon completion of the BPA call, the original copy of the DD 250
and a copy of the sales ticket will be retained in Property Section BPA
file. Copies l, h, and 6 of the DD 250 and original copy of sales
ticket will be delivered to the Inspector by the Property Section Clerk.
Copy 2 of the DD 250 is distributed to Purchasing and Contracting Office.

Copy 3 is distributed to Base Fiscal Office. Copy 5 and a copy of the

sales ticket will be distributed to Fiscal Section, Base Motor Transport.

207. Open Purchase Procedures

i. terial/Services/Repairs and parts required that cannot be purchased
by the authorization of the Property Section will be purchased through

Purchasing and Contracting Office. This includes rubber stamps, re-
charging of fire extinguishers, repair of Jacks, purchasing of tools
and minor property, etc.

2. The Property Clerk will type the information on the DD Form 1348
in blocks A, B, l-S, 23-51, 60-6, and 67-80. Annotate in the remarks
column the description, Justification, and source of supply for the

requested item. Fill in blocks T through U (Figure 9).
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3. The Property Clerk will assign a document number, io it in the
Fiscal logbook, and prepare a reqhisition envelope with the document
number, nomenclature, source of supply, unit price, and uantity
entered on the outside of the envelope. The envelope ith the file
copy inside is filed in the appropriate section of the file until urchase
order and mo.terial/services are receivi..

4, The Unit Property Officer will sign the bck of the first hard
copy of the 13’8. All prioritiy 08’s are signed by the Motor Transport
Officer sud blocks 62-6 zust be completed on the 1B8.

5. Job Ocder i[mbers in block 67-80 are located in the JON book or can
be obts]od through Fiscal Section.

6. The or[ginl md the first, second, and third copies of the 1348 are
distributed to Resources Management System (R), Base Support Battalion,
The number h copy is placed in the requision envelope and the number 5
copy is distributed to Fiscal Section, Base Motor Transport. qequisitions
for minor property will be routed through Base Property.

7. B.se ]uppF’-i; t*,B._i.<,. Receivin Section, will notify the Property
Section, Base Motor T.a,spo:’t hen Laterial is vailable for pick up.
The Propensity Section Clerk will sign for and pick up material.

208. Calibration Program Procedures

i. Calibration for test and measuring instruments .zill be done by
commercial contracts and/or sent to 2d FSSG for services and repair.
References: See commercial contracts.

O 7BB.l Calibration Program.

Tl-hS55-15/l-lnstruments Requirin Clibration.

T700-15/I ..__- Establishment of Calibration Program.

2. Two sets of index header cards, of different colors, covering
the months of the year are prepared, designating one set as the even
year and the second set as the odd year.

3. Prepare one index header card labeled "Inactive".

4. Prepare one index header card labeled "Cal Not Req" (calibration
not required).

5. Prepare one index header card labeled "At Cal Fac" (at calibration
facility).

6. The calibration control cards will be prepared with item, serial
number, ID number, national stock number, locs,tion, calibration due date,
date calibrated, and remarks. The cards ill be filed behind the
appropriate header card (Figure 10).
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. Calibration items not carried under contract will be calibrated
by 2d FSSG by filling out a Repair Order (F/O) NA4C i02h5 for each item,
in accordance with 8-6 of reference (J), and deliver the equipment to 2d
FSSG facility. Retain one copy of the .LRO for file (Figure ll).

8. Upon receipt of the item fr calibration, retreive the items card
from the appropriate file and enter ne. calibration due date, date
of calibration, calibration cycle, and indicste smy pertinent remarks.

9. Fi] the c_rd behind the month when the equipment is next due
for calibration, observing te color-(ed (odd or even) calendar year.

209. fezt Control Pzocedures

i. AI r(,sponsible Officers will be appointed in writing by the Motor
Transport Offcer for pick up/turn in of equipment (Figure 12).

2. The releivinE Responsible Officer will inventory all items appearing
on the cuatody records, and ma/,_e a careful inspection of the records and
condition of te resoonible uub-accont. Prefersbly, a Joint inventory
will be conducted with tb . #resent and newly appointed Responsible
Officers.

3. If the releiving Rcsponsib!e Officer is not satisfied with the
condition of the records, supplies, or the other matters coming to his

attention, he will immediately report the facts to the Unit Property
Officer for appropriate action.

h. Within ten (i0) days of assignment, the releiving Responsible Officer
will sign the original custody records maintained by the Unit Property
Officer.

5. The property records are maintained by means of Consolidated
Memorandum Receipt lists (CMR), on T/E },teriel Allowance list, and
Equipment Custody Record cards (hh0) NA,4C 10359.

6. The Equipment Custody Record Csmds (hhh0) NA 10359 (ECR), are
maintained by the Property Clerk and must be kept current. m ECR
card will be prepared for each account and each new Responsible Officer.

7. The ECR card will be prepared in accordance with instructions
contained in reference L for all property to be controlled except for
Garrison Mobile Equipment (GME).
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8. Request for new items or replacement for unserviceable items will
be typed on a DD Form 1348 by corDloting blocks A-B, 1-6, and 8-43
(Figure 13),

Request for turn in of unserviceable items will be typed on a DD
Form iS48 completing blocks A-B, 1-6, and 8-4B (Figure 14).

i0. After the DD Form 1348 has been prepared to Base Property for
ney/replacement items, assign document number, log in fiscal year log-
book, and prepare requisition envelope. The Unit Property Officer will
then sign docnent. The Property Clerk will post the action on the CMR
and ECR card, and hold file document until debit/credit memo is received.
Distribute original, first and third copies to Base Property. The fourth
copy is retained in the appropriate file with requisition envelope, and
the fifth copy is retained in the Base Proeerty Outstanding Voucher
Not?book in Property Section until debit/credit memo is received.

ll. Prepare ECR cards for Garrison obile Equipment (G.) from Vehicle
Assignment and Credit FormBCL 11240/3 received from Maintenance
Control Section. The same ECR card .ll be used for new Responsible
Officers or re-issue. Equipment Custody Record Cards, NA 10359 will
be maintained in accordance with reference L, however, the US nmber will
be recorded in the NSN block, vice the ISN. Plant Account number and
TAM number will be entered in the Control Number block and the MIPR
number ll be recorded in the Voucher Humber column. (Figure 15)

12. Property (other than Garrison Mobile Equi_ument) turned in or issued
from Property Section will be credited/debited on a 13hS-1 for record
purposes only (Figure 16).

IS. Material sent to Defense Property Disposal Office (DPDO) must be
accompanied by a 1348-1 completed in accordance with DPDO procedures
excluding Garrison Mobile Equipment (G) (Figure 17).

14. The Consolidated norandum Receipt (CMR) for Base Property and
Plant Account Property is received annually. Any discre.ancies must
be adjusted by submitting loss/gain documents and lll accompany the
signed CMR back to Base Property/Plant Account.

Reference: MCO P4400.15H.

210. Garrison Mobile uipment (GME) Procedures

i. Responsible Officers for Garrison bile Equilnent will be appointed
in writing by the Commanding Officer of the unit and submitted to the
Unit Property Officer, Base Motor Transport. Responsible Officer
certification will be verified montly.
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2. All new items of Garrison Mobile Euipnent (GME) is received and
inspected by the Base Support Battalion Inspectors. The Inspector
Wlll call ae PToperty Clerk to receipt for the equipment. Plant
Account will be notified to assign and attach a Plant Account number
on each vehicle. The Property Clerk will check vehicles, tag kes
with USC number, Plant Account number, ileage, and manuals. The
Property Clerk will notify the Motor Transport Officer and intenance
Director when new vehicles are received. e vehicle will be checked
for collateral equipment (OEM).

S. The Property Clerk will prepare a Motor Vehicle Record Folder (A
696-SD) for each new vehicle and enclose a spare set of keys. The record
folder is turned over to the Maintenanee Control Supervisor with the
following data entered on the front:

a. Registration Number and USMC Equipment Code uber.

b. Description d name of manufacturer.

c. Plant ccount number and chassis number.

d. cquisition cost of vehicle.

ii new vehicles will be processed through the Maintenance Repair Shop
before issue.. The Property Clerk will receive a Vehicle ssinment d Credit
Form (MCBCL I120/S) from intenance Control for each vehicle. The
clerk receipts for the form and retains the original and one copy. The
formust contain the following infonation:

a. Vehicle code and description.

b. US number and date.

c. Present location code of vehicle snd location code of unit to
which vehicle is being assigned (Figure 18).. The Property Clerk telephones the Responsible Officer of the receivins
unit and dvises the vehicle is available for pick up. When the vehicle
is issued, the clerk annotates the Assignment and Credit Form whether
or not the following items are present on the vehicle:

a. Spare tire, lug wrench, Jack.

b. Seat belts, windshield washer.

c. Fiberglass or canvas top.

d. Fire extinguisher.

e. Gas card.

The Responsible Officer signs the form for the vehicle and is given
the original copy of the form. The Property Clerk will prepare the
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Equipment Custody Record Card (ECR) for the vehicle, and the Resoonsi-
ble Officer will sign the card (Fi.ure 15).

6. The Property Clerk will prepare the Plsmt Accouut Acquisition Form
and forward to Plant Account for debit on the C listing for vehicles
received.

7. The Property Clerh ill report all vehicles received to the
Commandant of the Marine Coros (..Code L.-5). CMC ll furnish GE
red top record cards. These cards will be filed behind the ECR cards
after verifying their correctness. en the vehicle is disposed of
through Survey Action, the Property Clerk will send the G.. card to C
as an enclosure to the Mobile Garrison quipment eport prior to the
20th of each month.

8. Maintenance Control will furnish the Property Clerk with the folloing
when a vehicle meets survey criteria:

a. Vehicle history Jacket.

b. Limited Technical Inspection (LTI).

c. Vehicle Assignment and Credit T_n.

d. Gas card.

e. Keys.

f. Rough letter with initials indicating approval by the Mctor
Transport Officer/Assistant ?otor Transport Officer to be typed and
submitted to CMC requesting disposition instructions.

9. The Property Clerk will call the unit concerned and issue the credit
chit after the vehicle Jacket has been received. ne unit will
deliver the spare tire, lug wrench, and Jack with the vehicle prior
to receiving the credit chit.

i0. When the Property Clerk receives approval from CMC with disposition
instructions, the gas credit card will be destroyed by cutting.

ii. e Property Clerk submits a request to Plant Account Officer
requesting that the vehicles for survey be invoiced to the disposal
agency named in the CMC letter. This letter is supported by copies
of the CMC letter and the LTI.

12. The Property Clerk will receive invoices from the Plant Account
Officer. The clerk will asseole all correspondence with the Vehicle
History Jacket and contact the Base tor Transport wrecker driver to
deliver surveyed vehicles to DPDO. One copy of the invoice is returned
to Property Section for filing.

13. Prior to receiving the invoices from Plant Account the property
clerk will provide personnel at the ’

__
Shop with a listing of the
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surveyed vehicles. The tire shop personnel will check vehicles, replace
serviceable tires with less serviceable ones, remove any fuel from gas
tank, removes and stores any fire extinguishers, lug enches, Jacks,
etc. fouud in vehicle. This information is recorded on a nimeographed
memorandum form supplied by the Property Clerk and returned to the
Property Clerk for filing.

lb. The Property Clerk prepares a Tshle of Equipment Modification (T/E)
Requests form BCL h2 approved by the l’otor Transport Officer/Assistant
Motor Transport Officer as follows:

Requesting organization.

b. Number of the T/E.

c. iational Stock Number, if kno.

d. Nomenclature.

e. Present allowance.

f. Reco.ended allowance.

g. Justification

h. ether modification is recommended for other units.

The T/E modification will be accompanied by a cover letter to CMC. N’en
the reply is received from CMC, the Property Clerk will make the necessary
changes to the T/E and the Vehicle Assignment and Location Board.
All documents pertaining to the transction ill be retained in the
T/E file folder.

Reference: MCO 11240.75
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BASE MOTOR TRf@]SPORT
arln_ Corps Base

Csmp Lejeure, [[orth Carolina 28542

APPROVED BY
MT0

SDPPLY SUPV

DATE’ SUPERVISOR

UOT___E: All supply requests will be approved by the Motor Transport Officer o the
sistant Motor Transport Officer prior to submissio to the Uit Property Officer.
Requests will be submitted prior to noon on Wednesdays. Supplies will be picked
up from the Supply Office Friday afternoons.

ITEm’! QTY REQD Q REC’D REC’D BY

APPROVING OFFICIAL





SELF-SERVICE CENTER SHOPPING LIST ;4404)
NAVMC 10700 (REV. 2-78)
SN: 0000-OO*O06-2281 U/I: PD (100 SHEETS PER PAD)

PREVIOUS EDITION MAY BE USED.

INSTRUCTIONS

Prepare In triplicate.
The NSN pocHon of this Ghoppln{I list must be comp:otod prior to

going through check out counter.

If the issue of an item Is e non-recurring demand (NRD) pl,c8 NRD :n

the item number column.

Unit of Issue, Quantity, ende&criptloj, aro for customer ce if desired., ..o

STAMP CHARGE PLATE HERE

ITEM

NO,

5

5

NATIONAL STOCK NUMBER

8- 20

RECEIVED BY

UNIT

OF

ISSUE

QTY

7A

9207242T
FY79

60 SE OTOR

QUANTIFY

ISSUED

TRIPORT

DESCRIPTION

(IF DESIRED)

DATE REQUESTING UNIT

".j. I. ( ",





IUC: M93052

QTY U/I

,11
NSN NOMNCLATURE

.//o- t ,(-.- ._/c, .J c).,

LIST PRICE COST PRICE
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SEND TO

DD FORM 1348 REQUISITION SYSTEr,{ DOCU]4ENT (MANUAL)

i. ssign dcv,ent # & log in FY log book

2. t,ake requisition envelope

3. UPO signs back of original (*if Priority 8, the

<iTO must sign and the DD (Required Delivery

date must be given.
4. J0. (Job Order ber) is located in the JON

book or can be obtained through the Finance

& Accounting Office (,f

DISTRIBUTION 0RIGIAL, CCPIEZ i, 2, & 3 RMS,
B:.atBn, B!dg, i011

COPY-h Supply Requisition Envelope
COPY 5 Finance & Accounting (B,)

FIGURE 5
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1v]931352-.13241-0002

. AIVI. PICK UP

}: c s, ./s o s
FNELS FOR TSMISSI FLUID

(ORDER) NO--VOICE

10. ADMINISTERED BY

BASE MOTOR TPISPORT

12. PAYMENT WILL BE MADE IY

I4.MARKED FOR

W, J.

OPERATIONS

n lB. DESTINATION
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BPA WORKSHEET

Date, of
Call

Company Name O’S’ O’

Due Date Completion Dae

"se__al Inspection & Reeeiv-rng Reort
/..

* Used for Blanket Purchase Agreements fra

DISTRBUTION

FIGURE 8

Prepare, assign document # & log in FY log bookAssign call # & log on BPA Worksheet
If’ purchase involves USMC vehicle repair parts,a copy of the sales ticket must accompany the-hop Repair Order (held by the repair sections).

Original & copy of sale ticket Supply(BPA file)
Copes i, 4, & 6 & original sale ticketAttn Lois Beiggren, Receipt ControlSec.BSB, BLDG I21Z(HAND CARRIED BY SUPPLY

COPY 2 PURCHASING & CONTRACTING B.lllCOPy 3 BASE FISCAL) B. i005
COPY 5 & copy of sales ticket
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Marine Corps :ase
LeJeune, .orth_. Carolina 285h2

OICFSlnJz
00
Nov 1980

Fr@: Comuding Genera&
To: 8t. B. R. Fair, 553-88-4317 U3531, fie Range

Responsible Officer; appointment of

Ref: (a) Mco Ph400.15H

I, Im accordance uit instructions set forth in reference (a) you are

hereby &ssi6ned duties as !esponsible Officer (RifIe Range, ub-accoun%..

#19) for garrison and plant account 9roperty received from the Supply.

Office vice Sgt.L. M, Mock.

C. F. SII?ILY
by direction

F!GTRE 12
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RFQUISTtON 1%

DOtLARS

DD Form 1348 *for Base Property

i. Prepare 1348, assign document #, log in FY log,

make requisition envelope

2. Unit Property Officer signs

3. Post action on CMR & ECR card
4. Document is not complete until debit/credit

memo is received

DISTRIBUTION Original & Copies 1-3 to Base Property
Copy 4 Supply requisition envelope

Copy 5 IIeld in black notebook in

Supply until debit/credit
memo is received.

FIGDIE 14





EQUIPMENT CUSTODY RECORD (4440)
NAVMC 10359 (Rev. 1-69) P,evious editio. ill be used SN: 0000-00-003-9.50 U/’:SE

RSPONSBLE UNIT

DATE

BASE MOTOR TRANSPORT

iI MAY 78

VOUCHER NUMBER

MIPR NO. M954’
ISSUE

INCREASE ,DECREASE

BROUGHT FORWARD

AUTHORITY (T/E, Allowance List, etc.)

BALANCE

T/E 7500
REMARKS

NEWLY ACOUIRED
MCAS (H] 728

SIGNATURE

$5,159.00
CONTROL NUMBER DESCRIPTION ALLOWANCE

ACCOUNT NUMBER

P. A. NO. 211778/G0501
STOCK NUMBER

266654

W/SPARE TIRE, JACK & LUG WRENCH

TRUC-K, 4X2VAN’ COMPACT,

/





HIppED FROM

USE LOCATION UNIT WEIGHT

SUBSTITUTE DATA (ITEM ORIGINALLY REQUEST’D)

ELECTED BY AND DATE

ACKED BY AND DATE

NMFC

K

:REIGHT CLASSIFICATION NOMENCLATURE

TOTAL WEIGHT

TOTAL CUBE

FIRST

IT:

X

qCLATURE

CC

DATE SHIPPED

MARK FOR PROJECT

C D

_
FREIGHt" RATE

M

PECEIVED BY AND DATE

WAREHOUSED BY AND DATE

INSPECTED BY AND DATE

WAREHOUSE LOCATION

TOTAL PRICE
DOLLARS

5. RECEIVER’S DOCUMENT NUMBER

EA0( I
SH=IPPED FROM SHIP TO MARY, FOR

BASE MOTOR TR/SPORT (OPS)
UPPLY. IvICB, CLN BL,DG, BLDG, i7 &

SUBSTITUTE DATA (ITEM ORIGINALLY REQUEST’D) FREIGHT CLASSIFICATION NOM ENCLATU RE

PROJECT

D

O P 0 R S

DOLLARS

SE’ECTED BY AND DATE

PACKED BY AND.DATE

Iv
ITEM NOMENCLATURE

,, ’!. VACUt CLEANERf.II)STERCRAFT MDL, HI)2L
SERIAL NINIBER N.,/ y

TYPE OF CONTAINER(S)

2

TOTAL WEIGHT

TOTAL CUBENO. OF CONTAINERS

’-----TRECEIVED BY AND DATE INSPECTED BY AND DATE

ELOCATION





DD Form 1348-i *for DPD0 (Defense Property Disposal)

i. Prepare, assign document #, log in FY log, &
prepare requisition envelope.

2. Unit Property Officer signs

3. Once materia has been disposed of, post
completed date i log and on envelope and

file with completed requisitions.

DISTRIBUTION Original & Copies 1-5 to DPDO
Copy 6 Supply (Requisition envelope)





VBticLE ASSIGNt4ENT AND CR;:DIT
NCBCL 112u,0/3

VEHICLE CHECK REMARK

SPARE TIRE

SPARE TIRE RACK

JACK LUG WRENCH

SEAT BELTS

WINDSHIELD WASHER KITS

FIBERGLASS TOP

FIRE EXTINGUISHER

CANVAS TOP & BOWS

CIGAR LIGHTER

TIRE BRANDED.

OPERATORS MANUAL

GAS CARD

UTILIZATION FORM

SIZE:

SIZ E:





BASE MOTOR TRANSPORT
Marine Corps Base

Camp Lejeune, North Carolina 28542
MTO/6Iks
26 November 1979

DEPARINTAL INSTRUCTION 8-79

Fro:
To:

Motor Transport Officer
Distribution List

Subj: Base Motor Transport Fire Bill

Ref: (a) BO 11320.1

Encl: (i) Fire Bill
(2) Fire Inspection Checklist

i. Purpose. To publish a fire protection plan for the Base Motor
Transport Department.

2. Cancellation. Departmental Instruction 4-74.

3. Action. Reference (a) contains regulations pertaining to fire
prevention. Branch Directors, civilian supervisors and NCOIC will
comply with the above reference and provisions outlined in enclosure
(i) and will assure that all persons under their supervision are
familiar with the procedures therein.

DISTRIBUTION LIST

Maintenance Director
Operations Director
All supervisors
All NCOIC’s





FIRE BILL

i. In event a fire is discovered in or around Building No. //8
the person discovering the fire will notify the Fire Department
(telephone 6333), giving his name, the location, and the type of fire.
He will then notify the Base Motor Transport Officer or his assistant
and proceed to the road nearest the fire to assist in directing the
Fire Department to the fire.

2. The individual receiving notice of the fire will sound the fire
alarm (one long blast on the alarm). When the alarm is sounded, it
will be the responsibility of each Shop or Branch Supervisor to see
that all fire fighting equipment is manned, all windows and doors are
closed, and electrical machines/appllances are off, and all personnel
not necessary for the manning of the equipment are removed from the
building.

3. The office personnel will close all windows and doors in their
respective offices and leave the building. Other designated employees
will close the windows and doors in the heads and hallways and leave
the building. It will be the responsibility of the Mmintenance Chief
or NCOIC of the Branch/Section to cut off all electrical current in
the building.

4o When the fire is secured, a short blast will be sounded.

5. Officers, NCO’s or civilians who are assigned the responsibility
for a certain building, portion of building, or open storage lot
will be responsible for the following:

a. Branches and/or Sections will malntain a current fire bill
and will have it posted at all times.

b. Specific personnel are designated and are trained as building
fire fighting details to handle the fire fighting equipment in each
building. The name of the section that is responsible to provide
specific personnel for all fire fightin8 equipment will be posted
near the fire fighting apparatus.

c. For guarding against the creation of fire hazards. General
cleanliness in the entire area is essential for the prevention of
fires.

d. For maintaining programs of fire prevention and for inspection
and elimination of fire hazards.

e. That supervised fire drills .ere held at least once each month,
and reported to the Base Motor Tranzort Officer’s secretary.

ENCLOSURE (1)





6. Inspections

a. A daily fire prevention inspection will be c...nc:ucte by an
Officer, NCO, or Civilian Supervisor of the Branch or Section con-
cerned.

(i) The fire hazard checklist, enclosure (2) may be used by
the individual assigned to conduct the fire inspection

(2) Corrective action should be taken immediately on dis-
crepancies noted.

7. All fire stations will have persons assiFned to man them in event
of a fire. Officers, OVs and Section Heads are responsible
ensuring persons designated are made aware ef their assignments to
their respective fire stations. Nnes of the persons responsible for
ensuring that each station is properly manned will be printed on a
5 x 8 card and posted at each station.

8. Smoking or the carrying of lighted cigars cigarettes or pipes
near pumps batteries, vent pipes on/in the i_mediate areas where
motor vehicles are being repaired is prohibited. No smoking or use
of open flames will be permitted in the immediate areas where vehicles
are being repaired. Only designated smoking areas will be used.

2 ICLOSURE (i)





bASE VOTOR TiJ-SPORT
l.rine Corps Base

Cam[, Lejeune, North Carolina 28542

FIIE INSPECTION C!C!LIST

Inspected by Date

i. Are the required number of fire extinguishers in
each area and are they in w..rkin order?

2. Are lights secured, except for standins lights
where required?

3. Are smoking areas secured?

4o Are electric heaters securel?

._ coal, wood, and oil heaters secuz’e!?

6. Are exits free from obstructions?

7o Are floors free from grease and oil?

. Are ily ras or flanmle mnterials kept in
approved containers?

9. Is t-.chinery free from dripping il and Frease?

I0. e work areas clean and free of paper, refuse,
ate?

iio Are fire doors and windows secured?

12. Are electrical equipmnt and apFliances
disconnected at the receptacle?

13o Are ash trays and butt kits free of smoldrin2
fires?

i4. Are dempster dumpsters free .f smelderin
fires?

15. Cigarette butt boxes

n. Are butt boxes filled with at least three
inches of san’,?

b. Are butt boxes ket_ free of ,.ar,- fla-mmble
trash, etc?

c. Are butt boxes clean?

YES NO

EHCLOSUKE (2)





ACCO[TING DIVISION
Comptroller Department

Marine Corps Base
Camp Lejeune, NC 28542

COMP-A/AB/sh
7.420

From:
To:

Subj :

Ref:

Base Accounting Officer
Work Center _42

Timekeeping Procedures

(a) NavCompt Manual, Vol. 3, Chapter 3
(b) BO 7420.2C

i. Paragraph 045012 of reference (a) states that employee
participating in the preparation,.approval, control or certifi-
cation of the payroll or the personnel action documents should
not be designated to receive, accept or distribute paychecks.
These responsibilities are not to be assumed by the same individual.

2. Standard Form 71, Application for Leave, is to be submitted for

all sick leave in excess of three workdays and be supported by the

required medical certificate. This form shouldbe submitted with

the time card reflecting such sick ,leave. Maximum delay should
not be beyond 15 days after the employee returns to duty. This
same form is to be utilized for annual, leave without pay, compen-
satory, and other (specified) leave.

3. Military leave requested (by SF 71) and used (according to time
card) will be supported by a copy of official orders upon return to

work. The orders are to be sent to CPO, who will then forward to
Payroll citing approval or not. Delinquent documents may result in

an equivalent reduction (if paid) of annual leave.

4. Time cards will be delivered to the Civil Payroll Office,
Building #1005, no later than i000, Monday following the end of the

pay period and on the day folow+/-ng the end of the month provided
such day splits the biweekly pay period

5. The BiWeekly Time and Cost Card is a recap of daily activities
pez employee for the period of time being reported. The biweekly
and daily time cards should be accurate, consistent, and agree with
each other.

6. Time other than regular work, as recorded daily on the Biweekly
Time and Cost Card, should be accurately reflected at the top of
the employee’s card with proper coding.

7. The top of the Biweekly Time and Cost Card should reflect
proper job order nuers for non-exception employees (those with
no predeteliined jeb oer nubers). Hours at the top of the card
w--ll agree with those reported at e ottom for this employee
classification. i i

I .- . ISN{PES





UNITED STATES MARINE CORS
Marine Corps Base

Camp Lejeune, North Carolina 28542

BO 12810.1
CPO/RAW/hf

e8

BASE ORDER 12810.1

From: Commanding General
To: Distribution List

SubJ: Federal Employees’ Compensation Program

Ref: (a) Federal Employees’ Compensation Act (FECA) (5 USC 8101, FPM/CPI 810)
(NOTAL)

(b) FPM 353 (NOTAL)
(c) BO 5100.3F

Encl: (i) Compensation Program Procedures and Assignment of Responsibility
(2) Traumatic Injury Resulting in Cntinuation of Pay Information/Follow-

Up Report

Report Required: Traumatic Injury Resulting in Continuation of Pay Information/
Follow-Up Report (Report Symbol MCB 12810-1), paragraph 9

1. Purpose. To disseminate information concerning benefits and procedures of
the Federal Employees’ Compensation Act (FECA) as administered by the U. S.
Department of Labor, Office of Workers’ Compensation Programs (OWCP), and to
establish responsibility and procedures for local implementation of the Program.

2. Background. Reference (a) provides compensation and medical care for all
civil officers and employees of all branches of the Government of the United
States (including instrumentalities of the United States wholly owned by the
United States) for disability due to personal injuries sustained while in the
performance of duty. The term "injury" includes, in addition to injury by acci-
dent, a disease proximately caused by the employment. The law also provides for
the payment of funeral and burialexpenses and compensation for the dependents
if the injury or disease causes the employee’s death. The FECA is also applicable
to Federal employees while serving as Federal petit or grand Jurors; volunteer
civilian members of the Civil Air Patrol; members of the Reserve Officer Training
Corps; Peace Corps volunteers; Job Corps, Neighborhood Youth Corps and Youth
Conservation Corps enrollees, and certain other groups.

3. Penalties. Any person who makes a false statement to obtain Federal
Employees’ Compensation or who accepts compensation payments to which he or she
is not entitled is subject to a fine of no more than $2,000 or imprisonment for
no more than one year, or both. Any person charged with the responsibility for
making reports in connection with an injury who willfully fails, neglects, or
refuses to do so; knowingly files a false report; induces, compels, or directs an
injured employee to forego filing a claim; or willfully retains any notice,
report, or paper required in connection with an injury, is subject to a fine of
no more than $500 or imprisonment for no more than one year, or both.

4. Exclusiveness of Remedy. A Federal employee who is injured while in the er-
formance of duty has no right to recover damages from the United States for the
effects of the injury except through the FECA. The benefits provided by the Act
constitute the exclusive remedy for work-related injuries or deaths.

5. Time Requirements
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a. Notice of Inur. An employee is required to give his or her supervisor
written notice of injury within 30 days after injury in the performance of duty.
To avoid delay in processing and possible loss of benefits the employee or some-
one acting in his or her behalf should make written report of the injury on Form
CA-l, Federal Employees Notice of Traumatic Injury and Claim for Continuation of
Pay/Compensation, within two working days following the injury. Compensation may
be denied if notice of injury is not given within 30 days, or if the supervisor
does not have actual knowledge of the injury.

b. Claim for Compensation

(I) Claim for Disability Compensation. An injured employee is required
to file a written claim for compensation within three years after the injury.
If, however, the supervisor had. actual knowledge of the injury within 30 days,
or if written notice was given within 30 days, compensation is allowed regardless
of whether a written claim was made within three years after the injury. Actual
knowledge must be such to put the supervisor reasonably on notice of an on-the-
Job injury or death.

(2) Claim for Death Compensation. If the employee dies, a written
claim for compensation by or on behalf of the dependent(s) is required before’com-
pensation may be paid. This claim is to be filed within three years after the
death, unless within 30 days the supervisor had actual knowledge of the death, or
written notice was given to the supervisor within 30 days. Also, the timely
filing of a disability claim because of an on-the-Job injury will satisfy the
time requirements for a death claim based on the same injury.

(3) Exceptions to Time Limitations. The time limitations outlined in
subparagraphs a and b above do not apply to:

(a) A minor until attaining the age of 21 or a legal representa-
tive is appointed.

(b) An incompetent during the period of incompetency and there is
no duly appointed legal representative.

(c) A person whose failure to comply is excused on the ground that
the notice could not be given because of exceptional circumstances.

6. Definitions and Explanation of Terms

a. Traumatic injury is defined as a wound or other condition of the body
caused by external force, including stress or strain. The injury must be identi-
fiable as to time and place of occurrence and member or function of the body
affected; and be caused by a specific event or incident or series of events or
incidents within a single day or work shift. Traumatic injuries also include
damage or destruction to prosthetic devices or appliances, exclusive of eye-
glasses and hearing ais unless the eyeglasses and hearing aids were damaged
incidental to a personal injury requiring medical services.

b. Occupational diseases or illnesses are produced by systemic infections;
continued or repeated stress or strain; exposure to toxins, poisons, fumes, etc.,
or other continued and repeated exposure to conditions of the work environment
over a longer period of time.

c. Continuation of Pay (COP) iS regular pay authorized for an employee who
sustains a disabling, traumatic work injury. Continuation of pay may be paid
an employee for a period of up to 45 calendar days of medically demonstrated
disability.
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d. Duly Qualified Local Physician. The term includes surgeons, podiatrists,
dentists, clinical psychologists, optometrists, chiropractors, and osteopathic
practitioners. However, reimbursable services of a chiropractor are limited to
treatment consisting of manual manipulation of the spine to correct a subluxation
as demonstrated by X-ray to exist. The term does not include medical care ren-
dered by any other than the type of practitioners listed above. The word "local"
generally means within 25 miles from the place of injury, the employing agency, or
the employee’s home.

Responsibilities

a. The Office of Workers’ Compensation Programs (OWCP), Employment Standards
Administration, U. S. Department of Labor, is responsible for the Administration
of the FECA. The OWCP district offices normally adjudicate the claims arising
within their respective areas of Jurisdiction. The Jacksonville, Florida, district
office has Jurisdiction over the state of North Carolina.

b. The Civilian Personnel Office (CPO), Employee Relations and Services
Oivision, is assigned the responsibility for assuring that FECA obligations ar4
promptly and efficiently discharged for those activities serviced by the CP0.
This includes the receiving of all reports on employee injuries incurred while
performing duties, promptly submitting reports to OWCP, and following up’and sub-
mitting all subsequent reports. Inquiries pertaining to employee coverage, non-
employee eligibility and processing of injury matters should be dlreted to the
Employee Relations and Services Division, Civilian Personnel Office, Building 33,
telephone 451-1458/1579.

c. The execution of forms in connection with injuries will be accomplished by
those individuals or offices designated in enclosure (1).

8. Benefits

a. Medical Care. An injured employee is entitled to first aid and medical
care for an injury, to include hospital care when needed. The medical care is
to be provided by any duly qualified local private physician or hospital of the
employee’s choice within an area of 25 miles of the employing establishment or
employee’s home. When travel is necessary to receive medical care, the injured
employee may be furnished transportation and may be reimbursed for travel and
incidental expenses.

b. Continuation of Pay Traumatic Inur. An employee who sustains a dis-
abling, Job-related traumatic injury may use sick or annual leave, or request
.continuation of regular pay for a period not to exceed 45 clendar days. Manage-
ment will, on the basis of the information submitted by the employee, or obtained
on investigation, controvert (challenge) and stop the employee’s pay, if the claim
falls into one or more of the following listed categories. In all other cases, a
manager may controvert; however, the employee’s regular pay will not be interrupted
during the 45-day period unless the controversion is sustained by OWCP. The su-
pervisor will controvert and terminate pay only if:

(1) The disability is a result of an occupational disease or illness; or

(2) The employee is one who renders personal services similar to regular
employees but who works without pay or for only nominal pay. These persons gen-
erally are not carried in a regular, continuing pay status and frequently serve
as consultants, volunteers or contract employees; or

(3) The employee is neither a citizen nor resident of the United States
or Canada (i.e., a foreign national employed outside of the United States or
Canada); or



(4) The injury occurred off the employing agency’s premises and the
employee was not involved in official "off premise" duties; or

(5) The injury was caused by the employee’s willful misconduct; the

employee intended to bring about the injury or death of himself, herself, or
another person; or the employee’s intoxication was the proximate cause of the in-

Jury; or

(6) The injury was not reported on Form CA-l, within B0 days following
the injury; or

(7) Work stoppage first occurred six months or more following the injury;
or

(8) The employee initially reports the injury after his or her employ-
ment has terminated; or

i9) The employee is enrolled in the Civil Air Patbol, Peace Corps, Job

Corps, Youth Conservation Corps, Work Study.Programs or other similar groups.

c. Other Pay. The employee’s regular pay will not be interrupted during the

45-day calendar period unless the controversion is sustained by OWCP. When pay
is continued after the employee stops work because of disabling injury, it must
not be interrupted until:

(i) Receipt of medical information from the attending physician to the

effect that the employee is no longer disabled and the employee is able to return
to duty; or

(2) Receipt’of notification from OWCP that pay should be terminated; or

(3) The expiration of 45 calendar days.

d. Compensation. A sum based on loss of wages is payable by the U. S.
Department of Labor, subject to the appropriate waiting period after the 45th day
in case of traumatic injuries or from the beginning of pay loss in all other types
of injuries. When an injured employee loses pay due to temporary total disability

resulting from an injury, compensation is payable at the rate of 66 2/3 percent of
the pay rate established for compensation purposes. The compensation rate is

increased to 75 percent when there are oneor more dependents. Compensation begins
on the fourth day after pay stops. Compensation may not be paid while an injured

employee receives pay for leave. The employee has the right to elect whether to
receive pay for leave or to be placed in a leave without pay status and receive
compensation from OWCP. Employees so disabled may receive additional compensation,
not to exceed $500 per month,when the services of an attendant are needed con-

stantly because of the disability. If an employee is enrolled in a health benefit

plan or has an optional group life insurance plan in effect on the date of injury,

deductions will be made by OWCP from compensation payments due the employee. No
other dductions will be made; i.e., charity deductions, union dues, etc. In
cases of permanent total disability, an injured employee is entitled to compensa-
tion until death unless the employee is medically or vocationally rehabilitated.
An injured employee may receive compensationcomputed on loss of Wage-earning
capacity when unable to return to his usual employment because of partial disabil-

ity as a result of the injury. The compensation will be paid as long as thereis
a loss of wage earnings.

e. Buy-back of Leave. An employee may elect to take sick or annual leave,
or both, to avoid possible interruption of income. If the employee uses leave
and the claim for compensation is later approved, he or she may arrange with
the Civil Payroll Office to buy back the leave used and have it reinstated to
the employee s account. The amount of compensation approved would pay a part of
the buy-back cost and the employee would have to pay the difference. The
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employee’s share of the cost will depend on several factors such as the length
of the period of disability and tSe amount of Federal Income Tax which is with-
held from leave pay. No compensation payment may be paid while the employee
remains in a leave status. The Civil Payroll Office will arrange to have comp-
ensation paid directly to them for the part of.the buy-back cost covered.

f. Scheduled Awards. Compensation is provided for specified periods of
time for the permanent loss, or loss of use, of each of certain members, organs,
and functions of the body. Compensation for proportionate periods of time is
payable for partial loss, or loss of use of each member, organ, or function.
The compensation for scheduled awards will equal 66 2/3 percent of the employee’s
pay, or 75 percent of the employee’s pay when there is a dependent. Proper and
equitable compensation, not to exceed $3500, may be paid for serious disfigure-
ment of the face, head, or neck, if of a nature likely to handicap a person in
securing or maintaining employment. Compensation for loss of wage-earning capac-
ity may be paid after the schedule expires. It’is the employee’s responsibil-
ity to furnish medical information supporting continued disability. A scheduled
award may be paid concurrently with Other pay.

g. Dual Benefits. As a general rule, a person may not concurrently re-
ceive compensation from OWCP and a retirement or survivor annuity from the
Office of Personnel Management. Such person may elect to receive the more ad-
vantageous benefits. An employee may receive compensation concurrently with
military retired pay, retirement pay, retainer pay or equivalent pay for ser-
vice in the armed forces or other uniformed services, subject to the reduction
of such pay in accordance with Federal law (5 U.S.C. 5532(b)).

h. .Death Benefits

(i) Burial. A sum not to exceed $800 may be paid for funeral, and burial
expenses. Ana--tlonal sum of $200 is paid to the personal representative of
the decedent for reimbursement of the costs of termination of the decedent’s
status as an employee of the United States.

(2) Dependent(s)

(a) When there are no children entitled to compensation, the em-
ployee’s widow or widower may receive compensation equal to 50 percent of the
employee’s pay until death or remarriage. Upon remarriage, a widow or widower
will be paid a lump sum equal to 24 times the monthly compensation being paid
on his or her behalf, except that if such remarriage occurs on or after age 60,
the lump-sum payment will not be made and compensation will continue until the
beneflclary’s death.

(b) When there is a child entitled to compensation, the compensa-
tion for the widow or widower will equal 45 percent of the employee’s pay plus
15 percent for each child, but no more than 75 percent of the employee’s pay.
A childis entitled to compensation until he or she dies, marries, or reaches
18 years of age, or is over 18 and incapable of self-support. If an unmarried
child is a student when reaching 18 years of age, compensation may be continued.
It may not, however, be continued beyond the end of the semester or enrollment
period after the child reaches 23 years of age, has completed four years of
school beyond the high school level, or marries.

i. Restoration Rishts. In accordance with reference (b), a fully or
partially recovered employee is entitled to certain restoration rights as fol-
lows:

(1) An employee who fully recovers within one year of the date he/she
began receiving compensation is entitled to immediate and unconditional restora-
tion to the position left or an equivalent position.
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(2) An employee who takes longer than one year to recover after he/she
began receiving compensation is entitled to priority placement consideration to
the position left or an equivalent position.

(3) Every effort will be made to restore apartially recovered employee
or former employee, according to the circumstances in each case, who is able to-
return to limited duty.

9. Investigation of Injuries. All injuries resulting in Continuation of Pay
shall be investigated by a person designated by the head of the Command/Depart-
ment/Staff Section in which the injury occurred. Technical guidance during the
investigation will be provided by theSafety Director. Investigation will be
recorded on MCBCL Form 12810/1, example attached as enclosure (2), and forwarded
to the Employee Relations and Services Division, Civilian Personnel Office (copy
to Safety Director for coordination and implementation of any indicated correc-
tive action. Such investigations should begin not later than two working days
following the first day of lost time and be completed within five working days
from commencement of the investigation.

10. Limited Duty Work Assi6nment. To the maximum extent practicable and con-
sistent with medical findings and restrictions, every possible effort will be
made by llne management to utilize anemployee found fit for limited duty assign-
ment. If the employee cannot be effectively utilized within his permanent work
section, arrangements will be made, in coordination with the Employee Relations.
and Services Division, Civilian Personnel Office, to detail the employee to
another organizational entity withinthe Camp LeJeune Complex. Funding for such
details will be borne by the parent organizational entity.

ll. Representation.. A claimant may be represented by a person of his or her
choice on any matter pertaining to an injury or death occurring in performance
of duty. This representation should be authorized in writing by the claimant.
No claim for legal services or for other services rendered in a case, claim, or
award of compensation shall be valid unless approved by OWCP.

12. Hearing. A claimant who is not satisfied with n OWCP decision may ask for
a hearing before an OWCP representative. The request for a hearing must be made
to the Director of OWCP within 30 days after the decision. At the hearing, which
will be held at a location convenient to both the claimant and OWCP, the claimant
may present evidence in further support of the claim. After the hearing, OWCP
will issue a new decision.

13. Reconsideration. A claimant may ask OWCP to reconsider any determination
made by one of its offices. No special form is required to request this recon-
sideration, but the request must be addressed to the Director of OWCP in writing
and must state clearly the ground upon which it is based. It must also be
accompanied by evidence not previously submitted, such as new medical reports or
new statements and affidavits. There is no time limitation within which a
request .for reconsideration must be filed.

14. Appeals. A claimant may ask the Employees Compensation Appeals Board to
review final decisions by OWCP. To file an appeal the claimant should write to
the Employees’ Compensation Appeals Board, United States Department of Labor,
Washington, D. C. 20210. The review is based solely upon the case record in OWCP
at the time the final determination was made. New evldence-ls neither received
nor considered by the Board. Applications for review by the Board must be filed
within 90 days of the date of the final determination by OWCP.
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15. Other Requirements. In addition to the requirements contained in this Base
Order incident to the occupationalinjury of a Federal employee, reference (c)
also contains certain required actions incident to the Base Safety Program.

16. Applicability.. Having received the concurrences of the Commanding Officers
of Marine Corps Air Station (Helicopter), New River, Naval Regional Medical
Center, and Naval Regional Dental Center, this Order is applicable to those com-
mands.

DISTRIBUTION: C less Cat III
Plus 50 to CivPers0ff

J. R. FRIDELL
Chief of Staff





COMPENSATION PROGRAM PROCEDURES END ASSIGNMENT OF RESPONSIBILITY

Employee

I. Traumatic Injury

Upon bein5 inured:
Immediately report each injury to
immediate supervisor.

Securin Medical Treatment

Make a choice to he treated by a
Federal Medical Officer or hy a duly
qualified physician or hospital in
the commuting area. Once this choice
has been made (Ith the exception of
initial first aid treatment at Branch
Clinic, Building 15, written approval
must be obtained fro OC before a
change of physician nay he ade, if
bills are to he paid hy the Depart-
ment of Labor.

In an emergency situation, the nearest
qualified physician or hospital may
be utilized. If further treatment is

needed, the option exists to be treated
by a private physician. .ONote: Refer

ral to anbth@r’physican 6r hospital by

a physician or hospital does not re-
quire OWCP approval.)

Supervisor

Civilian Personnel Office,
Employee Relations and

Services Division

Whenever an employee of the Department
of the Navy suffers an injury on the

Job, no matter how slight, it is the

immediate and primary duty of the super-
visor to assure that the employee re-
ceives adequate medical treatment. The

employee hs the right to choose whether
to be treated at alFederal Mdical Facil-

ity or by a private physician or hospital.
The employee should he encouraged to seek

first medical treatment at Branch Clinic,
Building 15.

If employee elects treatment at Branch

Clinic, Building 15, authorize examina-

tion and appropriate medical care at
Branch Clinic, Building 15, by issuance

of NAVSO 5i00/R, Dispensary Permit,
and CA-17, Duty Status Reoort. Send
employee to Branch Clinic, Building 15.

Occupational
HealthNurse

Provide or obtain neces-
sary medical treatment.
Issue Form CA-1 and CA-7
(partially completed) to em-
ployee. If employee
requires referral to
private physician or
hospital, notify Compen-
sation Clerk.

Show or provide employee
with a copy of Privacy
Act Statement.



Employee

Report to authorized medical facility
with: CA-16, Request for Examination
or Treatment and CA-17, Duty Status
Report.

fter Initial Necessar Eedlcal
Treatment:

SuperVisor

If employee elects treatment
only by duly qualified pri-
vate physician or hospital,
contact the Compensation
Clerk, Civilian Personnel
Office.

Civilian Personnel Office,
Employee Relations and

Services Division

Compensation Clerk. Contact duly
qualified private physician or
hospital to ensure acceptance of
the patient.

Issue Forms CA-16 and CA-17 to
authorize treatment.

0o

Complete emplcyee section of CA-I
and give to superyisor, If time is
to be lost, prepare and sumit with
the CA-1 a Leaye Choice Form to select
the appropriate type of absence.

Return to work as soon as the attend-
ing physician adylses.

Advise physician or hospital to for-
ward bills to Employee Relations and
Services Diyialon, Ciyillan Personnel
Office. Marine Corps Base, Camp LeJeune,
NC 2852.

Complete supervisory section
of CA-l, deliver "Receipt of
Notice of Injury" ud forward
to Safety Director.

Code Time Card to reflect any
time off as follows:

"OCC INJ" on injury date
and sign employee out at reg.-
ular time even though he/she
left work for treatment and
was sent home.

"TI" on following day or
shift to reflect 45-day COP
period (only if a traumatic
injury case).

Compensation Clerk. Receive CA-1
and ensure issuance of other
appropriate forms.

Receive medical bilis and other
forms from physicians and hos-
pitals and transmit to OWCP for
payment.

"WCP" Leave without pay
for purposes of claiming com-
pensation.

"A" or "S" Sick or Annual
Leave. (Note: Time Cards must
Be consistent with Leave Choice
Form and CA-1.)

If employee’s request for COP Compensation Clerk. Review circum-
does not appear to be warranted stances and advise supervisor of ap-
OP must either be terminated propriae procedure(s) to follow.
or controverted.



Supervisor

Civilian Personnel Office,
Employee Relations and

Services Division

Contact Compensation Clerk for
guidance.

If injury will result in lost time,
notify the cognizant head of em-
ployee’s organization of nJury and
request investigation.

Compensation Clerk. Upon
receipt of CA-1 or other
report indicating lost time,
contact cognizant Command/
Department/Staff Section to
ensure investigation of lost
time accident is being in-
vestigated in accordance
with paragraph 9 of this
Base Order.

Report for duty upon helng notified of
the availability of limited duty work
assignment. Failure to do so will re-
sult in termination of COP and unauth-
orized absence status.

Upon receipt of notification of em-
ployee’s limited duty restrictions,
expend every effort to locate and
provide work in employee’s permanent
work section or another workslte
in cooperation with Employee Rela-
tions and Services Division.

Compensation Clerk. Obtain
a Form CA-17 at earliest
practicable date and notify
supervisor of limitations
for consideration of a lim-
ited duty work assignment.

Return to Work Lost Time InSumles

C
t
0

Report to Supervisor for referral to
Occupational Health Nurse, Pmanch
Clinic, Buildln 15.

If treated by private physician, a
release statement indicating return to
duty is required. If returning for as-
signment to limited duty, medical cert-
ification will be provided by Federal
Medical Officer in conjunction with
medical reports received from a private
physician.

Refer employee to Occupational Health
Nurse. Upon receipt of completed re-
lease from Branch Clinic Bldg. 15,
assign employee to duties consistent
with available medical data.

Contact Compensation Clerk for com-
pletion of CA-B.

Compensation Clerk. Upon
being notified of employee’s
return to duty, complete
Form CA-3 and forward with
other documents to 0WCP.

Occupational Health Nurse.
Ensure returning employee
is fit for the full or limit-
ed duty and that proper med-
Ical certification exists. o



Employee

2. Recurrence of Traumatic Inur
When an Inur RecUrs

Report a recurrence of injury to
supervisor immediately.

If still eligible Cless than six
months from return to ork from
initial disability and did not use
.the whole 45-day perlod, may request
to be placed on COP. If Inellglhle,
may elect annual or sick leave or
.leave without pay and file a claim
for compensation. Prepare a leave
choice form and appropriate CA-7.

Report for duty.upon helng notified
of availability of limited duty work
assignment. Failure to do so will re
sult in termination of COP and un-
authorized absence tatus.

Return to Nor FolloInRecurrence
of Traumatic Injury;

Report to SuerIs0r for referral to

SUerVisor

Immediately notify the Compensation
Clerk of the recurrence and submit aCA-17.
If less than six months from date em-
ployee first returned to work follow-
ing the initial disability, and some
of the.5-day period still remains,
place employee on COP. If longer
than six months, COP may not be auth-
orized. Employee may elect sick or

Civilian Personnel Office,
Employee Relations and

Services Division

annual leave to continue income or employee wishes to file for
leave without pay and claim compensa- compensation, prepare CA-T
tion. or CA-8.

Compensation Clerk. Upon
notification of recurrence,
submit Form CA-2a to OWCP.
If less than six months fol-
lowing last medical treat-
ment, issue Forms CA-16 and
CA-17 to obtain medical
treatment. If longer than
six months, prior approval
of OWCP is required. If

Upon receipt of notification of em- Compensation Clerk. Obtain
ployee’s limited duty restrictions, a For CA-I at earliest
expend every effort to locate and practicable date and notify
provide work in employee’s ermanent supervisor of limitations
work section or another worksite for consideration of a llm-
in cooperation with Employee Relations Ited duty work assignment.
and Services Division.

efer eloee to Occupational Health Compensation Clerk. Upon
Occupational Hmaltk Nurae Branch Clinc, urse.
Building 15. If treatment was by pri-
vate physician, a release statement in-
dicating return to duty Isrequlred.

If returning for assignment to limited
duty, medical certification will be
provided by Federal Medical Officer in

onJunction with medical rports received
tom private physician.

On receipt of completed re- being notified of employee’s
lease from Branch Clinic, Building 15, return to duty, complete
ssign employee to duties consistent Form CA-3 and forward with
with available medical data._ other documents to 0WCP.

Occupational Health Nurse.
Contact Compensation Clerk for com- Insure returning employee is
oletion of CA-3. fit for the full or limited

duty and proper medical cert
fibatlon exists.

0o



Employee. Supervisor

3, Non-Traumatic__cl__9r_/Occupational Disease or lllness

When Disabled

lmedlately report the disabilit o
supeEvisor.
When referred to Compensation Clerk
by Supervisor, prepare forms CA-2,
CA-4, and provide Medical Certifica-
tion required.

Elect sick, annual or leave without
pay by completing a Leave Choice Form.

Report for duty upon being notified
of availability of limited duty work
assignment. Failure to do so will
result in termination of compensation
and unauthorized absence status.

Return to Work Folloin Non-Traumatic
Injury/Occupational Diseaseor Illness

Report to Supervlaor for referral to
Occupational Health Nurse, Branch
linic, Building 15. If treatment was
by private physician, a release state-
.ment indicatin return to duty is re-
quired.
If returning fcr assignment to limited
duty, medical certification will be
provided by Federal Medical Officer
in conjunction itk edical reports
received from priate physician.

Refer the employee to Compensation
Clerk, Employee Relation and Ser-
vices Division Ith CA-17.

Upon receipt of notification of
employee’s, limited duty restric-
tions, expend every effort to locate
andprovide work in employee’s per-
manent work section or another
worksite In cooperation with Em-
ployee Relations and Services Divi-
sion.

Upon receipt of completed release
from Branch Clinic, Building 15,
assign emoloyee to duties consis-
tent with available medical data.

Contact Compensation Clerk for com-
pletion of CA-B.

Civilian Personnel Office,
Employee Relations and

Services Division

Compensation Clerk. Pro-
vide employee with Forms
CA-2 and CA-4 for report-
ing the occupational dis-
ease. Upon receipt of
completed forms, return to
employee the "Receipt of
Notice of Disease or Ill-
nest" Obtain appropriate
medical certification.
Submit paperwork to OWCP.
Advise employee of right to
elect sick, annual or leave
without pay. Issue CA-16
and CA-17 if approved by
OWCP.

Compensation Clerk. Upon
being notified of employee’s
return to duty, complete form
CA-B and forward with other
documents to OWCP.

Occupational Health Nurse.
Ensure returning employee is

fit for the full or limited
duty and that proper medical
certification exists



Employee

4. Recurrence of Non-TraumaticInJury/
Occupational Disease Or Illness

When Disabilit Recurs

Report recurrence of disability to
immediate supervisor.

Upon referral by supervisor to Em-
ployee Relations and Services Division,
prepare Form CA-4 and provide any sup-
porting documentation requested by
Compensation Clerk.

Supervlsor

Refer employee to Compensa-
tion Clerk, Employee Rela-
tions and Services Division
with CA-17.

Civilian Personnel Office,
Employee Relations and

Services Division

Compensation Clerk. Pre-
pare and submit a Form CA-2a.
If employee desires to claim
compensation and a Form CA-4
was not submitted following
original disability, one
should be completed and sub-
mitted to OWCP. If form
CA-4 was submitted, compensa
tion may be claimed by filing
Form CA-8 with supporting
medical evidence. If employee
does not return to duty be-
fore the date CA-2a is sub-
mitted to OWCP, submit Form
CA-B, upon employee’s return
to duty.

Report for duty upon being notified of
availability cf limited duty ork
signment. Failure to do so will re
sult in termination of compensation
and unauthorized absence status.

Upon receipt of notification of Compensation Clerk. Obtain

employee’s limited duty restrictions, a Form CA-17 at earliest

expend every effort to locate and pro- practicable date and notify

vide work in employee’s permanent supervisor of limitations

work section or another worksite for consideration of a llm-

in cooperation with Employee Rela- ited duty work assignment.

tlons and Services Division.



Employee

Return to Work FolloIn5 Hecurrence of
Non-Traumatlc Inur/0ccupational Dis-
ease or Illness

Report to Supervisor for referral to
Occupational Health. Nurse, Branch Clinic,
Building 15. If treatment was by private
physician, a release statement indicating
return to dut is required. If returning
for assignment to limited duty, medical
certification lll he provided by Federal
Medical Officer in conjunction Ith
medical reports received, from private
physician.

Supervisor

Upon receipt of completed re-
lease from Branch Clinic, Build-
ing 15, assign employee to
duties consistent with avail-
able medical data.

Contact Compensation Clerk
for completion of CA-3.

Civilian Personnel Office,
Employee Relations and

Services Division

Compensation Clerk. Upon
being notified of employee’s
return to duty, complete
Form CA-3 and forward with
other documents to OWCP.

Occupational Health Nurse.
Ensure returning employee
is fit for the full or lim-
ited duty and that proper
medical, certification exists.

O O





BO 12810.1

TRAUMATIC INJURY RESULTING IN CONTINHATION OF PAY INFORMATION/
FOLLOW-UP REPORT

MCBCL 12810/1

Name
oe, John (N)

Carpenter
Date of Injury

Organization
Baint." MCB. CLNC

Pay No.
2341-1234

Date Injury Reported Immediate

2-13-80 2-1380
1. Nature & circumstances of injury

Supervisor

John p. Jone

Fall and injured right arm while reaching in an awkward position
to drive a nail.

2. What evidence determined that injury occurred on the Job?

Occurred in Carpenter Shop in front of two witnaa.

Was a supervisor present at time of injury? Yes /X/

I. M. Bo, Maintenance Foreman

No / /

4. Has injured employee had similar injuries, in the past?

e -. No /-7 Explain. On 8 January 1979, employee fell
and njura hip.--

5. a. What unsafe condition or act contributed to the injury?

Mr. Poe wa tanding on a box on a chair to perform tak.

b. Was there a violation of a safety rule or practice?

Ve. Employee hoId have ued a ladder.

6. Was necessary safety equipment available? Yes /X/
Explain. Step ladder wa available for

No /__/

7. Did employee use adequate equipment to perform task safely?

Yes /___ No / Explain. Should ave aed a ladder.

Tak wa minor and ladder wa not readily available o employee
improvised.

ENCLOSURE (2)
I
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What training or instructions have been provided to employees
that might have prevented the injury?

Salary la.ctaras.ara givazm.aaa on a qaartzrly bai.

9. What corrective action has been taken?

and apevor witness.

Signature of Investigator Title/Phone Number

@arpente General
5678

CPO USE ONLY

1. Has employee filed previous TI?

e. 8 Janaay I779.

2. Number of similar accidents resulting in TI for this employee

Average number of days of COP per injury for this employee in
the last two years.

2

2
ENCLOSURE (2)



BASE ORDER 12630.IG

UNITED STATES MARINE CORPS
Marine Corps Base

Camp. LeJeune, North Carolina 28542

B0 12630.IG
CPO/RES/sc

From: Commanding General
To: Distribution List

Subj.:

Ref:

Absence and Leave for Civil Service Employees

(a) FPM/CMNI/CPN 990-2, Book 630 (NOTAL)
(b) Negotiated Agreement with AFGE, Local 2065
(c) BO 12750.1G
(d) BO 12792.1C
(e) FPM Ltr 630-22 (NOTAL)
(f) BO 12335.2B

Encl: (i) Holidays
(2) Annual Leave
(3) Sick Leave
(4) Absence for Maternity Reasons
(5) Military Leave
(6) Court Leave
(7) Leave Without Pay
(8) Administrative Excusals

*Report Required: Review of Sick Leave (Report Symbol MCB 12630-1) par. 3

1. Purpose. To provide local policies and procedures for administering the ab-
sence and leave regulations in accordance with references (a) through (f). Ref-
erences (a) and (e) are available for review in the Civilian Personnel Office.

Enclosures (1) through (8) provide detailed guidance available relative to the
voms ty.pes of leave and absences that apply to employees of the activities
cdered by this Order.

2. Cancellation. B0 12630.1F.

3. Gneral. Proper advnistration of the absence and leave regulations in accor-
dance with the prescribed procedures and policies as set forth herein is essential
to effective and economical management. To the employee, adherence to this Order

and the guidance of the supervisor provide protection of salary and position during
periods of authorized absences. The lack of adequate supervisory controls over
the use of leave privileges results in unnecessary absences, lower morale,increased
cost, and decreased production. It is therefore emphasized that suoervisors who
are authorized to approve leave must assure that employees know and follow the

instructions in this Order. It is incumbent upon each level of supervision and
management to take immediate appropriate corrective action when it is recognized
*that leave privileges are being abused. In order to control possible sick leave
abuse, a thorough review of sick leave usage in each Narine Corps Base work center
is to be conducted by the staff section head or commanding officer of subordinate
unit at the end of the 6th, 13th and 19th pay periods and at the end of the leave

year. If the review of the work center reveals that the sick leave used amounts
to 60% of the total earned, a report of the review containing the soecfic
taken or to be taken will be submitted to the Commanding General (Attention: Assis-
tant Chief of Staff, Manpower) within 20 days following the review period. At
Marine Corps Air Station (Helicopter), New River, this review of sick leave usage
will be conmucted by the supervisor upon notification from the S-I Officer that

the employee has used more than 60% of sick leave earned. A report of the review

containing soecific corrective action to be taken will be submitted to the Command-

ing Officer (Attention: S-I Officer) within 20 days following notification.
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4. Requestln5 and Recordln Leave. Standard Form 71 (Application for Leave)
shall be used for requesting and supporting sick leave in excess of three work-
days. This form will be completed, including the required medical certification,
approved by the authorizing official and submitted with the BI-Weekly Time and

* Cost Card to the Civil Payroll Office, or Budget and Accounting Office, MCAS(H),
New River, as appropriate, or within 15 days after the employee returns to duty
if the Time and Cost card has already been submitted. Standard Form 71 is not
required for periods of sick leave of three workdays or less or for any other
type of leave unless specifically required. Supervisors may use Standard Form 71
for leave requests within their respective units for subsequent recording on the
Bi-Weekly Time and Cost Cards. Sick leave of three workdays or less and all
other leeves of absence shall be requested and approved on the BI-Weekly Time and
Cost Card. The employee is required to initial each absence opposite the days
involved. The space marked "Extra in and out" may be utilized for initialing.
The supervisor is required to either sign the Bi-Weekly Time and Cost Card or
initial each absence entry. When it is not feasible or practical to obtain the
initials of the employee and supervisor, a Standard Form 71 will be submitted with
the BI-Weekly Time and Cost Card regardless of the number of days involved.

5. Authority to Approve Leave. Authority to approve advance annual leave, ad-
vance sick leave, leave without pay in excess of five workdays, and excused ab-
sence designated in this Order or reference (b) is hereby delegated to the Civil-ian Personnel Officer. Authority to approve all other leave, unless otherwise
specifically delegated, is hereby delegated to Commanding Officers of subordinate
units or heads of staff sections. This authority should be redelegated to the
immediate supervisor whenever feasible. When this is not practical, such auth-
ority should be redelegated to the lowest level appropriate in the circumstances.

6. Charging Leave. Leave shall be charged only for absence on days on which an
employee would otherwise work and receive pay and shall be exclusive of holidays
and all nonworkdays established by Federal statute or by executive or administra-
tive order. The minimum charge for leave is one hour and additional leave shall
be charged in multiples of one hour. There is no authority to combine leave ab-
sences on parts of two or more calendar days to provide for a minimum grant of
annual or sick leave. Absences within a single day, however, will be accumulated
for purposes of charging leave. Unless absence is in a holiday listed in enclo-
sure (1) or administratively excused under the provisions of enclosure (8) of
this Order, all absences from duty must be charged to one or a combination of the
kinds of leave enumerated in this Order or to absence without leave. Absence
without leave is charged for the exact amount of time the employee is absent.

7. Obtaining Leave in Unforeseen Circumstances

a. There is no automatic entitlement to approved leave on the sole basis
that unforeseen circumstances, in the employee’s opinion, require absence from
duty. The determination whether to approve or disapprove requested leave which
was not approved in advance rests with the supervisor authorized to approve
leave.

b. The reason for an absence not approved in advance must be reported to the
supervisor concerned within the time limits set forth in enclosures (2) and (3).
Such reports may be made by telephone or message by a fellow employee.

c. There is no remission of the requirement that supervisors must be in-
formed of the reason for an absence not approved in advance. Failure to notify
the supervisor as required may result in an unforeseen Justifiable absence being
charged as unauthorized absence. In genuine emergencies, such as serious acci-
dent or illness or death in the employee’s immediate family, supervisors should
exercise due consideration in enforcing reporting requirements. Mere unforeseen
circumstances, such as minor accidents requiring repairs to automobiles or prop-
erty, or ordinary illness of the employee or family members do not Justify fail-
ure to notify the supervisor concerned promptly.
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d. It is suggested that each employee be given a wallet size card showin
the supervisor’s telephone extension number, telephone extension of relief or

other supervisor authorized to approve leave, and the vailing address at work.

8. Indebtedness for Unearned Leave upon Separation. Refund of any unliquidated

unearned annual and sick leave will be made upon separation except when the em-

ployee is separated by death or by disability retirement, or is unable to return

to duty because of disability.

9. Miscellaneous Problems. Questions and problems that may arise in applying

the provisions of this Crder should be referred to the Civilian Personnel Office,
extension 1579. Questions and problems arising at Marine Corps Air Station

(Helicopter), New River, should be referred to the S-1 Officer, extension 6702.

* 10. Timekeepin5 Procedures. Provisions relating to timekeeping procedures con-

tained herein are applicable to Marine Corps Base, Camp LeJeune, the Naval

Regional Medical Center and the Naval Regional Dental Center, but not to the

Marine Corps Air Station (Helicopter), New River, which will comply with other

applicable directives.

ll. Action. Organizational Commanders, Heads of Staff Sections, Department
Heads, and Chiefs of Services will ensure all supervisors are thoroughly

familiar with the contents of this directive and that the directive is made

available to the employees upon request.

12. Chance Notation. Significant changes contained in this revision are de-

noted by asterisks (*) in the outer left margin.

13. Concurrence. Having received the concurrences of the Commandinz Officers

of Marine Corps Air Station (Helicopter), New River, Naval Regional Medical

Center and Naval Regional Dental Center, this Order is applicable to those

commands.

Chief of Staff

DISTRIBUTION: C less Cat III
Plus 50 to CivPersOff
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i. General. The following days have been designated as legal holidays and non-
workdays for Federal employees:

a. New Year’s Day (1 January)

b. Washington’s Birthday (third Monday in February)

c. Memorial Day (last Monday in May)

d. Independence Day (4 July)

e. Labor Day (first Monday in September)

f. Columbus Day (second Monday in October)

g. Veterans’ Day (ll November)

h. Thanksgiving Day (fourth Thursday in November)

i. Christmas Day (25 December)

2. Absence on Holidays. Employees shall not be charged leave for absence on
holidays. Failure to report for work on a holiday when ordered to do so, how-

ever, shall be treated the same as any other unauthorized absence.

3. Wage Employees Whose Appointments are Limited to 90 Days or Less. Such em-
ployees are not entitled to pay for a holiday on which no work is performed, un-
less they have a regular tour of duty and have served continuously without a
break in service for 90 days or more under any combination of types of appoint-
ments.

ENCLOSURE (I)





BO 12630.1G
11 DEC

ANNUAL LEAVE

i. Accrual and Credit. An employee whose appointment is for 90 days or longer

earns and is credited with annual leave beginning with the first full biweekly

pay period in a duty status. If an appointment is for less than 90 days, an em-

ployee is not entitled to annual leave until after being employed for a contin-

uous period of 90 days under successive appointments without a break in service.

When leave in excess of that earned is requested, leave without pay, not to ex-

ceed five workdays, may be approved by the supervisor.

a. Full-time employees accrue leave as follows:

(1) Less than three years of service four hours for each full biweekly
pay period (104 hours or 13 days per year).

(2) Three, but less than 15 years of service six hours for each full

biweekly pay period, except that the accrual for the last full biweekly pay per-
iod in the year shall be l0 hours (160 hours or 20 days per year).

(3) Fifteen years or more service eight hours for each full biweekly

pay period (208 hours or 26 days per year).

b. Firefighters who are paid annual premium pay in lieu of overtime, night

differential, and holiday pay will be credited and charged with annual leave
on the basis of each 24-hoar workday within the regularly scheduled work-

week.

2. Maximum Accumulation

a. Employees are entitled to accumulate annual leave until it totals not
more than 30 days at the beginning of the first complete biweekly pay period in

any year. Leave in excess of this limitation to the credit of employees at the

end of the last complete pay period in 1952 may remain to the employees’ credit

until used. Accumulated annual leave in excess of the maximum permissible carry-
over is automatically fo2feited at the end of the leave year.

b. Under certain conditions (as outlined in paragraph 8), the automatic for-

feiture of accumulated annual leave in excess of the maximum permissible carry-
over may be temporarily suspended and part or all of such forfeited leave re-
stored to a special leave account.

3. Grantin Annual Leave

a. Annual leave is provided so that employees may have time off for rest,
recreation, vacations, and for personal and emergency purposes. The taking of
nnual leave is an absolute right of the employee, subject to the right of man-
agement to fix the time at which leave may be taken. Management is responsible

for the planning and effective scheduling of annual leave for use throughout the

leave year. While employees also have an obligation to request annual leave in

a timely manner, failure on the employees’ part to do so does not relieve manage-
ment of its responsibility to assure that the leave is in fact scheduled for use.
When an employee chooses not to use scheduled annual leave to avoid forfeiture,
there is no entitlement to have the forfeited leave restored for later use. An-
nual leave which has been approved may not subsequently be a basis for discipli-

.nary action.

b. Annual leave to an employee’s credit may be granted at any time during

the leave year. Supervisors authorized to approve leave are responsible for

determining when and to what extent annual leave is granted. To the maximum ex-

tent possible, leave granted should include one period of 80 hours for rest and

ENCLOSURE (2)

1
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relaxation. Adequate planning must be undertaken to provide scheduled vacations
and otherwise grant annual leave in the best interests of maintaining maximum
efficiency and production. In this connection, supervisors will solicit leave
requests, for normally not more than two weeks, during the following periods:
1-15 November for leave during the first half of the next leave year (approxi-
mating January through June); 1-15 May for leave during the last half of the
current leave year (approximating July through December). Any problem arising
as a result of two or more employees requesting the same period, and all re-
quests cannot be approved, will be resolved by giving preference to the employ-
ee(s) with the earliest Federal Service Computation Date. Requests for vefor the weeks in which Christmas Day or New Year’s Day fall shall be granted on
a rotational schedule regardless of the Service Computation Date. Supervisors
will avoid conveying the impression that the nonuse of annual leave is in itself
desirable or commendable.

c. Supervisors authorized to approve leave will, during the leave-request
period 1-15 November, also solicit requests for annual leave that may be for-
feited at the end of the current leave year. Such leave not requested by the
employee will be scheduled by the supervisor no later than the end of the pay
period in which the leave-schedullng period ends. Whether requested by the em-
ployee or scheduled by the supervlsor, all such leave will be properly documented
on a Standard Form 71 (Application for Leave). When an employee chooses not to
use annual leave scheduled to avoid forfeiture, the declination will be docu-
mented on or attached to the Standard Form 71.

d. A liberal leave policy shall be followed in circumstances such as, but
not limited to, the following:

(i) Death in the employee’s immediate family.

(2) Illness in the employee’s immediate family where the employee’s care
and attendance is required and the nature of the illness does not permit the use
of sick leave.

(B) Religious observances.

e. Normally annual leave (and leave without pay) will not be granted when it
is known in advance that an employee is to be separated. Upon separation from
Federal service, employees are entitled to a lump-sum payment for all annual
leave credited to the employee’s leave account(s). There are, however, situa-
tions in which the granting of leave may be appropriate even though it is known
in advance that the employee is to be separated without a return to duty. Ex-
ceptions may be made for employees under notice of reduction in force, to provide
tine for settling personal affairs to employees entering military service, to
permit career or career-conditional employees to seek and/or continue Federal
employment, and pending approval of disability retirement or compensation. The
effective date of separation will be the employee’s last day of work unless one
of the above circumstances Justify an exception.

Requiring Use of Annual Leave

a. Employees may be placed on annual leave with or without their consent
whenever it is necessary to do so for administrative reasons. This discretion
does not apply to a personal disciplinary-type situation when the employee is
ready, willing, and able to work, in which case the suspension procedures con-
tained in reference (c) apply. The following are examples of situations in which
an employee may be required to use annual leave, subject to the provisions of
paragraph b, below.

(1) Equipment breakdown or power failure.
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(2) Lack of material.

(3) Storms, floods, and other natural phenomena.

(4) Temporary reduction in workload.

(5) Temporary periods when operations are uneconomical.

(6) To reduce annual leave accumulations.

b. In cases of interrupted or suspended operations, employees who cannot
be assigned to other work will be required to use annual leave in all cases
where 24hours’ advance notice in a pay status (one workday) can be given.
If a situation develops too late to give 24 hours’ advance notice, employees
who cannot be assigned to other work will be required to use annual leave
only if notice can be given before the end of their shift immediately
preceding the one in which they are to be placed on leave. Such involuntary
use of leave without 24 hour notice may not exceed five days in any leave
year. If the advance-notlce requirements cannot be met, employees who cannot
be assigned to other work shall be excused in all instances in accordance with
enclosure (8).

c. The foregoing applies only to conditions that cannot be reasonably fore-
seen. Circumstances such as reduction of leave accumulations are not considered
"unforeseen." Employees required to reduce large leave balances shall be given
the maximum notice possible.

d. When the use of annual leave is directed and the employee has no annual
leave available, the employee will be granted advance leave not to exceed that
amount to be earned in the remainder of the current leave year. If insufficient
advance leave is available the employee may be granted the balance as leave
without pay. If LWOP is not requested, every effort will be made to assign
other duties elsewhere in the department, in another department, or even at
another activity. If this is not possible, furlough may be used as a last resort.
Cases in which a furlough appears to be necessary will be referred to the
Civilian Personnel Officer. Referrals from the Marine Corps Air Station
(Helicopter), New River, will be sent via the S-1 Office.

5. ReQuests for Annual Leave

a. Annual leave should be requested and approved before the absence begins.
The supervisor will notify the employee of the approval or disapproval of a leave

request as soon as possible prior to the first day of leave. If workload does

not warrant approval of the requested leave, the supervisor must initiate action
to rescheduleany leave subject to forfeiture.

b. Occasions will arise during off-duty hours, however, when absence from
the Job without prior authorization may be requested. In such cases:

(I) Employees, except persons working in areas where 24-hour coverage is

required, must report reasons for such absences to the supervisor not later than
two hours after the beginning of the work schedule on the first day of such ab-
sence or as soon as possible thereafter.

(2) Employees working in areas where 24-hour coverage is required will

when possible give at least two hours’ notice prior to the beginning of their

work shift when they know they will be unable to report for work. The employee
is responsible for making every reasonable effort to ensure that notification is

made,to include the reason for the absence and the estimated duration. If the
employee finds that leave is required beyond that originally estimated, the super-
visor will be advised not later than the last day of the originally reported ab-
sence. The reasons.for and anticipated length of the continuing absence will be

provided.
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(3) Such absences may be approved only on a tentative basis. The noti-
fication of the reason for absence does not mean that the leave requested will
be approved since the absence must be Justified upon return to duty.

6. Status of Absent Employee when Leave was not Requested and Approved in Ad-
vanc e

a. When notice is not received on the first day from the employee explain-
ing the unauthorized absence, the tlmecard will reflect absent without leave
(AWOL). Succeeding days of absence will also reflect AWOL when notice of the
reason for absence is not received. The entry on the timecard shall not be ad-
Justed unless extenuating circumstances Justify it.

b. Where notice is received and the employee requests annual leave under
circumstances that Justify it, the entire period of absence shall be reported
on the timecard as "A."

c. Where notice is received on the first day of absence or a later day of
continuing absence, and the employee requests annual leave under circumstances
which do not appear to Justify absence without prior authorization, the employee
shall be so informed, if possible, and the period of absence reported on the
timecard shall remain as absent without leave. Absence so reported shall not
later be adjusted to annual leave unless, upon return to duty, the employee
requests reconsideration of the case and the supervisor reverses the previous
decision.

d. Eployees who are denied annual leave in those cases where it is not
requested and approved in advance will, upon request, be provided the reason for
such denial in writing.

e. When unauthorized absence exceeds five consecutive workdays, the super-
visor will make every effort to contact the employee by telephone, through co-
workers, or by letter to determine the reason for absence and whether or not the
employee intends to return to duty. If it appears that the employee has aban-
doned his position, the supervisor shall take action in accordance with the pro-
visions of reference (c).

7. Advance Annual Leave

a. Annual leave of 24 hours or more, but not exceeding annual leave that
will accrue to an employee during the leave year, may be advanced for humani-
tarian reasons, e.g., death in the immediate family. Requests for advance annual
leave will be prepared in letter form and forwarded through official channels to
the Civilian Personnel Officer in triplicate. The unit or section head’s en-
dorsement should recommend approval or disapproval. There must be reasonable
assurance that the employee will be in a duty status long enough to earn the
advance leave. Should the employee be separated, the advance leave must be
liquidated by refund or off-set against the retirement fund unless the separa-
tion is due to death, disability retirement, or inability to return to work
because of illness.

b. No advance leave will be granted to an employee who has been issued a
letter of caution or requirement during the preceding year.

8. Restoration of Forfeited Leave

a. Conditions. Under certain conditions, the normal rule that requires that
annual leave in excess of the maximum permissible carry-over be automatically
forfeited at the end of the leave year may be suspended. These conditions are:
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(i) Administrative error when the error causes the loss of annual leave

otherwise accruable after 30 June 1960. Restoration to an employee of any an-
nual leave that might be forfeited because of such error is permitted when the

error is discovered and the employee’s leave record is adjusted to provide prop-
er credit and this results in a forfeiture due to the 30-day carry-over restric-

tion.

(2) Sickness of the employee when it interferes with the usage of sched-

uled annual leave that is subsequently forfeited.

(3) Exigencies of the public business or operational demands, when of

such magnitude or significance that the employee cannot be excused from duty to
avoid forfeiture of scheduled annual leave.

b. Request for Restoration

(1) Administrative error. Employees who have, due to administrative
error, forfeited annual leave may have all such leave restored so long as the

leave was accruable after 30 June 1960, even though the error may have occurred

before 30 June 1960. In addition to retroactive adjustment, there is continuing
authority for future restoration of all leave to which an employee is entitled

in correcting an administrative error of leave earned after 30 June 1960, even

though the error occurred before that date. Requests for restoration of for-

feited annual leave due to adZnistrative error will be prepared in letter form

and forwarded to the Civilian Personnel Officer in triplicate. The request
should contain the amount of leave forfeited, the leave period(s) involved, and

reasons why the leave should not have been forfeited. Any letters, personnel

actions, or documentary evidence in support of the request should be referenced
* or attached. If the request is approved, the Civil Payroll Office or Budget

and Accounting Office, Marine Corps Air Station (Helicopter), New River, as

appropriate, will be advised by memorandum, with a copy to the eployee. If

disapproved, it will be returned to the employee by memorandum, with reasons.

(2) Sickness. Employees who forfeit scheduled annual leave due to sick-

ness, injury, or any other medical condition for which paid sick leave would be

approved may request restoration of such leave provided that:

(a) The annual leave was scheduled in writin in advance of the onset

of the sick leave (must meet requirements of paragraoh 3c .above); and

(b) The period of absence due to the sickness occurred at such time

late in the leave year or was of such duration that the annual leave could not

be rescheduled for use before the end of the year to avoid forfeiture. Requests
for restoration of forfeited annual leave because of sickness will be prepared

in letter form and forwarded to the Civilian Personnel Officer in triplicate,

via the unit or section head concerned. Such requests must enclose a statement
from the employee’s private physician indicating the beginning and ending dates

of the perlod(s) of treatment or care, and completed Standard Form 71 (Applica-
tion for Leave) showing that the annual leave was scheduled and approved prior

to the beginning of the sick leave period(s). The forwarding endorsement of the

unit or section head shall certify that the sickness occurred at such a time late

in the leave year or was of such duration that the annual leave could not be re-

scheduled for use before the end of the year. If the request is approved, the

* Civil Payroll Office or Budget and Accounting Office, Marine Corps Air Station

(Helicopter), New River, as appropriate, will be advised by memorandum, with a

copy to the employee and the unit or section head concerned. If disapproved, it

will be returned to the employee by memorandum, with reasons, with a copy to

the unit or section head concerned.

(3) Exigencies of the public business
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(a) Scheduled annual leave of an employee will not be cancelled be-cause of an exigency or operational demand, anticipated or unanticipated, withoutthe prior approval of the Senior Command Official when such cancellation may re-sult in the forfeiture of scheduled leave at the end of the leave year.

(b) Requests for approval to cancel scheduled annual leave that maybe forfeited will be prepared and forwarded via the chain of command to the Com-
manding General/Commanding Officer (Attn: Civilian Personnel Officer) in trip-
licate. Such requests will include the nature of the exigency, specify beginningand ending dates of the exigency period, reason(s) why the exigency is of such
importance that annual leave may not be used during the period, and a list of
employees affected. In emergency situations, telephone requests, subsequently
supported in writing, may be accepted.

(c) In accordance with reference (e), the Civilian Personnel Officeris hereby designated as the management official authorized to determine if a
given exigency or operational demand is of such importance as to preclude the
use of scheduled annual leave to avoid forfeiture.

(d) Requests for restoration of forfeited annual leave due to an
exigency or operational demand will be prepared in letter form and forwarded to
the Civilian Personnel Officer in triplicate via the unit or section head con-
cerned and must include the following documentation, as necessary, on or attach-
ed to the Standard Form 71 (Application for Leave):

The calendar date(s) the leave was scheduled and approved;

The date(s) during which the leave was scheduled for actual
use and the amount of leave that was scheduled for use;

The beginning and ending dates of the exigency and a copy of
the approval to cancel leave;

The calendar date the cancelled leave was rescheduled for use;

The date(s) during which the leave was rescheduled for use
and the amount of leave that was rescheduled for use.

* If the request is approved, the Civil Payroll Office or Budget and Accounting
Office, Marine Corps Air Station (Helicopter), New River, as appropriate, will be
advised by memorandum with a copy to the employee. If disapproved, it will be
returned to the initiator by memorandum with reasons.
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1. Accrual and Credit

a. Full-time employees shall accrue sick leave on the basis of four hours
for each full biweekly pay period. There is no limit on the amount of sick
leave which an employee can accumulate.

b. Firefighters paid premium compensation in lieu of overtime, night dif-
ferential, and holiday pay, will be credited and charged with sick leave on the
basis of each 24-hour workday within the regularly scheduled workweek.

2. Granting Sick Leave

a. Sick leave shall be granted to an employee when the employee:

(I) Receives medical, dental, or optical examination or treatment;

(2) Is incapacitated for the performance of duties by sickness, injury,
or pregnancy and confinement;

(3) Is required to give care and attendance to a member of hls/her im-
mediate family who is afflicted with a contagious disease; or

(4) Would Jeopardize the health of others by being present at work be-
cause of exposure to a contagious disease.

(a) For the purpose of this Order, a "contagious disease" is one
which must be reoorted to the Health Department and requires isolation, quaran-
tine, or restriction of movement for a particular period based on regulations
prescribed by local health authorities.

(b) Sick leave will be granted to an employee submitting a certifi-
cate from a physician specifically stating that the employee was required to
remain at home to care for a family member ill with a reportable contagious
disease. Such leave will be granted only for the period of time specifically
designated by the physician.

b. Sick leave, if available, shall be granted disabled veterans for the

purpose of receiving medical treatment or for the time necessary for making ap-
pointments. If sick leave is not available, annual leave or leave without pay
shall be granted. This grant is obligatory provided the veteran gives prior
notice of definite days and hours of absence required for such treatment.

c. An employee who becomes ill during a period of annual leave may have the
period of illness charged to sick leave and the charge against annual leave re-
duced accordingly. Application for substitution of sick leave for annual leave
shall be made within two days after return to duty, and shall be substantiated
in the same manner as any other request for sick leave.

d. Sick leave will not be granted to employees on extended leave without
pay.

3. Requests for Sick Leave and Pay Status

a. Requests for sick leave for medical, dental, or optical examination or
treatment shall be made in advance of the appointment.

b. An employee who is unable to report for work because of incapacitation
shall notify hls/her supervisor or other designated person as follows:
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(I) Employees, except those working in areas where 24-hour coverage is

required, who are unable to report for work because of incapacitation shall no-
tify their supervisor or other designated person not later than two hours after
the beginning of the work schedule on the first day of such absence, or as soon
thereafter as possible. Thereafter, each employee shall report hls/her condi-
tion every fifth workday and provide the expected date of return to duty.

(2) Employees working in areas where 24-hour coverage is required will,
when possible, give at least two hours’ notice prior to the beginnln of their
work shift when they know they will be unable to report for work. The employee
is responsible for making every reasonable effort to ensure that notification is
made, to include the reason for the absence and the estimated duration. If the
employee finds that leave is required beyond that originally estimated, the su-
pervisor will be advised not later than the last day of the originally reported
absence. The reasons for and anticipated length of the continuing absence will
be provided.

(3) After notice on the first day of absence, supervisors may waive the
requirement for subsequent notices when they are aware of all circumstances in
the case, except when the absence is prolonged to exceed four weeks. In all
cases where the absence exceeds four weeks, the employee is obligated to make ap-
plication for leave every four weeks, properly supported by a medical certificate
indicating a probable return-to-duty date.

(4) Failure to give such notices may result in the absence being charged
to another type of leave or absence without leave as the circumstances may Just-
ify.

c. When an employee reports that he/she is incapacitated and unable to re-
port for work, such notice is considered tantamount to a request for approved
leave. Such absence will be shown on the timecard as sick leave. The Civil Pay-

* roll Office or Budget and Accounting Office, Marine Corps Air Station (Helicopter),
New River, as appropriate, will carry the employee on sick leave if available,
on nnual leave if sick leave is not available, and on leave without pay if no
annual or sick leave is available. Since the employee has in effect requested
approved leave, charging leave without pay in this case, when no other leave is

available, does not constitute leave without pay without consent. The employee
will continue to be paid while in a sick leave or annual leave status. Salary
may be withheld pending a decision when there is reason to doubt the validity
of the sick leave or the employee is under requirement to support all requests
for sick leave with a medical certificate.

4. Return to Duty

a. When an employee returns to duty after an absence in excess of three
workdays, a written application for sick leave is required. The application must
be supported by a medical certificate containing a brief statement of the nature
of the illness, inclusive dates of treatment, and a statement releasing the em-
ployee to return to duty. In lleu of a medical certificate, a signed statement
from the employee indicating the nature of illness and the reason why a medical
certificate is not furnished may be accepted whenever it is unreasonable to ob-
tain such certificate because of shortage of physicians, remoteness of locality,
or because the circumstances surrounding the employee’s absence do not require
the services of a physician. When the required medical certificate is not sub-
mitted with the application, supervisors will hold the application and allow the
employee not more than 15 calendar days after the return to duty to obtain the
certificate. Supervisors will ensure that the application for l’eave form is
completed. The employee must certify the reason for absence in all cases. The
name, address and telephone number of the physician, dentist, or other prac-
titioner must be shown.
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b. For periods of absence of three workdays or less, a medical certificate

in support of such absence is normally not required. If it appears that an em-

ployee is abusing sick leave, the supervisor will counsel the employee that

because of the questionable sick leave record, a medical certificate may be re-

quired for future absences on sick leave. If this does not bring about an im-

provement, the employee will be advised in writing that all future requests for

sick leave, regardless of the length of absence, must be supported by a medical

certificate. This written advice to the employee will include the following:

(1) Full explanation of why the employee is suspected of abusing sick

leave. Reference is to be made to the counseling interview, including the date

thereof.

(2) That he/she will be required to submit a medical certificate for all

absences due to illness regardless of the length of time involved.

(3) A paragraph similar to the following:

"It is in your interest to correct any physical disability which may

be causing recurrent absences. If you have any physical ailment of any kind, it

is also in your interest to have such condition medically corrected in order

that your Job nay not be Jeopardized by repeated absences. You are urged to at-

tend to this matter promptly by consulting your private physician."

(4) That the letter will be automatically cancelled one year from date

of issue.

(5) Distribution will show copy to the Civilian Personnel Office and the

Civil Payroll Office or Budget and Accounting Office, Marine Corps Air Station,

New River, as appropriate.

c. Yn[loyees who have been absent from duty seven or more calendar days as

a result of illness or injury will be sent to the Occupational Health Nurse and/

or Branch Clinic Medical Officer for examination before they are permitted to

return to work. Form [AVSO 5100/9 will be used for this purpose. Additional

information concerning return to duty from absence due to sickness or injury is

contained in reference (d).

d. Employees who are sent home by the Branch Clinic Medical Officer due to

illness will not be required to furnish a medical certificate to substantiate

sick leave for the day released from duty.

5. Return to Work After Occupational Injury. In all cases, employees who are

returning to duty after absence because of occupational injury are required to

report to the Employee Relations Division, Civilian Personnel Office, or the

Personnel Office, Naval Regional Medical Center, or Marine Corps Air Station

(Helicopter), as appropriate. Clearance by a Federal Medical Officer must be

obtained prior to resumption of duty.

6. Disapproval of Sick Leave After Return to Duty

a. If, upon the employee’s return to duty and submission of whatever sub-

stantiating evidence may be required in the individual circumstances, the re-

quested leave is disapproved, the period of absence will ordinarily be converted

to absence without leave.

b. There may arise circumstances in which the requested absence does not

Justify granting sick leave but could warrant granting annual leave or leave

without pay. Officials authorized to approve leave should exercise Judgment,

in such instances, to grant another type of leave rather than to require con-

version to absence without leave.
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c. The nonpay status resulting from absence without leave is not in itself
a disciplinary action. When requestem sick leave is disapproved, a pre-action
investigation for unauthorized absence will be initiated. Employees who are
denied Kick leave for enrency purposes will, upon request, be provided reasons
for such denial in writing.

d. When salary payment has been released which includes a period converted
to absence without leave or leave without pay, the overpayment will be recovered
by payroll checkage.

7. Advance Sick Leave

a. Sick leave of 41 hours or more, but not exceeding 240 hours, may be ad-
vanced, to begin upon exhaustion of all accrued sick leave, in cases of serious
illness or disability, except as provided below:

(1) Sick leave shall not be advanced to an employee holding a limited
appointment, or one expiring on a specific date, in excess of the amount to ac-
crue during the remainder of the appointment.

(2) Sick leave shall not be advanced to an employee known to be con-
templating separation by retirement or resignation and in any other case, there
should be a reasonable expectation of return to fuji duty as a prerequisite to
advance sick leave.

(3) Annual leave accumulation will be reduced to 80 hours before ad-
vancing sick leave.

(4) No advance sick leave will be granted to an employee who is required
to furnish a medical certificate for each absence claimed as sick leave, or to
an employee having had such a requirement during the year preceding the request.

b. A request for advance sick leave shall be submitted in triplicate to the
Civilian Personnel Officer via the unit or section head concerned. Such re-
quests must enclose a statement from the employee’s private physician reflecting
diagnosis, prognosis and date of probable return to duty. The name, address and
telephone number of the physician or practitioner is also required. In addition,
employees with two or more years of service will include circumstances which
have required the use of all accumulated sick leave. The unit or section head
shall review the employee’s sick leave record and other matters which must be
considered as indicated in subparagraph 7.a., above. The forwarding endorse-
ment of the unit or section head shall indicate whether the request meets the
requirement for granting the request. Circumstances which would preclude grant-
inz the request shall also be included in the endorsement when disapproval is
reconmended. If the request is approved, the Civil Payroll Office or Budget
and Accounting Office, Marine Corps Air Station (Helicopter), New River, as
appropriate, will be advised by memorandum, with a’ copy to the employee and the
unit or section head concerned. If disapproved, it will be returned to the
employee by memorandum, with a copy to the unit or section head concerned.

8. Recredit of Sick Leave. Sick leave shall be recredited upon reemployment of
an employee without a break in service of not N:ore than three years.

9. Placing an Emplo2ee on Sick Leave Without his/her Consent. As a general
rule an employee may not be placed on sick leave without his/her consent. The
physical or mental condition of an employee, however, must be such that a situa-
tion is not created in which his presence on the Job would constitute an immedi-
ate threat to Government property or to the well-being of the employee, fellow
workers, or the general public. An employee not meeting this requirement or
for whom disability retirement has been approved may be placed on sick leave
even though he/she refuses to request it.

10. Appendix A provides additional guidelines for supervisors in administering
sick leave.
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GUIDELINES FOR SUPERVISORS
IN ADMINISTERING SICK LEAVE

I. The following specific procedures to be observed in administering a fair but

firm sick leave program are reemphasized or redefined:

A. Sick leave is to be granted in accordance with enclosure (3).

B. Sick absence extending more than three workdays should be verified by

the statement of a physician or other licensed practitioner. If a medlcalcertl-
flcC te cannot be obtained because the illness did not require the services of a
physician or for other reasons, the employee should present a written statement
explaining the circumstances in support of the claim for sick leave. Unless

some other evidence supports the opposite conclusion, an employee’s statement
should be accepted.

C. Employees who cannot support claims for sick leave are to be chsrged

absence without leave (AWOL), leave without pay (LWOP), or annual leave as appro-

priate for such absences. (Descriptions of the use of each of these types of

leave are contained in this Order.) Employees should be notified of such

changes in leave charges.

D. During extended absences (lasting more than two pay periods), medical

certificates or other supporting evidence must be requested of the employee in

accordance with this Order, unless the physician has specified a recuperative

period of set length in writing in advance. In such cases medical certification

may be submitted for the record when the employee returns to duty.

E. ere reasonable doubt exists as to the employee’s illness, the employee
should be scheduled for a medical examination or a counseling interview, or
both. (Consult the Civilian Personnel Office, extension 1579 for guidance.)
If, as a result of medical examination, colmsellng interview, or both, it is
determined that the employee is ohysically fit for Normal duties and that an
alcohol, drug or other behavioral-medical problem 4oes not exist, the employee
will be advised to report for duty and that failure to do so may result in
AWOL, which may then be the basis for disciplinary action.

F. If the employee is not fit for normal duties, but is capable of perform-

ing less strenuous or demanding duties, reassignment or detail should be con-

sidered.

G. If an employee’s leave record shows an excessive amount of intermittent

absences of short periods, and the employee presents apparently legitimate certi-

ficates in support of sick absences, a "fitness for duty" examination may be

warranted to ascertain the employee’s suitability for continued employment (Base
Order 12792.1C). Upon receipt of the medical examination report, the appropriate

supervisor or official should interview the employee and provide the results of

the examination. If the employee desires information as to the specific medical

findings, he/she should be referred to the medical officer. (Disclosure of

medical information is controlled by FPM 339.1- and requires professional medi-

cal Judgment.) Based upon the findings of the examining physician, the employee

should be ordered back to work, reassigned or detailed to other duties if possi-

ble, granted approved sick leave, or subject to other appropriate action, in-

cluding separation disability, or disability retirement.

H. The following methods may be used as alternatives in correcting sick

leave abuse: (Note: Prior to use of formal procedures, supervisors should seek

assistance of the Civilian Personnel Office, extension 1579 or the S-I Office,

Marine Corps Air Station (Helicopter), New River, extension 6702, as appropriate,

for guidance.)

Appendix A to
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I. If an infcrmal warning is ineffective, the employee shall be required
to report for a counseling interview. During the counseling interview the em-
ployee should be informed that future absences for which sick leave is to be
claimed may be required to be supported by an acceptable medical certificate,
or other evidence administratively acceptable; otherwise sick leave may not be
granted.

2. Require that the employee contact a designated official when report-
ing sick and that only the designated official or specified alternate has auth-
ority to approve a request for sick leave.

3. Where the employee complains that a physical condition prevents per-
formance of regularly assigned duties and the condition is medically certified,
assign the employee temporarily to light duty, if available, until physically
able to perform regularly assigned duties.

4. Require the employee returning from sick leave to visit the designa-
ted official or alternate for interview.

5. Arrange a fitness for duty examination if the employee presents ap-
parently legitimate certificates for an excessive amount of intermittent ab-
sences of short periods.

6. Where there is supportable evidence that fraud or abuse of sick
leave exists, leave will be disapproved and the abuse will be charged to AWOL
Appropriate disciplinary action may be taken subject to procedures in Base Order
12750.IG.

7. If an employee’s leave record shows an excessive amount of inter-
mittent absences of short periods, whether or not the employee presents apparent-
ly legitimate certificates in support of sick absences, the employee should be
scheduled for a counseling interview. The counseling interview may be scheduled
in conjunction with or as a result of the medical examination, and in some cases
will eliminate the need for it. When the counseling interview identifies an
alcohol, drug or other behavioral-medical problem, and the employee does not re-
spond to any recommended treatment or does not otherwise improve his unsatisfacto-
ry conduct, approorSate action as outlined in paragraph G above should be taken.

II. Additional procedures which should prove useful in administering a strong
but fair sick leave program include:

A. AI] supervisors should:

I. Use as much care in approving sick leave as they use in denying it.

2. Develop a desire in their employees to conserve sick leave rather
than to instill fear of abusing sick leave.

3. Be fully informed about sick leave policies and regulations and the
leadership they are expected to provide.

4. Counsel employees to use sick leave in good faith and in accordance
with requirements of law. A sick leave application, like a voucher, is a claim
for payment.

5. Remember that sick leave is a legal right, but only if the employee
concerned actually meets the conditions permitting approval.

6. Realize that disregard of sick leave regulations will spread if abuse
is allowed to continue unchallenged.
Appendix A to
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7. Keep in mind that the sick leave balance alone does not distinguish

between anabuser of sick leave and a conscientious employee who may have had a

serious extended illness.

8. Review sick leave individually and not establish a minimum sick leave

balance below which an employee’s sick leave record is considered automatically

unsatisfactory.

9. Ensure that employees are fully aware of the values and benefits of

sick leave as a bank account against unforeseen injury or illness, and encourage

employees to conserve sick leave for the "rainy day" of real need.

10. Keep employees informed of proper leave requirements and, if neces-

sary, advise them that unacceptable practices will not be tolerated.

ll. Be alert to the development of a leave abuse pattern which may in-

dicate the existence of a behavorial-medical problem. Having recognized such a

pattern, promptly refer the employee for a counseling interview.

12. Identify those few employees who flout and have disrespect for sick

leave regulations. In the attempt to identify employees who may lack under-

standing of sick leave regulations, supervisors must avoid offense to the great

majority of the employees who are law-abiding and conscientious. When there is

suspicion of questionable leave habits, the supervisor must exercise tact and

good Judgment in approaching the employee.

lB. Remember that conscientious employees resent supervision which per-

mits anyone to get away with sick leave abuse. Such a situation, if allowed to

go unchecked, places no premium on honest service. The abuser exhibits a con-

tempt for the supervisor and the organization which are too weak or ineffective

to take corrective action.

B. Remember that poor supervision and other work-unit problems breed em-

ployee absenteeism and must be given attention if sick leave usage is to improve.

Questionable sick leave patterns must be identified by the immediate supervisor.

This can be done by obtaining leave records of employees from the Civilian Fer-
sonnel Office. In analyzing an employee’s sick leave record, the following pat-

terns will tend to show possible abuse of sick leave, and aid the supervisor in

controlling sick leave absenteeism:

1. Sick leave on the first workday following pay days.

2. Sick leave before or after a holiday.

B. Sick leave on Fridays or Mondays, for a B-day weekend.

4 Sick leave when work load is heaviest.

5 Sick leave during inclement weather.

6 Sick leave on date of public events, such as ball games.

7 Sick leave when refused a day off.

8 Sick leave when an undesirable Job is to be performed.

9 Sick leave taken as soon as it is earned.
l0 Sick leave on days an event on TV may be as great a lure as attend-

ance at the event itself.
ll. Excessive intermittent sick leave absences of short duration.

12. Sick leave on the same calendar day of the week.

lB. Sick leave on dates where it is determined employee worked at outside

employment.
14. Sick leave on dates employee is on vacation from outside employer.

15. Sick leave on dates working spouse has days off or is on vacation.

C. Taking into consideration the leave balance brought forward from past

years, and the frequency of sick leave absences during the current year,
endix A to
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the employee should be approached by the supervisor and warned against the in-discriminate use of sick leave. Bona fide absences for medical, dental, oroptical examination or treatment will tend to show a spotty sick leave record;this should also be taken into consideration in determining whether an employeeis abusing hls/her sick leave privilege. Tact, discretion, and good Judgmentshould be the keynote of the counseling interview. Keep in mind that the inter-view is to determine whether there is an abuse or flagrant practice. Experiencehas shown in most instances absences were legitimate and there was no reason toquestion the honesty or integrity of the employee. Information during, the inter-view should be imparted sympathetically, as a means of encouragiD Dreaumablvhonest employees to do what is within their own power to improve their sickleave record. The counseling interview is an excellent opportunity to explainthe values which the sick leave account affords. It is also an appropriatetime to advise the employee that a poor health and attendance record can adverse-ly affect opportunities for promotion.

D. To be effective, the supervisor should keep in mind the counselinginterview’s six-fold purpose:

1. The employee realizes that the supervisor is alert to sick leavepractices of employees, and is determined to have sound, fair administration.

2. The employee is confronted with his/her sick leave record and habits,and is told the reason therefor.

3. The employee is instructed concerning sick leave regulations andproper practices.

4. The employee is cautioned by the supervisor against unacceptable orquestionable sick leave practices or abuse, where appropriate and indicated.

5. The supervisor ascertains if there is a health problem or physicalcondition which causes the employee to take sick leave.

6. The supervisor ascertains what the employee intends to do to bringabout an improvement in his/her sick leave record.

E. In the case of retlrement-ellgible employees it must be remembered thatmany older people are subject to illness. It must not be assumed that prolongedsick leave absence of an older worker who is eligible for retirement is improperor an indication of abuse. However, it is the supervisor’s Job to determinewhether the sick leave absence is bona fide. There are cases where employeeshave "rested out" their sick leave balances and then retired. When sick leaveis not bona fide, the supervisor should disapprove requested sick leave. Aswith other employees, when the older employee’s sick leave is questioned, thesupervisor may initiate an investigation concerning the validity of the absence.If the sick leave absence does not appear to be bona fide, it is up to thesupervisor to use the various control measures described herein, including sub-stitution of other categories of leave, a possible reassignment or detail to aless strenuous Job, a letter requiring medical certification of all future sickleave requested, a fitness for duty physical, agency-initiated disability re-tirement, or even disciplinary action.

III. Remember that the Civilian Personnel Office, and for NCAS (H) emoloyeesthe S-1 Office, and your own supervisor are available to render assistance incontrolling sick leave abuse. In the final analysis, an employee cannot abusethe sick leave privilege without supervisory approval.

Appendix A to
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ABSENCE FOR MATERNITY REASONS

i. General

a. Pregnancy is a condition which eventually requires the employee to be
absent from the job because of incapacitation. An absence covering pregnancy
and confinement is to be treated llke any other medically certified temporary
disability.

b. Leave granted for maternity reasons may be a combination of as many as
three separate kinds of leave: sick leave, annual leave, and leave without pay.
The same leave policies, regulations, and procedures apply as for leave gener-
ally.

c. Sick leave may be used to cover the time required for physical examina-
tion and to cover the period of incapacitation. After delivery and recupera-
tion, the employee may desire a period of adjustment or need time to make ar-
rangements for the care of the child. Such additional leave requirements may
be taken care of by the use of available annual leave and/or leave without pay.

2. Pollcz. It is the policy of the Commands subject to this Order to provide
gainful employment and make use of skills of pregnant employees for ss lon= ss
they are not Incapaclted for duty..

3. Employee Responsibility. An employee is required to report pregnancy to her
supervisor as soon as it is an established fact so that any necessary steps may
be taken to protect her health or improve her working conditions. Should an
employee consider, at any time during pregnancy, that her working conditions
are having an adverse effect upon her physical condition, she shall report any
such adverse condition to her supervisor and consult her physician on the mat-
ter.

4. Employer Responsibility. Supervisors advised of an employee’s pregnancy
shall review the employee’s duties and working conditions to determine any
possible adverse effects on the employee’s physical condition as she progresses
through pregnancy. If it is determined that any element of the employee’s Job
could have a harmful effect upon her or the unborn child, the employee shall be
requested to consult her physician on the matter and provide medical certifica-
tion as to the nature of any limitations which are reconur.ended by the employee’s
physician. Upon recommendation by the employee’s physician, every reasonable
effort shall be made to accommodate an employee’s request for temporary modi-
fication of her work duties or a temporary reassignment. If significant changes
in duties are required, the detail procedure outlined in reference (f) must be
followed. The employee’s immediate supervisor is responsible for ensuring that

the employee discontinues work during the period she is medically certified as
incapacitated for duty.

5. Requests for Leave. Employees will advise their supervisor at least two
months in advance that they will be requesting leave for maternity reasons in-
cluding the type of leave, approximate date, and duration. This will allow the
supervisor to prepare for any necessary staffing adjustments.

a. For Presnancy and Confinement. Requests for leave will be submitted to
the supervisor on Standard Form 71 (Application for Leave). The employee must
indicate the type or types of leave to be used during her absence, the approxi-
mate dates, and attach her physician’s statement. The physician’s statement
must show the expected date of delivery, the date the employee should cease
work, and the probable return-to-duty date.

ENCLOSURE (4)
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b. For Adjustment Purposes. Employees will be granted, if requested, ad-
ditional leave time after delivery and recuperation for the purpose of adjust-
ing to motherhood and/or making arrangements for the care of the child. Such
additional leave requirements, not to exceed four weeks, may be taken care of
by the use of available annual leave or leave without pay. The request should
be submitted to the supervisor prior to the expiration of leave for pregnancy
and confinement. When the request entails use of leave without pay in excess
of five workdays, it shall be handled in accordance with the procedures set
forth in enclosure (7).

c. Return to Duty. Employees should advise their supervisor at least I0
days prior to their expected date of return to duty, if other than previously
approved in writing. Return-to-duty from sick leave procedures shall be fol-
lowed. Medical certification for the period of time medically incapacitated
must be provided as required by enclosure (3).

d. For Paternit Reasons. A liberal leave policy, not to exceed four
weeks, shall be followed in regard to leave (annual leave and/or leave without
pay) requests by male employees for the purpose of caring for or assisting in
caring for the mother of a newborn child or minor children while the mother is
incapacitated for maternity reasons. When the request entails use of leave
without pay in excess of five workdays, it shall be handled in accordance with
the procedures set forth in enclosure (7).

6. Resignations Due to Pregnancy. Employees who desire to resign due to
pregnancy should submit their resignation on Standard Form 52. Upon request,
sick leave may be used to the extent of medical incapacitation prior to separa-
tion, provided that a physician’s statement showing the expected date of de-
livery, date employee should cease work, and date employee should be able to
return to work, is attached. In such cases, the employee’s resignation will be
effected upon expiration of accrued sick leave or the final date of incapacita-
tion as determined by the employee’s physician, whichever is earlier.

7. Action b Unit or Section Head

a. When an interim replacement will be required, the unit or section head
should submit a Standard Form 52 request through normal channels.

b. Where interim replacements are involved, the unit or section head is
responsible for submitting a request to terminate the replacement prior to the
return of the incumbent. Termination requests should be submitted to the
Civilian Personnel Office no later than seven days prior to the expected re-
turn-to-duty date of the incumbent.

ENCLOSURE (4)
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MILITARY LEAVE

, 1. Coverage. Employees whose appointments are temporary (for a definite period

of time not exceeding one year) or intermittent, are not eligible for military

leave. Permanent or indefinite employees who are members of a reserve component
or the National Guard must be granted military leave under the following circum-

stances:

a. For a period not to exceed 15 calendar days a fiscal year for active duty

or active duty for training with the reserve components of the Armed Forces
listed below.

(1) The Army Reserve.

(2) The Army National Guard of the United States.

(3) The Naval Reserve.

(4) The Marine Corps Reserve.

(5) The Air Force Reserve.

(6) The Air National Guard of the United States.

(7) The Coast Guard Reserve, other than Temporary Reserve.

b. When performing Federal service or full time military service for the

state for the purpose of providing ilitary aid to enforce the law. Leave
granted for such purpose shall not exceed 22 workdays in a calendar year. An

amount (other than a travel, transportation, or per diem allowance) received by

an employee for such service shall be credited against the pay payable to the

employee with respect to his/her civilian position for that period.

* 2. Grantin5 Military Leave for Active Duty or Active Duty for Trainin5

a. Eligible employees are entitled to leave without loss in pay, time, or

performance when they are on active duty or are engaged in field or coast defense

training under Sections 502-505 of Title 32 (5 U.S.C. 6323). Employees are

allowed 15 calendar days per fiscal year for this purpose. Additionally, up to

15 calendar days unused per fiscal year may be carried over for use in the

following fiscal year. Nontemporary part-time employees (as defined in 5 U.S.C.

3401(2)) are entitled to military leave on a prorated basis. The rate for part-

time employees is determined by dividing 40 into the number of regularly scheduled

hours for the employee.

b. Employees called for training or active duty beyona the time periods

cited above may use annual leave and may receive compensation concurrently with

pay and allowances for training or active duty beyond such leave available for

use.

c. Employees may be granted annual leave or leave without pay for parti-

cipation in military activities for which military leave is not allowable, e.g.,

those of state military organizations, or inactive duty for training, under

the same considerations as would apply to any leave request.

3. Application for Military Leave. Military leave will be requested as far in

advance as circumstances permit. If received by the employee prior to depar-

ture,a copy of his orders will be shown to the supervisor authorized to approve

leave. Upon return from military leave, the employee must submit a copy of

his original orders to active duty, or original ordersto provide military aid to

enforce the law, to the Civil Payroll Office or Budget and Accounting Office,

MCAS(H), New River,as appropriate, in support of hls/her leave application.

The Civil Payroll Office or Budget and Accounting Office, MCAS(H), New River, as
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appropriate, will forward the orders to the Civilian Personnel Office for approval
after ensuring that the period involved is not in excess of the maximum allowable.
The orders, signed bycompetent authority, must show the date reported and the
date released. In the case of orders for the purpose of providing military aid
to enforce the law, the amount received (less allowances) shall be turned in to
the Disbursing Office with a copy of the orders. The Disbursing Office will
send a copy of the receipt issued to Civil Payroll or Budget and Accounting
Office, MCAS(H), New River, as appropriate.

* 4. Computation of Military Leave for Active Duty or Active Dut for Training.
Military leave for these purposes is limited to 15 calendar days in a fiscal
year plus any unused military leave (not to exceed 15 days) carried over from
the preceding fiscal year. Any period up to the amount available that fiscal
year within a longer period of active duty may be designated as military leave,
if circumstances warrant. Military leave may be taken intermittently, a day at
a time, or as otherwise directed by military orders. Nonworkdays within a
period of military leave are charged against the 15 days allowed during the year;
nonworkdays at the beginning or end of the training period are not.

ENCLOSURE (5)
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i. General. When an employee is absent from duty because of a summons to ap-
pear as a witness in a Judicial proceeding on behalf of a state or local govern-
ment or for Jury duty in any state court or court of the United States, or as a
witness in a non-official capacity on behalf of a private party in connection
with any Judicial proceeding to which the United States, the District of Colum-
bia, or a state or local government is a party, the absence shall not be charged
against annual leave, but shall be recorded as Court Leave. Jury duty in police,
county, or other courts established under the laws of a state and deriving their
authority therefrom is considered Jury duty in a state court. Employees who are
summoned by the court to appear for the purpose of qualifying for Jury service
shall be granted court leave for that period of absence, regardless of whether
or not they are selected for subsequent Jury service. An employee summoned to
appear as a witness in a Judicial proceeding on behalf of the United States Gov-
ernment or that of the District of Columbia is considered to be in an official
duty status.

2. Polic. The Department of the Navy considers it the civic responsibility of
all its employees to respond to calls for Jury duty and other court services.
It is the policy, therefore, that release from Jury duty will not be requested
except in unusual situations where the public interest would be better served by
the employee staying on the Job, e.g., when the employee’s services are absolute-
ly necessary to meet critical deadlines.

3. Ellibility

a. Jury Duty. Court leave may be granted to regular permanent or temporary
employees. A regular part-time employee called into Jury service during his/her
tour of duty may receive compensation without charge to annual leave. Inter-
mittent employees may not be granted court leave as Jurors, but may be granted
annual leave for the period during which fees are received for Jury service.

b. Witness Service. Regular full-time, temporary, or part-time employees
(as distinguished from intermittent employees) are entitled to court leave
while serving as witnesses in a Judicial proceeding on behalf of a state or

local government or in a non-offlcial capacity on behalf of a private party in

connection with any Judicial proceeding to which the United States, District of

Columbia, or a state or local government is a party only if summoned. They are
not entitled to court leave if they volunteer. A subpoena is not necessarily
required, but the summons must be an official written request. Court leave for
witness service (as distinguished from official duty) in a Judicial proceeding
involving only private parties is not authorized.

c. Official Duty. An employee is considered to be on official duty when
summoned or assigned by his/her agency to testify, in an official or non-
official capacity, or produce official records on behalf of the United States
Government or that of the District of Columbia. The tire required to testify
in an official capacity or produce official records on behalf of a state or

local government, or a private party, is considered official duty also. Travel

expenses are to be allowed for such official duty.

4. Application for Court Leave. An employee who receives an official summons
for Jury duty or witness service for which court leave is authorized will show

it to his/her supervisor and apply for court leave prior to the beginning date
of such service. The employee will obtain a certificate, signed by the Clerk

of the Court or appropriate official, showing days of service, daily fee paid,
and total amount received, broken down by fees, travel, and/or subsistence.

Court Attendance and Payment Certification, 5ND GEN 7400/1, will also
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be shown to the supervisor for the purpose of making any necessary adjustments
on the Bi-Weekly Time and Cost Card. Employees on court leave for Jury duty
in state or local courts, or witness service in a Judicial proceeding on behalf
of a state or local government or as a witness in a nonofficial capactly on
behalf of a private party in connection with any Judicial proceeding to which
the United States, the District of Columbia, or a state or local Government is
a party, shall collect all fees and allowances authorized. The employee will
then take the original certificate to the Disbursing Office and turn in all
fees. Employees of Marine Corps Air Station (Helicopter), New River, shall take
the original certificate and a copy of the letter requesting their attendance
at Jury duty or witness service to the Marine Corps Air Station (Helicopter),
New River, Budget and Accounting Office and turn in all fees. Employees do not
receive fees for Jury duty in a federal court. Allowances received for meals
and transportation may be retained by the employee. The Disbursing Office will
send a copy of the receipt to Civil Payroll.

5. Duration of Court Leave. An employee under summons to serve on a Jury or
appear as a witness in a Judicial proceeding for which court leave is authorized
shall be granted court leave for the entire period, from the reporting date
stated in the summons to the time discharged by the court or appropriate of-
flcial, regardless of the number of days actually served. Such service does not
include periods during which the employee is excused or discharged by the court
or appropriate official. When no hardship will result, an employee is required
to return to duty or suffer a charge against annual leave if excused for one day
or even a substantial part of a day. A night shift employee who performs such
service during the day is entitled to court leave for the regularly scheduled
night tour, and is entitled to the night differential.

6. Retention of Fees. Employees eligible for court leave may not elect to
take annual leave in lieu of court leave during a period of such service and
retain the fees. Jury and witness fees may be retained in accordance with thefollowing:

a. An employee may retain fees for service on a designated legal holidayfalling within a 40-hour tour of duty provided that if he/she had not been
serving the employee would have been excused from regular duties on the holiday.

b. All fees and allowances paid for Jury or witness service in excess of
the employee’s salary for the same period may be retained by the employee.

7. Court Leave Guide. The chart on page 3 synopsizes the foregoing instruc-tions on absences of employees in connection with court or court-related ser-
vices, by indicating the varying conditions for absences and the proper timeand attendance recording for each, together with any right to (and retention of)fees for services rendered and right to payment for expenses of travel.
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EMPLOYEE ABSENCES FOR COURT OR COURT-RELATED SERVICES

Nature of Service

Type off Absence

ourt Official
leave duty

Fees
overnment
ravel
expenses

I. Jury Service
(A) U.S. or D.C. court--- X
(B) State or local court- X

II. Witness Service
(A) On behalf of U.S. or

D.C. Government
(B) On behalf of state or

local government
(1) in official capacity
(2) not in official cap-

acity X
(C) On behalf of private

Annual
leave

or LWP

Yes

No Turn
Retai in to

agenc

No YesI

X X
X X

X

X X X

party
(1) In official capacity X X X
(2) Not in official cap-

acity
(a) when a party is

U.S., D.C., or
state, or local
government

(b) when a party is
not U.S., D.C.,
or state or local
government X X X

*Offset to the extent paid by the court, authority, or party which caused the
employee to be summoned.
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I. Definition. Leave without pay is a temporary nonpay status and absence from
duty, granted upon an employee’s request. An employee may not be placed on
leave without pay (as distinguished from unauthorized absence or furlough) with-
out his/her consent. An employee has the responsibility of requesting only as
much annual leave as that which is either already to his/her credit or may be
legally advanced. If such annual leave is insufficient or exhausted, a specific
request for leave without pay is required. Leave without pay pending claim for
disability retirement, after annual leave and sick leave are exhausted and the
employee is unable to work, is not leave without pay without the employee’s con-
sent.

2. Administrative Control. Authorizing leave without pay is a matter of admin-
istrative discretion. An employee cannot demand to be granted leave without pay
as a matter of right, except in the case of disabled veterans who are entitled
to leave without pay, if necessary, for medical treatment, and Reservists and
National Guardsmen who are entitled to leave without pay, if necessary, to per-
form military training duties.

3. Matters to be Considered in Actin5 on Leave without Pa Requests. Each re-
quest for leave without pay should be examined closely to assure that the value
to the Government or the serious needs of the employee are sufficient to offset
the costs and administrative inconveniences to the Government which result from
the retention of an employee in a leave without pay status. Among the costs and
inconveniences are:

a. Encumbrance of a position.

b. Loss of needed services.

c. Obligation to provide employment at the end of the leave period.

d. Credit of six months in each year toward retirement.

e. Eligibility for continued coverage under the Group Life Insurance and
Health Benefits Program (without cost to the employee for up to one year of non-
pay status).

f. Complication of reduction in force registers.

4. Basic Conditions to Approval of Extended Leave without Pa. In cases where
ultimate separation is not involved, leave without pay should be granted only
when the services of the employee can be spared without detriment to the work
in which engaged, and when there is reasonable expectation that the employee will
return at the end of the approved period. In addition, it should be apparent
that at least one of the following benefits would result:

a. Increased Job ability.

b. Protection or improvement of employee’s health.

c. Retention of a desirable employee.

d. Furtherance of a program of interest to the Government (e.g., Peace Corps
volunteers).
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5. Action on Requests for Leave without Pay. Normally, leave without pay will
be granted only after all accrued leave (annual and/or sick, as applicable) has
been used.

a. Supervisors authorized to approve leave requests may grant up to five
workdays leave without pay.

b. Requests for leave without pay in excess of five workdays, where ulti-
mate separation is not involved, will be prepared in letter form and forwarded
via the unit or section head(and the S-1 office for Marine Corps Air Station
(Helicopter), New River employees)to the Civilian Personnel Officer in
triplicate. The unit or section head’s endorsement should recommend approval
or disapproval on the basis of the criteria contained in this enclosure.

c. In the case of career or career-conditlonal employees where ultimate
separation may be involved, requests for not more than 90 days leave without pay
(even though annual leave may be available) shall be made by utilizing Part III
of Standard Form 52 and shall be forwarded via the unit or section head(and the
S-1 office for Marine Corps Air Station (Helicopter), New River employees)to the
Civilian Personnel Officer. The employee must provide the reason for the re-
quest, specify the last day of work, express an intent to seek Federal employ-
ment at a new location, and include a resignation to be effective at the end of
the leave period. The Temars section shall be used to certify that the em-
ployee’s work performance has been satisfactory.

6. Examples of Proper Cases for Extended Leave without Pay. The following are
examples of cases in which extended leave without pay might properly be
approved, all other factors being favorable:

a. For educational purposes, when the course of study is related to the
work of the activity and its completion would be in the activity’s best interest.

b. For service with non-Federal public or private enterprise, when the job
is of temporary character and there is reasonable expectation that the employee
will return, and when one or both of the following will result:

(1) The service to be performed will contribute to the public welfare.

(2) The experience tc be gained by the employee will serve the
interests of the employing agency.

c. For the purpose of recovery from illness or disability not of a perma-
nent or disqualifying nature when continued employment or iediate return to
employment would threaten impairment of the employee’s health, or the health of
other employees.

(1) In addition to the criteria enumerated in paragraph 3 above, man-
agement, when acting on requests for leave without pay fcr recovery purposes,
should consider the employee’s previous pattern of sick leave usage and obtain
the opinion of the Branch Clinic Medical Officer.

(2) Each case must be considered on its individual merits. Particularly
in the case of employees with long records of satisfactory service, every effort
will be made to grant requests for leave without pay when sick leave has been
exhausted by illness or disability from which eventual recovery is a reasonable
expectation. It is reemphaized, howeer, that the decision to grant or deny
such requests is a management prerosatlve.

d. For the purpose of orotectln emoloee status and benefits
following circumstances:
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(I) Pending final action by the Office of Personnel Management on a
claim for disability retirement, after all sick and annual leave has been ex-
hausted. Leave without pay shall, without exception, be granted under these
circumstances.

(2) Pending final action by the Office of Workers’ Compensation
Programs on employment connected injury or disease.

(a) An employee who is injured on the Job may elect to be placed

on sick or annual leave or to file claim for workers’ compensation. In the
latter event, the employee must be in a nonpay status and must be granted leave

without pay. (NOTE: In traumatic injury cases, the employee may request 45-
days continuation of pay.) For additional information, contact the Employee
Relations Division, Civilian Personnel Office, telephone extension 158.

(b) If in the circumstances described above, the claim for
workers’ compensation is disallowed, the period of leave without pay may be

retroactively converted to sick or annual leave.

(3) An employee who is receiving injury compensation from the Office of

Workers’ Compensation Programs may be carried on leave without pay for a period

not to exceed one year. Extensions may be granted based on review of an in-

dividual case. When an employee receiving such compensation has not returned
to duty after one year, the supervisor may request a special physical examination
to determine if the employee is capable of performing the duties of the

position. If a determination is made by the Branch Clinic Medical Officer that

the employee examined is unable to perform the duties of the position for which

examined, action will be initiated to retire or separate the employee for

disability reasons.

e. To permit career or career-conditional employees to seek and/or continue
Federal employment. Such employees may apply for annual leave and/or leave

without pay, combined leave not to exceed 90 days, prior to separation. The

SF-52, or letter, containing the resignation shall include the request for leave

and an expressed intent to seek Federal employment at a new location. The head

of the staff section or unit must certify that the employee’s performance has
been satisfactory.

f. For maternity or paternity reasons to enable parents to care for newborn
children without incurring a break in service.

7. Absence without Leave. Absence without leave (AWOL) should not be confused
with leave without pay. Absence without leave (AWOL) is the descriptive title

for absence for which an employee did not obtain advance approval or,for

which a subsequent request has been disapproved.

ENCLOSURE (7)
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i. General. Employees may be excused, without charge to leave or loss of pay,
for purposes and under conditions established herein. Authority to excuse em-
ployees for any reason other than those listed must be issued by the Senior
Command Official.

2. Applicability. Wage employees who have a regular tour of duty and whose
appointments are not limited to 90 days or less or who have been currently em-
ployed for a continuous period of 90 days under one or more appointments with-
out a break in service, and all General Schedule employees may be granted ex-
cused absence. All other Wage employees who are prevented from working for
the reasons stated will be granted leave without pay.

3. Managerial Reasons. When operations are suspended or interrupted because
of managerial reasons, every effort must be made to assign employees affected
to other work. Employees who cannot be assigned to other work will be required
to use annual leave in all cases where 24 hours’ advance notice can be given.
When such situations develop too late to give 24 hours’ notice, employees who
cannot be assigned to other work will be required to use annual leave only if
notice can be given before the end of their shift immediately preceding the
one in whlcn the are to be placed on leave. In those situations when neither
24 hours’ notice nor notice before the end of the immediately preceding shift
is possible, employees who cannot be assigned to other work shall be excused.
The excusal will not exceed eight hours. The employee will then be placed on
annual leave for any subsequent absence, provided 24 hours’ advance notice is

given. This authority applies only to conditions which cannot reasonably be

foreseen, e.g., power or equipment failure, lack of material, weather condi-
tions affecting only certain kinds of work but not the activity as a whole.
Circumstances such as reduction of leave accumulation for budgetary reasons
are not considered "unforeseen."

4. Closing all or Part of the Base. Only the Commanding General may direct
closing all or part of MCB, Camp LeJeune and only the Coandlng Officer may
direct closing all or part of MCAS(H), New River when normal operations are
interrupted by events (e.g., extreme weather conditions and fires) beyond 9he
control of management or employees. When the interrupting events are common to
both installations, the Commanding G4neral and the Commanding 0f#Icer MCASC) will
coordinate the closing decision in accordance with disaster preparedn6ss p+/-ans.

A special administrative order detailing the extent of the closure and excusing
those employees whose services can be spared will be promulgated by the Assist-
ant Chief of Staff, Manpower and/or the S-1 Officer, as appropriate.

a. During workin5 hours. Employees must be in an actual duty status in
order to be excused. Employees are considered to be in an actual duty status
if they are actually on duty at the time of the dismissal; excused from duty
at the time of dismissal with the expectation that they will return to duty
before the close of the workday; or on duty when the formal notification of the
scheduled early dismissal occurs, but request and are granted leave between
notification and actual dismissal. Employees who are not in an actual duty
status when notification of dismissal occurs after opening hours will be charged
the appropriate leave for the entire period of absence. en normal operations
are interrupted by events such as those cited above, supervisors are not
authorized to excuse employees unless a special administrative order has been

promulgated.

b. Durin nonworkin hours. When all or part of the Base or NCAS(H), New
River is closed, nonessential employees will be provided 24 hours advance
notice (one work shift) in a pay status before being placed on annual leave,
leave without pay or nonpay furlough. Administrative excusals are authorized
during all or part of this 24-hour notice eriod.
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5. Emerenc Rescue or Protective Work. Employees Called to partlIpate in
Civil Air Patrol searches shall be excused for such duty. Excused absence
may not exceed three consecutive workdays, unless approval for a total of not
to exceed five workdays is received from higher headquarters. Employees may
be excused for other types of rescue or protective work, subject to the same
restrictions, at the discretion of the Senior Command Official.

6. Blood Donors. Employees who volunteer as donors to the Tidewater Regional
Bloodmobile during the three visits scheduled each year to their installation
will be excused from duty without charze to leave for the period of time
necessary to donate the blood and for recuperation following donation; however,
the maximum excused time shall not exceed four hours for each donation. It
should be recognized that individual requirements following donation may differ;
therefore, any additional time required shall be charged to leave (sick, annual,
leave without pay) as appropriate. Requests for excused absence for the purpose
of donating blood for other than the above scheduled visits shall be referred
to the Civilian Personnel Office, extension 1579. Referrals for MCAS(H)employees shall be Via the Sol office.

7. Tests Interviews or Examinations. Employees shall be excused without
charge to leave or loss of pay when:

a. Tests or interviews are required under the Navy Merit Promotion Program,
provided the tests or interviews are conducted during regularly scheduled work-
ing hours, and the competition is for positions within the confines of the Camp
LeJeune and Air Station complex.

b. Examinations are required for converting TAPER appointments to career-
conditional or for noncompetitive actions at the local Command.

8. Medical Examination or Treatment

a. 0n-the-Job injuries. Time spent in obtaining initial examination and
emergency treatment when an employee sustains an injury on the Job is considered
compensable within the limits of scheduled regular and overtime duty. Such time
will be regarded as duty status and will not be charged or recorded as leave.
Any scheduled overtime for the day will be neither reduced nor extended for pur-
poses of treatment. Employees who are not returned to duty after examination
and treatment will be:

(1) Carried in a duty status for the remainder of the scheduled workday,
including scheduled overtime.

(2) Carried in a pay status for the duration of the period required for
examination and/or treatment, but not to exceed two hours, when the injury oc-
curs during an unscheduled overtime tour of duty.

(3) Carried in a regular pay status for not to exceed 45 calendar days,
beginning with the first full day or first full shift after examination and
treatment. At the employee’s election, sick leave, annual leave or leave with-
out pay may be requested.

b. Employees authorized to visit the Occupational Health Nurse and/or
Branch Clinic Medical Officer during regularly scheduled working hours for
reasons other than initial examination and emergency treatment of Job-incurred
injuries will have any absence in excess of one hour charged to leave or leave
without pay under the following circumstances:

(i) Visits, after the 5-day continuation-of-pay period, for routine re-
examination or treatment of previously diagnosed and treated Job-related in-
Juries. The time spent in visiting outside physicians after the 5-day period
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will be charged to leave or leave without pay, even if directed by the Office
of Workers’ Compensation.

(2) Examinations of nonduty-related injuries.

(3) Treatment when an employee becomes Ill after reporting to work. If
the employee is sent home, time spent being examined is chargeable to sick
leave.

c. The following types of absences from duty shall be excused without
charge to leave:

(I) Examinations required under the Department of the Navy health pro-
grams.

(2) Special examinations by the Branch Clinic Medical Officer, whether
requested by the employee or menagement.

(3) To obtain corrective/protectlve eye wear required under the sight
conservation program. Excused tire for this purpose will not exceed one day.

(4) Required medical clearance on return to duty from sick leave. If
the employee is not returned to duty, the absence, including time spent with
the Branch Clinic Medical Officer, remains charged to leave. If the employee
is permitted to return to duty in a llght-duty status only, a determZnatlon must
be made by the employee’s supervisor, in accordance with reference (b), as to
whether such light duty is available. 9en it is determined that light duty is
not available, the employee will.contlnue to be crred in a leave status.

9. Appeals and Grievances. Appellants and representatives who are current em-
ployees will be allowed a reasonable amount of official time (normally not in
excess of four hours) to obtain information, not reasonably available outside
working hours, for the presentation of the employee’s appeal. Appellants and
their representative, if any, and designated witnesses who are current employ-
ees of the activity will be in a duty status for the purpose of participating in
hearings in connection with appeals and grievances. Employees whose scheduled
duty hours are not within the hours during which they will participate in a. hear-
Ing will either have their shift hours changed in accordance with applicable in-

structions, or will be paid overtime during their participation. No excused
time is allowable for the preparation of a grievance.

10. Conferences and Conventions

a. Association of Management Officials. Officers or delegates of an as-
sociation of management officials or supervisors with whlcl an official consul-

tative relationship has been established may be excused, for not more than five

working days per calendar year, to attend conventions of the association.

b. Union. The provisions of reference (b) apply to adnlstratlve excusal
of offlces or stewards of American Federation of Government Eployees, Local

2065. Requests for administrative excusal relating to matters of mutual concern
shall be submitted in triplicate, with arooriate ustlfication, by the
President to the Civilian Personnel Office.

c. Employees will not be excused to attend conferences or conventions of
political parties or partisan political groups or coEittees.

ll. Tardiness and Brief Absence. Brief absence from duty and/or tardiness of
less than an hour may be excused when reasons appear to be adequate to the super-
visor. Excusals may not occur at the end of a work day unless approved by a Depart-
ment Head or Chief of Service. The absence may also be compensated for by additional
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work or may be charged against any compensatory time the employee may have avail-
able or may be charged to annual leave, leave without pay, or absence without
leave. A charge to annual leave or LWOP will be in multiples of one hour, in
which case the enployee may not be permitted to work during the hour. When the
absence is neither excused nor charged to leave or LWOP and the employee is
charged with AWOL, he is charged with AWOL for the exact amount of time he is
AWOL rather than a minimum of one hour. Disciplinary action may then be taken in
accordance with reference (c). If the tardiness or brief absence is excused,
compensated for by additional work or charged against compensatory time, annual
leave or leave without pay, it may not be a basis for disciplinary action.

12. Voting and Registration. Employees are encouraged to register and to vote
in national, state, and local municipal elections or referendums. In accordance
with reference (a), when the polls are not open at least three hours, either be-
fore or after an employee’s regular hours of work, the employee may be granted
excused time for voting. Inasmuch as North Carolina polls are open from 6:30a.m. to 7:30 p.m., and registration may be accomplished outside of normal
working hours, excused absence for these purposes is not normally warranted.
All requests for excused absence for voting and registration will be referred to
the Civilian Personnel Office, extension 1579.

13. Funerals for Members of the Armed Forces

a. Funeral Services for Members of the Armed Forces Returned from Overseas
for Final Interment in the United States. Employees who are veterans of any
war, campaign, or expedition (for which a campaign badge has been authorized),
or members of honor or ceremonial groups of organizations of such veterans may
be excused from duty without loss of pay or deduction from annual leave, for
such time as may be necessary, but not in excess of four hours in any one day,
to enable them to participate as active pallbearers or as members of firing
squads or guards of honor in funeral ceremonies for members of the Armed Forces
of the United States whose remains are returned from abroad for final interment
in the United States.

b. Funeral of an Immediate Relative Killed in Line of Dut in the Armed
Forces. An employee will, upon written-request, be excused to attend the
funeral or memorial service of an immediate relative killed in llne of duty in the
Armed Forces. The length of the excused absence will be determined on the basis
of the circumstances of each request. Immediate relative for this purpose will
include not only a spouse and parents thereof; but also children, including
adopted children, and spouses thereof; parents; brothers and sisters, and spouses
thereof; and any other individual related by blood or affinity whose close as-
sociation with the deceased was such as to have been the equivalent of a family
relationship. Requests for excused absence will be submitted via the unit or
section head (S-1 Officer, MCAS(H)) to the Civilian Personnel Officer.

14. After Prolon6ed Overtime or Travel. When it is not possible or reasonable
to reschedule an employee’s duty or travel time and regular scheduling would
require the employee to travel and/or serve in a duty status for more than 16
hours, the employee may be excused without charge to leave or loss of pay for a
reasonable time to recuperate from fatigue or loss of sleep. In determining
the time to be allowed, the adverse effect on work performance, health, or well
being, and any safety hazard which might result from working while fatigued,
should be considered. Excusal under this authority will not exceed four hours.

* 15. Absences for Relocation Purposes. An employee may be excused for a reason-
able time to make personal arrangements and to transact personal business di-
rectly related to a permanent change of station which is in the interest of the
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U. S. Government, provided that such business or arrangements cannot be trans-
acted outside the employee’s regular working hours. This includes such things
as making arrangements for the packing and unpacking of household goods and ob-
taining driver’s license, auto tags, and passports.

16. Draft Resistration and Examination

a. Registration. Employees required to register under the Military
Selective Service Act shall be excused for the time necessary, not to exceed
one day, without charge to leave or loss of pay. Additional time required
will be charged to annual leave.

b. Examinations. Employees called for examination for duty in the Armed
Forces under the Act" shall be excused without charge to leave or loss of pay.
If absence for this purpose exceeds one day, the employee shall be required
to submit a statement from the examining office explaining the necessity for
the additional absence.
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From: CommandlnE General
To: Distribution List

SubJ: Crltlcal Performance Elements; identification of

Ref: (a) Civil Service Reform Act of 1978
(b) BO 12,30.IH

Encl: (i) Preparation of Performance Standards
(2) Discussion of Perfolnancs Element and Critical Perfornance Element

i. Pu_. To establish procedures for the identification of critical performance elements
for cervice positions as requed by efeence (a).

2. Baokground

a. The Clvl Service Refo Ae (CS) of 1978 requires hat each azency (e.E., Department
of the Navy) develop a Perfonee Appraisal System tt ensures the evaluation of employee per-
formanee by use of objective perfornee sandards t are based on specflc ob requirements.
Such perfornce appraisal system mus provide for the:

(1) [dentlfoatlon of perfonee elements,

(2) IdenIficatlon of crtlcal elements,

(3) Establsent of perfornce standards (requirements),

() Establlsent of pefoance appPalsal methods d procedures, and

(5) Appropriate use of appralsal infoi kin personnel decisis (e.E.promote, reass, dote, retain, rewrd, train, etc.).

Reference (a) further requires hat he new Perfoance Appraisal System be plemented a the
acvy level no laeP than i October 1981.

b. Department of the Navy has estbllshed a basic Perfoance Appraisal SMstem conalnln
all of the pPovlslons oP elements Pequed by he CSRA. The newl developed appraisal system
covers all compeltIve employees In the Genemal Schedule EPades GS-I touEh GS-12, all excepted
service employees (Includln the pofesslonal staff of all Dependents’ Schools), and all Federal
Wae System employees. Each actlvty s Pequied to develop Instructlohs fo Implemenln the
Pefonce ADpasal PPoKram IncludnE establshlnE local policy n areas where options are
provided, estab!Ishn performance standards, and IdenIfyn critical perfonce elements
for all employees covered. This pocess must be completed no lae than i October 1981. The
appalsal system will involve the use of a new appraisal fo (NAVSO 1230/9 (11/80)) on which
mus be sho:

(1) The pefonce element (duy, task, equement, responsibly o obective). In
addtion, those’ perforce elements consded most potant o as bein critical for sats-
facoy accomplisent of he work must be desinated as critical by placin a "C" In he
bracket below the elen nber on the fo.

(2) The pePfonce standard established for the satisfactory performance level.
Further, the pefonce elements d pePfonce standards mus be discussed with the employee
at he beElnnin of the appraisal period and, followin he dscusslon, a copy of he appraisal
fo sed by the employee and the supviso must be Even to the employee.

c. The pocess of desnatinE pePfoance elements and developtnE pefoance sandads
will equire considerable time d effoFt by supervisors, naement officals, and personn@l
specialiss. Therefore, the pocess should ben ediately n orde to be completed
system mplementaion te. st of the pePfoance standas of record, equtred by reference
(b), may not need to be revised at this tme; however, t wll be necessary to. take ediate
steps o Identify, and ke a part of the official record, the ctical perfoance elements
fo all positons.

d. paPtment of the Navy s developinK a tPani pPoam for supevisoPy personnel
tmplementnE the new appraisal system. t s expected tt local tain on establlshinE per-
romance standaPds and IdentlfynE cPltlal elements will be povtded at some late date. How-
ever, It Is empsized tt, in orde to.meet the 1 October 1981 equied implementation date,
supervisors should begin work edaely on pefoPmce stdads and crtlcal elements.
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3. ctlon. Organlzatlonsl Commanders, Heads of Staff Sections, Department Heads, and Chiefs
of Service will:

a. Review position descriptions for all positions (General Schedule, Fxcepted Service,
and Federal Wage System), ensure that existing performance standards are adeguate and com-
patible with the official duties. See enclosure (I).

b. Take immediate steps to prepare performance standards for those positions for which
no standards exist. Enclosure (I) provides instructions on the identification of performance
elements and the preparation of performance standards.

c. Review each performance standard and identify by number each performance element
(duty, task, requirement, responsibility, or objective) that is considered to be very important
or critical to satisfactory accomplishment of the position. Fnclosure (2) provides instructions
on how to determine er identify critical elements of a position.

d. Fnsure all emFloyees are given the opportunity to comment on performance elements In-
cludlng critical elements and performance standards proposed for hls/her position. Comments
and recoHrendatons by the employee will be considered by the supervisor prior to final ap-
proval.

e. innctatethe performance standard (whether now exlstin or newly developed) to reflect
the performance elements (by duty or paragraph number) considered critical for satisfactory
performsnce.

f. Fnsure all supervisors are thoroughly familiar with the contents of this directive and
that the directive is made available to’the employees upon recuest.. Appllcabillt[. Having received the concurrence of the Commanding Officers of Marine Corps
Air Station (Helicopter), New River; Naval Regional Medical Center; Naval Regional Dental
Center, Camp LeJeune; and Navy Recruiting District, aleigh; this Bulletn is applicable
those commands.

5. Self-Cancellation. 15 September 1981.

d. . FRIDELL
Chief of Staff

DISTrIBUTIOnS: C less Category fly
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PREPAEATION OF PERFOEMANCE STANDARDS

1. Discussion

a. Office of Personnel Management (OPM) defines performance standards as "the expressed
measure of the level of achievement established by management for the duties and responsibili-
ties of a position or group of positions. Performance standards may include, but are not
limited to, elements such as quantity, quality, and timeliness."

b. Performance standards are guides that show "how well" an employee must perform his
duties in order to accomplish them in a fully satisfactory manner. They are descriptions of

performance expected by management for a particular position. Performance standards are state-
ments of the results that are expected or objectives to be obtained. They are "yardsticks"
used to measure an employee’s performance in his or her Job.

c. OPM regulations require that performance standards, as well as critical performance
elements, be put in writing and communicated to the affected employee prior to the rating
period. Periodic performance appraisals are also required to be in writing and provided to
the employee.

d. Since Job duties and performance standards are linked, a good practice is to develop

them at the same time. Standards should be consistent, from an overall standpoint, with the

title, series, and grade of t2ne position and reflect duties and responsibilities contained in

the position description. This does not mean that standards must be "word-for-word," identical
to the position description; only that they bear a logical and identifiable relationship to
it. When standards are developed, supervisors and managers should take into account quanti-

tative, qualitative, and timeliness aspects of performance as well as the level of achievement.
Quantitative measures include such things as number of forms processed, amount of time used,
number of pages typed, percentage of increase in production, etc. Qualitative measures in-

clude accuracy, quality of work, ability to coordinate, analyze, evaluate, etc. Most Jobs
involve both aspects of performance, but in varying proportions depending upon the nature of

the Job. A production Job on an assembly llne may depend as much on quantity as on quality of

production, whereas a research position may concentrate more on quality of results than with

quantity. It is easier to measure performance against standards which can be stated in quanti-

tative terms; thus, a good practice is to attempt to develop standards in that fashion. For

instance, if there is a need to improve the quality of an employee’s work by reducing the

error rate in performing a task, the standard could be written in terms of a numerical or per-
centage limit on the errors allowed. However, a complete set of performance standards for a

position will probably contain some objectives which cannot be quantitatively measured. These

should be written in an objective,.ex@liclt fashion which describes the specific result desired.

2. Principles of Developin5 Performance Standards

a. Performance standards can be prepared for all positions. Quantitative and qualitative

standards are more easily established for routine repetitive op’erations. However, written
standards can also be prepared for high-grade nonroutine positions. To say that written stand-

ards cannot be prepared for a position is the same as saying that the supervisor or manager
does not know what is expected of the employee and that the employee’s work cannot be evaluated.

b. Performance standards should be set at .what. constlttes..full acceptable or satls-

factory performance not perfectlon# hnless nothin short of perfection in the performance or

that task is acceptable. The standar’d sh6uld be set at the performance level that is expected

of a fully trained and competent employee, and it should be attainable. Employees cannot be

expected to keep trying to reach goals that are beyond their grasp. If unattainable standards

are set, we are merely setting a desmed goal and not establishing a practical yardstick. If

desired goals are used as standards, y employees will not be able to attain them and will

appear as unsatisfactory or weak in ny honest application of the standards. Likewise, the

level of performance chosen as a standard must relate both to the needs of the agency and to

the capacities of competent employees. The standards must be high enough for the agency to
accomplish its objectives and low enough for competent employees to reach them.

c-. Performance standards should be. wrltten for the specific permanent and significant
tasks of the position. The tasks for which standards are written should be in terms of dexnlte
actions taken. General statements about a responalbility must be avoided. Also, temporary or

unusual assignments and minor tasks should not be included.

d. Performance standards should be .written for a specific position not a broad class.

For example, identical perfolnance standards cannot properly be writteh for all clerk-typlst

positions. Both the specific duties of the position and the conditions under which work is

done vary widely. A clerk-typlst working in an office concerned with statistical reports,

charts, etc., would not have the same standards as a clerk-typist working in an office preparing

answers to correspondence on a day-to-day basis It would be unfair, for example, to use the

same quantity requirements for these two positions. Undesirable variations between positions

should be reduced to an absolute minimum; however, a high degree of uniformity is not always

possible to attain. As long as significant differences in operating practices or working

conditions exist, differences in standards will be necesssmy. Only when several positions are

identical in duties and working conditions may a single set of standards apply to all.

ENCLOSURE (I)



’, .performance stndards_l be .dussed with the employees. Discussion of performance
sanaaras wln ne empioyee

expected. Although the supervisor has the responsibility for settln performance standards,
the importance of employee participation cannot be overemphasized. This procedure will pay
dividends in several ways:

(I) Assuring that standards are based on the actual duties of employees;

(2) Developlng valuable habits of employee self-evaluatlon and self-crltlclsm;

(3) Training employees in the analysls of their positions; and

(4) Increasing employee acceptance of the perfolnnance standards for their positions.

Employee understanding of performance standards is essential; otherwise, many of the con-
structlve values of written standards will be lost.

f. Performance standards should be chaned as the significant tasks or duties of the obchane, or as better standards can be written. The statement of duties, tasks and standards
should not be considered as static. PePfoi-mance standards are so dependent on working con-
dltlons surrounding a ob that as these conditions change, standards will quite llkely have to
be revised. Likewise, as standards ame applied, the supevlsor will undoubtedly find beter
ways of expressing them. For these reasons, standards of performance should be periodically
reviewed and revised.

g. Performance standards are appllcable to supervlso as well as nonsupervlsor obs.
In developing supervisory standards, such factors as the followng should be considered:
plannln and oranlzlng work; managing positions; eelectlnE, assigning and appraising employees;
tralnlnE and developing workers; uslnE incentives; malntalnlnE employee-management communica-
tion; administering constructive discipline; admlnlstemlng leave; promoting safety and fur-
therlng equal employment opportunity. In considering the last factor, standards should cover,
when applicable, supervisory fairness in making selections, supervisory encouragement and
recognition of employee achievements, supervisory treatment of minority group employees, and
supervisory sensitivity to the developmental needs of all employees, including minority groups
and women.

3. Pitfalls to be Avoided in Writln Performance Standards

a. Do not confuse workln procedures with performance standards. A task or duty is a work
activity. It is what the employee actualy does. tandards Ive some yardstick or measure
of what is considered to be fully satlsfaotory performance. Standards answer questions llke:
How many? How well? Within what time limits? A standard must contain a measuring stick that
enables the supervisor and the employee to Judge how well the ask is being perforned.

b. Avoid too much detail in statemen% of tasks. If all minor tasks are llsted separately,
there Is risk of making the perfonaee standards too long and compllcated. There is also the
danger of detPactlng fom their sinlflcance. Tasks may be grouped together when they provide
a better picture of the operation or when the standards really apply to the combined or overall
operation.

c. Avoid using vague or general words or phrases in wrltln standards. Words such as
"rarely," "seldom," "accurately," et., should no,-be used. These words allow a lot of personal
InterpPetatlon. How frequent is "rarely" or "seldom?" One person might think "rarely" or
"seldom" means not moe than one or two instances a year. Another person might think that
these words mean from ten to 15 instances a year.

d. Be careful when usln percen%aes. Percentages can be very tricky. An accuracy of
90 to 95 may sound very high. But when applled to fillng or sortIng mail, a 90 accuracy
allows one error in each ten items filed or sorted. This would certainly not be considered
average for a satisfactory employee.

e. Avoid expressln stgndads in tems that require u.mecessar computations. Express
standards in the most easily undestoo@ and’the ost usab14 fom. FoP example, in setting
accuracy standard for the task, "somIn and dlstPibutlng incoming mail," 99 accuracy might
be required. Howevem, this is a rather meaningless figure unless tanslated into tems of
the number of eroPs pex-mlted during the receipt of a cePtaln amount of mail. In fact, te
determine whether a person’s work meets the 99 accuracy standal-d, we must know how much mall
is received for a certain pemlod and hew many errors ape normally made in the distribution.
For example, let’s assume that the employee receives 60 peces of correspondence per day or
300 pieces per week. To pefor with 99 accuracy, the employee would be allowed less than
three errors per week. Since this is the case, why go through the steps necessary to convert
the above figures into a percentage? Why not write the standards in tez,ns of the number of
errors permitted? Such a standard could easily be written as: "distributes approxitely 300
pieces of incoming mall per week with not mope than two to four errors." Such a standard is
easier to understand and is more easily applied.

ENCLOSU (1)



BBul 12430
9 Mar 1981

f. Beware of standards that require i00 accurate p.erfomance. Over a considerable period
of time perfect performance is usually not attainable. If, in good conscience, it can be said
that nothing short of perfect!performance of a task is fully satisfactory, then there is no
alternative but to use that as your performance standard. But, such a standard must be prac-
tlcal and realistic.

g. Avoid wrltln standards that call for a specific point of performance.. Fully sails-
factory performance ’normally covers a range, a minimum point below which the performance is

short of the standards and a maximum point beyond which the performance is outstanding (i.e.,
three to five errors, not four error).

h. Be careful of usln the average performance of a roup as the performance standards.
While the average performance of a group of employees may give some tentative indication of

the level that should be expected, it should be crltlcally analyzed. The performance of the

group may be above or below that actually needed to do the Job properly.

i. Be careful of settln performance standards at the level of performance of the person
currentl in the ob. If the employee is actually’dolng an outstanding Job, he/she will be

penalized by makin it appear that only !a satisfactory Job is being performed. Also, future
employees in the Job will be penallzed by making their performance appear inadequate. On the

other hand, if the current employee is actually doing an inadequate Job and hls/her perform-
ance is taken as-a standard, the agency is penalized and the employee’s performance is over-
rated. Likewise, such a standard would be unfair to other employees whose performance is

being Judged against proper, standards.

4. Methods of Expressln Performance Standards

a. Because of the differing nature of Job duties and tasks various means of expressing
standards are necessary. Not all of the means, however, are pertinent to each task and the

degree of importance to be attached to each may vary from position to position even though
the tasks may appear to be the same.

b. Some of the more prevalent means of expressing performance standards are as follows:

(I) Quantlt of work. States how many units must be completed within a specified

time period for this aspect of the work to be completely satisfactory. In other words, how

much work must the person do? QuantSty standards must be definite; they must statespeciflc

numbers "how many?" "how fast?"

(2) QualltF of work. Quallty staRdards exist for almost every task. Quallty s
usually expressed in terms of accuracy, apparance of work, Innovatlveness, or eneral results
achieved. Quality standards answer the questions "how well must the work be done?"--"how
good a Job?"--"how thorough?"

(3) Time. Time standards are used where quantity cannot be measured, but time llmlts

can be set as a definite requirement of sat+/-sfactory work. Time standards answer the questions

of "when"--"how soon?"--"wlthln whatperiod of tlme?"

() Effect obtained. Used when the performance standard can be best measured or ex-
preksed in terms of the ultimate effect to he obtained. In wItlng this type of standard,
such conJunctlvelphrases as the follwlng are often helpful: "so that," "in order that,"
"in order to," "as show y," etc.

(5) Manner of performance. anner of. perforance is often a useful measure of whether

a task is being properly performed. This type of staDdard usually applies to tasks in which

personal contacts are an important consideration. Manner-of-performance standards answer the

question "in what way?" Also considered are initiative, attitude, adaptability, reliability,

etc.
(6) Method of doln. Method-of-doing standards are used when only a certain procedure

or method for accomplishing a task is acceptable. These standards.answer a question such as

"must the work be done in accordancewlth some specific procedures, such as seIforth in any

Navy bulletin, directive, or manual?" For example this standard might be expressed in the

ollowlng manner: "FaIs to follow prescriSed milltary correspondence procedures in not more

than four to six instances during the year."

c. After performance standards haye ben wItten, the following questions may be use as

a checklist to assure that they are sitable:

(1) Al-e the standards objectively measurable?

(2) Is the way of measurement clearly specified?

(3) APe the standards fair and reasonable as to series and grade level?

() Ae they consistent with standards for slmilarly situated employees?

lone
ENCLOSURE (1)



1 12aSO
9 Mar 1981

’6) Can the consequences of error In performance be identified?

(?) Can differences between acceptable and unacceptable performance be identified?

(8) Can enough Informtion be collected on the performance element to evaluate
performance?

(9) W111 differing levels of performance on the perfonce element lead to differing
outcomes in Job accompllshment?

ENCLOSURE (i)
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DISCUSSION OF PERFORMANCE ELEMENT AND CRITICAL PERFORMANCE ELEMENT

i. Performance Element

a. A performance element is defined as any major component (l.e. duty, task, require-

ment, responsibility, or objective) of a position for which the employee is held accountable
and perfoluanee of which contributes meanlnEfully to his or her success or failure in that

position. Performance elements may be viewed as the key result areas or activities of a

position from which standards of perfolnuance are derived.

b. Performance elements may be regular and recurring duties, special assignments, or

associated tasks/actlvlties. They can be identified fl-om position descriptions, budgets,

stafflnE charts, supervlsor/subordlnate knowledge of the work, etc. Performance elements,
when identified, should bear a clear and logical relationship to the employee’s official

position description. This does not imply that the element should be written word-for-word

from the position description, but rather the basis for that element should be evident in

the position description. If it is not and the element is in fact performed by the employee,
then the official position description should be revised to reflect it. When identified,
the element should describe results that are measurable or observable and attainable by the

incumbent. It should also be compatible with the overall mission of the orEanIzatlon.

o. The Civil Service Reform Act of 1978 requires that performance elements, as well as

all other appraisal factors, represent objective criteria. Criteria that are not defined in

terms of Job-related behavIQs, tasks, or outcomes are not considered to be objective.

d. When identifying performance elements, it is reoommende that an appropriate form of

Job analysis be employed that will provide a systematic, loglca/ approach to determining Job
tasks, requlremens, responsibilities, etc. Significant variation in the process is accept-

able as long as the results are adequate to meet the aforementioned criteria for performance
elements. The following Checklist (A) should be helpful in determining if performance ele-

ments identified are suitable:

(I) Are the elements comprehensive? Is the Job covered?

(2) Are the elements objective? Do they refer to results that can be evaluated as
opposed to "trait ratings" (e.., cooperative, resourceful, motivated, etc.)?

(3) Do the elements refer to work uder the employee’s control? Is the mployee

sponsible within the authority of th poston?

() Are the elements approprate lot the employee’s series and grade lee1?

(5) Are the elements clear amd unambIEuous?

(6) Are the elements derived from the overall mission of the organization?

(7) Are they compatible with and supportive of results assigned to other organlza-

tional components?

2. Critical Performance Element

a. A critical performance elemeht is smply a very important performance element. Office

of Personnel Management (OPM) regulations define critical element as:

",..a component of an employee’s Jo that is of sufficient importance that

performance below the minimum standard established by management...may be

the basis for removlnE or reducing the grade level of that employee. Such

action may be taken without eard o performance on ethercomponents of

the Job."

In terms of time spent, consequence pf error, or oher factors affecting organizational out-

comes, a critical performance element is considere of such importance to overall success in

the Job that substandard performance i that component of the Job outweighs acceptable or

better performance in other aspects : the position, thereby resultln in unacceptable overall

performance.

b. A critical performance element mey reflect a lares proportion of time spent performing

particular aspects of a Job. However It may also reflect, with equal validity, certain

duties and responsibilities which are crucial to fulfilling the purpose of the ositlon, even

though relatively little time is actually spent performin them. Duties and responsibilities

of this type, even though requiring little total time, are typically ongoing and recurring

as are those components which require a maJor amount of time. An exception to this could

occur in a position which involves routinely working on special assignments or projects which

are each.unlque and one-of-a-klnd. As long as this is a normal part of the Job, it could be

the hasls for a critical element.

c. Since inadequate performance on a single critical performance element could result in

the demotion Or separation of an employee, obviously that. critlcal performance element must be

ENCLOSURE (2)
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an important and significant part of the Job. They are not "extras" or "nice-to-have" com-
ponents, but rather they must designate aspects of the work that bear a significant relation-
ship to the basic purpose of the position. Inadequate performance by. an employee on a critical
performance element is very serious and, by law, steps must be taken to assist the employee
to improve. Employees who continue to perform unacceptably after being assisted to improve
and having had an opportunity to demonstrate acceptable performance, must be reassigned,
reduced in grade, or removed.

d. A primary consideration in identifying critical as well as noncritical performance
elements is organizational outcome. Each element should have a measurable outcome/service/
result. This outcome referslto the overall efficiency and effectiveness of the organization.
Therefore, Job components may be based on any Job-related factor which affects oganizational
productivity.

e. The following Checklist (B) may be ued to determine if critical performance elements
have been correctly identified:

(1) Is there a willingness to remove or demote the employee if performance does not
meet the minimum standard for this element?

(2) Will unacceptable performance on. this element actually adversely affect
objectives of the organization?

(3) Is the employee bing held accountable for an element which is not within the
employee’s power to meet? Do factors exist which are outside of the employee’s control?

() Does the Job have at least one critical performance element?

(5) Does the element constitute a maor portion of the work or reflect duties, re-
sponsibilities, etc., which are cruciallto flfilling the purpose of the position?

f. One simple approach for identification of performance elements and designation of

hose that are critical Is outlined below:

Step (1) Identify all possSble performance elements for tb position. (Regular
and recurring duties, special assignm@nts, asociated tasks or activities.)

Step (2) Eliminate from ths list all performance elements except those for which

he employee will be held accountablelduri the raing period. (If the elements are
portant enough for the supervisor or anae to kee track of through observation, monitoring
and evaluation, they should be included.)

Step (3) Use Checklist (A) ion Pa 1 of this enclosure to verify that the perform-
ance elements are potentially useful.

Step () Use the criteria elate to cFltical performance elements contained in
this enclosure, especially Checklist B) to esinate those remaining performancet elements
which can be considered critical.

g. Following the above procedurewill lovide the manager/supervisor with a draft plan
of performance elements, includIn delnat.d critical performance elements, which will be

discussed with the affected subordinate. This discussion may result in addition, deletion

or modification of elements.
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UNITED STATES MARINE CORPS
MARINE CORPS BASE

CAMP LF-.JEUNE, NORTH CAROLINA 28542

BO 12432.1
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30 Sep 1981

From: Commanding General
To: DiStribution List

SubJ: Reduction in Grade and Removal Based on Unacceptable Performance

Ref: (a) CPI 32 (NOTAL)
(b) BO 12430.1J

I. Purpose. To promulgate the policies and procedures established by reference (a).

2. Information. The Civil Service Reform Act of 1978 and Office of Personnel Management (OPM)
Regulation 5 C.F.R. Part 32 created new procedures for effecting reductions in grade and re-
moval actions based on unacceptable performance. Reference (a) establishes the Department of the
Navy procedure for effecting such actions.

3. Policy. Civil Service employees whose performance deteriorates to an unacceptable level will
be advised in writing of the minimal performance standards for the critical element(s) of their

Job or position. Such employees will be given at least 30 days to demonstrate acceptable per-
formance after being provided minimum performance standards. If an employee fails to meet the
minimum performance standards of the Job, the employee will be removed from the position. If the
employee cannot be reassigned to another position of equal grade, the employee shall be reduced
in grade or removed.

4. Definitions:

a. "Critical element" means any requirement of the Job which is sufficientlymportant that
inadequate performance of it outweighs acceptable or better performance in otherspects of the

Job.

b. "Days" means calendar days.

c. "Official" means an employee who has been delegated authority to propose or decide an
action under this Order.

d. "Opportunity to demonstrate acceptable performance" means a chance for the employee to
show that the individual can meet established mnimum performance standards for the critical
elements of the Job.

e. "Reasonable time" means an amount of time commensurate with the duties and responsibili-
ties of the employee’s Job which is sufficient to allow the employee to show whether or not the
individual can meet minimum performance standards.

f. "Reduction in grade" means the involuntsry assignment of an employee to a position at a
lower.classlficatlon or Job grading level. For purbses of this Order, a reduction in grade is
a]weys to the first step or entry salary leve ofhe grade to which the employee is reduced.

g. "Removal" means the involuntary separatio of an employee from employment except when
taken as a reductlon-ln-force action.

h. "Senior command official" means Commanding General, Marine Corps Base, Camp LeJeune and
those Commanding Officers shown in paragraph 13, or in their absence, the military officer des-
Ignated by competent authority to succeed to the position of command.

i. "Unacceptable performance" means performance or an employee which fails to meet estab-
lished performance standards in one or more critical elements of such employee’s position.

5. Coverase. This Order applies to all Department of the Navy employees except:

a. An employee of a non-approprlated fund instrumentality.

b. An individual occupying a position not in he competitive service excluded from coverage
by regulations of OPM.

6. Exclusions. The following actions are excluded from coverage of this Order:

a. An action initiated under authority of the Special Counse!(5 USC 1206).

b. An action taken in the interests of national security (5 USC 7532).

c. An action taken under a provision of statute, other than one codified in 5 USC, which
excepts the action from the provisions of 5 USC.
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d. A reduction-in-force action.

e. A voluntary action initiated by the employee.

f. n adverse action for cause.

g. An action which terminates a temporary promotion within a maximum of two years and re-
turns the employee to the position from which the employee was temporarily promoted, or reassigns
or demotes the employee to a different position that is not at a lower gade or pay than the
position from which the employee was temporarily promoted.

h. An action which terminates a term promotion at the completion of the project or specified
period, or at the end of a rotational assignment in excess of two years but not more than five
years, and returns the employee to the position from which promoted or to a different position
of equivalent grade and pay.

i. An involuntary retirement because of disability.

J. A termination in accordance with terms specified at the time the appointment was made.

k. An action against a reemployed annuitant.

i. A reduction to the grade previously held by a supervisor or manager who has not completed
the supervisory or managerial probationary period.

m. The reduction in grade or removal of an employee in the competitive service who is serv-
ing a probationary or trial period under an initial appointment or who has not completed one
year of current continuous employment under other than a temporary appointment limited to one
year or less.

n. The reduction in grade or removal of an employee in the excepted service who has not
completed one year of current continuous employment in the same or similar positions.

7. Delesation of Authoritp

a. The authority to propose or effect actions for unacceptable performance may be exercised
by an official "acting" in the absence of the official to whom the respective authority has been
delegated, but it may not be exercised "By direction."

b. Senior Command Officials, respectively, hereby delegate authority to propose and effect
(decide) reductions in grade and removal under this Order.

(i) Marine Corps Base

(a) Propose Actions. Division Heads and designated subordinates of organizational
commanders and command staff section heads.

(b) Effect Actions. Assistant Chiefs of Staff, organizational commanders and cornand
staff section heads.

(2) Marine Corps Air Station (Helicopter)

(a) Propose Actions. Departmen Heads, desiated subordinates of Commanding Officer,
Headquarters and Headquarters Squadron and designated subordinates of conmand special staff heads.

(b) Effect Actions. Heads of Staff Sections, Commanding Officer, Headauarters and
Headquarters Squadron, and command special staff heads.

(3) Naval Resional Medical Center

(a) Propose Actions. Chiefs of Services.

(b) Effect Actions. Director of Aministrative Services.

(4) Naval Resional Dental Center

(a) Propose Actions. Designated subordinates of Directors of Services.

(b) Effect Actions. Directors of Services.

(5) Nav Recruitin District

(a) Propose Action. Designated subordinates of Executive Officer.

(b) Effect Action. Executive Officer.

2
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8. Timin of Actions

a. An employee may be reduced in grade or removed at any time during the performance ap-
praisal cycle that the employee’s performance in one or more critical elements of the Job becomes
unacceptable.

b. An advance notice of proposed action may not be given until the employee has been informed
of the unacceptable performance on the critical element(s) of the Job and been given a reasonable
time (at least 60 days) to demonstrate acceptable performance. The amount of time deemed reason-
able ma vary depending upon the complexity of the Job; however, it should be consistent within
similar Job categories.

c. No instance of unacceptable performance more than one year old at the time of the advance
notice may be a basis for a proposed removal or reduction in grade.

d. The decision to retain, reduce in Bade, or remove must be made within 30 days after the
expiration of the notice period.

e. The decision on a notice of proposed action must be delivered to the employee before the
effective date of the action.

9. Procedures

a. At any time during the appraisal cycle when performance fails below the "marginal" level,
a written performance appraisal must be conducted in accordance with reference (b), critical per-
formance elements and standards reviewed, corrective action identified and a reasonable time
frame established (at least 60 days) during which the employee is given an opportunity for per-
formance to improve. At the end of this period, the employee’s performance should again be ap-
praised. If the employee’s performance is still appraised below the marginal level in one or
more critical elements, action must be taken to reassign, demote or remove the employee.

b. To initiate an action under this Order, the official delegated proposal authority in
psmagraph 7 will forward a written request for preparation of the ction to the Employee Relatlons
Superintendent, Civilian Personnel Office. The request will contain a cop of the initial per
formance appraisal of unacceptable performance in one or more of the employee’s critical elements,
a escrlptlon of any asslsance given the employee during the period established for improvement
ant a detailed description of the specific instance(s) of unacceptable performance upon which the
proposal is to be based and identification of the critical performance element(s) involved.

c. An employee whose reduction in grade or removal is proposed is entitled to.

(I) Thirty days advance written notice of the proposed action which identifies:

(a) Specific instances of unacceptable performance by the employee on which the pro-
posed action is based.

(b) The critical element or elements of the employee’s position involved in each
instance of unacceptable performance.

(c) The name and title of the official designated to hear an oral reply and/or receive
the written reply.

(d) The number of days that the employee is allowed to answer orally and in wrltin.

(2) Be represented by an attorney or other representative.

(3) A reasonable amount of official time to prepare an answer to the advance notice, if
the employee is otherwise in an active duty status.

(4) A reasonable time, not less than seven days, to answer orally and in writing.

(5) A written decision which:

(a) In the case of reduction in rade or.removal, peclfies the instances of unaccept-
able performance by the employee on which the reuc$on in @ade or removal is based.

(b) Is signed by an official in a higher position than the official who proposed the
action.

(c) Specifies the employee’s right of appeal to the Merit Systems Protection Board
(MSPB) and right, when applicable, to file a rlevance under the negotiated grievance procedure,
but not both. (Non-preference eligible, professional employees of amp LeJeune Dependents’ Schoolsmy not appeal to MSPB.)

(d) Provides the time limits for filinK an appeal to MSPB, the address of the Board
Office for filing the appeal, a copy of the Boamd’s reulatlons and a copy of the Board’s appeal
form.
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d. The official authorized to effect the action may extend the notice period for not more
than 30 days. The notice period may be extended for more than 3G days with prior approval of
OPM.

e. Employees in receipt of an advance notice may request an additional time to respond
orally and in writing. The official designated to accept the response may make a decision re-
garding such request subject to the time limitations expressed elsewhere in this Order.

10. Expedited Procedure for Determlnin Choice of Representative

a. An employee’s choice of an employee representative in any of the procedures described
in this Order may be disallowed if such representative would result in a conflict of interest or
position, conflict with the priority needs of the activity, or would give rise to unreasonable
costs to the Government. Such matters of dispute over employee representation will be decided
by the level of official delegated authority in paragraph 7 of this Order to render a final
written decision for the contemplated action. All such matters will be reviewed by the Employee
Relations Superintendent, Civilian Personnel Office prior to referral to the official. Referral
of the representation issue will be in writing.

b. An employee whose representative is disallowed may request a review of that decision by
the immediate superior in command of the official who rendered the decision within five days of
the disallowance determination.

c. The reviewing official will review the reasons for disallowance as well as any information
submitted by the employee and will make a final decision in writing within five days of the re-
quest.

d. Processing of the original action will be held in abeyance pending resolution of the
representation issue.

ll. Records

a. When an action is effected, all relevant documentation concerning a reduction in grade
or removal based on unacceptable performance will be available for review by the effected employ-
ee and the employee’s representative. The Civilian Personnel Office will maintain a record which,
at a minimum, will contain copies of:

(i) The proposed action.

(2) The employee’s written answer, if any.

(3) A summary of the employee’s oral reply, if one was made.

(4) The notice of decision and the reasons therefore.

(5) Any supporting material including documentation regarding the opportunity afforded
the employee to demonstrate acceptable performance.

b. The record shall be maintained for a minimum of one year or until an appeal or complaint
arising from an action under this Order is finally adjudicated, whichever is longer.

c. If, because of performance improvement by the employee during the notice period, the
employee is not reduced in grade or removed, and the employee’s performance continues to be ac-
ceptable for one year from the date of the advance written notice, any entry or other notation
of the unacceptable performance for which the action was proposed shall be removed from any
record relating to the employee.

12. Action. Organizational Commanders, Heads of Command Staff Sections, Department Heads, and
Chie-o--Services will ensure all supervisors are thoroughly familiar with the contents of this
directive and that the directive is made available to the employees upon request.

13. Applicability. Having received the concurrences of the Commanding Officers of Marine Corps
Air Station (Helicopter), New River; Naval Regional Medical Center and Naval Regional Dental
Center, Camp LeJeune; and Navy Recruiting District, Raleigh, this Order is applicable to those
CoNlands.

J. R. FRIDHLL
Chief of Staf

DISTRIBUTION: C less Category III
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UNITED STATES MARZNE CORPS
Marine Corps Base

Camp Lejeune, North Carollna 28542

From: Commanding General
To: Distribution List

BBul 7400
COMP-A/IAS/sh

NOV 1980

SuJ: Civilian Overtime Work

e.f: (a) MCBul 12551 dtd 30 Jul 80
(b) OPNAV Notice 12551, Set 141D2/700535 dtd 18 Jun 80
(c) BO 7420.2C

Encl: (1) Instruhtions for collectlng and reporting-civilian overtime work

1. Purpose. To provide a consistent policy for the collecting, reporting and
payment of actual overtime worked; and, to further ensure such policy follows
the.guldance provided in references (a) and (b).

2. Back@round. To ensure a consistent Navy-wide policy..Eegarding the payment
of overtime, reference (b) recommended three alternatlves which may be dtilized.
The alternatives offer the local activity a choice of seleqng the one
alternative that best suits the activity’s needs. Currently, reference (c)
requires the collecting and reporting of overtime in increments of 15 minutes.
Although reference (b) allows the payment of locally establlshed increments,
the method currently used to drop minutes that are short or over the 15 minute
increment is not entirely consistent with reference (b).

3. Action

a. Effective upon receipt and untll a revision of reference (c) is
completed timekeepers will collect and report overtime worked as follows:

(i) R@ularl scheduled overtime work. All periods, approved and
worked, will be recorded on the biweekly time and cost card. The Comptroller
General has defined "regularly scheduled overtime" to mean overtime which is
duly authorized iadvance and scheduled to recur on successive days or after
specified intervals. Regularly scheduled overtime will not be approved in
increments of less than 15 minutes.

() Irre@ular, unscheduled overtime work. All periods o time worked,
to the nearest whole minute, will be recorded on the biweekly time and cost
card. Enclosure (1) provides a sample for reporting overtime to the nearest
whole minute.

b. The Paroll Office will compute and pa overtime as follows:

(1) Reularl scheduled overtime work. All regularly scheduled overtime
work will be paid for the periods approved.

(2) Irregular, unscheduled overtime work. All periods of time will be
accumulated on a work week basis, and any remaining time which does not satisfy
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a full fraction of 15 minute increments will be dropped (e.g. 14 minutes or
less will be dropped for the accumulated work week; 1 minute will be dropped if
the accumulated work week is 31 minutes; 14 minutes will be dropped if the
accumulated work week is 44 minute).

4. Self-Cancellation. i May 1981.

DISTRIBUTION: C less
Categories III and IV

J. R. FR!DELL
Chief of Staff
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INSTRUCTIONS FOR COLLECTING AND REPORTING CIVILIAN OVERTIME WORK

REGULARLY SCHEDULED OVERTIME

Overtime minute
conversion chart

15 minutes .15
30 minutes .30
45 minutes .45

WED

THU

Oly "approved" regularly
scheduled overtime will be
recorded. Regularly
scheduled overtime will
not be approved in incre-
ments of less than 15
minutes.

ENCLOSURE (i)
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INSTRUCTIONS FOR COLLECTING AND REPORTING CIVILIAN OVERTIME WORK

IRREGULAR UNSCHEDULED OVERTIME

Overtime minute
conversion chart

I minute .01
2 .02
3 .03
4 .04
5 .05
6 .06
7 .07
8 .08
9 .09

i0 .10
ii .II
Etc.
59 minutes .59
60 minutes 1.00
1 hour & 1 minute 1.01
Etc.

Actual time worked will be
recorded, on the Biweekly
Time and Cost Card, to the
nearest whole minute.

ENCLOSURE (I)



UNITED STATES MARINE CORPS
Marine Corps Base

Camp LeJeune, North Carolina 28542

BASE ORDER 12532.1L Ch 1

From: Commanding General
To: Distribution List

B0 12532.1L Ch i
CP0/WRM/eak
21 Nov 1980

SubJ: Wage Schedules for Trades and Labor Employees

Encl: (1) New page inserts to BO 12532.1L

1. rpose. To transmit new page inserts to the basic Order.

2. Action

a. Remove page 1 of the basic Order and replace with page 1 of enclo-
sure (1) hereto.

b. Remove present enclosures (I) and (2) and replace them with corre-
sponding pages contained in enclosure (1) hereto.

. R. FRIDELL
Chief of Staff

DISTRIBUTION: C less Category III





UNITED STATES MARINE CORP
Marine Corps Base

Camp LeJeune, North Carolina 28542

BO 12532.1L
CPO/WRM/eak
22 Apt 1980

BASE ORDER 1252.1L
From:
To:

SubJ:

Ref:

* Encl:

Commanding General
Distribution List

Wage Schedules for Trades and Labor Employees

(a) FPM Supplement 532-i, Appendix J (NOTAL)
(b9 DoD Wage Fixing Authority itr of 21 O6tober 1980, SubJ: Federal

Wage System Regular and Special Production Facilitating Wage Rate
Schedules for the Wage Area of Southeastern North Carolina (NOTAL)

(c) DoD Wage Fixing Authority ltr of 21 October 1980, SubJ: Special
Rates for Navy Installations in the Southeastern North Carolina
Wage Area (NOTAL)

(i) Hourly Wage Rate Tables
(2) List of Jobs with Special Wage Rates
(3) Environmental and Night Shift Differentials
(4) List of Approved Trades and Labor Jobs

i. Purpose. To promulgate authorized ratings for Trades and Labor occupations
with applicable rates of pay, to establish the policy and set forth circumstan-
ces under which subject employees may receive payment of environmental differ-
entials listed in reference (a) in addition to their regular hourly rates,
and to outline responsibility of management officials in administering the
regulations covering payment of environmental differentials.

2. Cancellation. BO 12532.1K.

3. Information. Revised wage rates are provided by enclosures (I) and (2).
Trades and Labor employees may also receive pay, in addition to the regular
hourly rates, for certain environmental eondltions such as exposure to various

degrees of hazards, physical hardships, and working conditions of an unusual
nature as defined in enclosure (3). Enclosure (3) provides detailed informa-

tion on how the plan operates, the additional pay situations approved for local

use, and designates officials having authority to approve payment. Further,
Trades and Labor employees may receive additional pay for shift work at the
rates set forth in enclosure (3).

* 4. Action. In accordance with references (b) and (c), the wage rates cited
in enclosures (1) and (2) are effective 1 October 1980. Enclosure (4) provides

a list of Trades and Labor Jobs approved for local use. Organizational Com-

manders, Heads of Staff Sections, Department eads, and Chiefs of Services
will ensure all supervisors are thoroughly familiar with the content of this

Order and that the Order is made available to the employees upon request.

5. Change Notation. Significant changes contained in this revision are
denoted by asterisks (*) shown in the left margin.

6. Applicability. Having received the concurrence of the Commanding Officers

of Marine Corps Air Station (Helicopter), New River; Naval Regional Medical

Center; and Naval Regional Dental Center, this Order is applicable to those
commands. .R. FRIDELL

Chief of Staff

DISTRIBUTION: C less Category III
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Authority:
Effective Date: i October 1980

HOURLY WAGE RATE TABLES

DoD Wage Fixing Authority Letter of 21 October

WG-NONSUPERVISORY

Calendar Weeks

26 78 104 104-
STEP 1 2 3 4
MAU

BO 12532.1L
22 Apr 1980

1980

WL-LEADER

Service Between Steps

26 78 104.
5 1 2 3 4

104

1 4.56 4.75 4.94 5.13
2 5.0.0 5.21 5.42 5.63
3 5.48 5.71. 5.94 6.17
4 5.96 6.21 6.46 6.71
5 6.42 6.69 6.96 7.23
6 6.89 7.18 7.47 7.75
7 7.36 7.67 7.98 8.28
8 7.83 8.16 8.49 8.81
9 8.30 8.65 9.00 9.34

i0 8.78 9.15 9.52 9.88
ii 9.27 9.66 10.05 10.43
12 9.76 10.17 10.58 10.98
13 10.25 10.68 II.ii 11.53
14 10.74 11.19 11.64 12.09
15 11.22 11.69 12.16 12.63

5.32 5.02 5.23 5.44 5.65 5.86
5.84 5.50 5.73 5.96 6.19 6.42
6.40 6.03 6.28 6.53 6.78 7.03
6.96 6.56 6.83 7.10 7.38 7.65
7.49 7.07 7.36 7.65 7.95 8.24
8.04 7.58 7.90 8.22 8.53 8.85
8.59 8.10 8.44 8.78 9.12 9.45
9.14 8.62 8.98 9.34 9.70 10.06
9.69 9.13 9.5! 9.89 i0.27 10.65

10.25 9.68 10.08 10.48 10.89 11.29
10.82 10.20 10.63 11.06 I1.48 11.91
11.39 10.73 11.18 11.63 12.07 12.52
11.96 i1.27 11.74 12.21 12.68 1315
12.53 11.82 12.31 12.80 13.29 13.79
13.09 12.35 12.86 13.37 13.89 14.40

WS WD PAY
GRADE LEVEL

WS-WD-WN RATES

Calendar Weeks Service Between Steps

WN PAY 26 78 104 104
LEVEL STEP 1 2 3 ’4" 5

1
2
3
4
5
6
7
8
9

i0
Ii
12
13
14
15
16
17
18
19

1
2
3
4
5
6
7
8
9

i0
II

7.23 7.53 7.83 8.13 8.43
7.66 7.98 8.30 8.62 8.94
8.13 8.47 8.81 9.15 9.49
8.60 8.96 9.32 9.68 10.04
9.06 9.44 9.82 10.20 10.57
9.53 9.93 10.33 10.72 ii.12

i0.01 10.43 10.85 11.26 11.68
10.47 10.91 i1.35 11.78 12.22
10.94 11.40 11.86 12.31 12.77
11.43 11.91 12.39 12.86 13.34
11.65 12.14 12.63 13.11 13.60
11.96 12.46 12.96 13.46 13.96
12.33 12.84 13.35 13.87 14.38
12.77 13.30 13.83 14.36 14190
13.28 13.83 14.38 14.94 15.49
13.86 14.44 15.02 15.60 16.17
14.52 15.12 15.72 16.33 16.93
15.24 15.87 16.50 17.14 17.77
16.02 16.69 17.36 18.03 18.69

ENCLOSURE (i)
Ch I (21 Nov 1980)
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WT-SHOP TRAINEES

Calendar Weeks Service Between Rates

26 26 26 26
Target Rates 1 2 3 5
Grade (Two-Year TralninE Program)

26

WS-6 ".67 5.30 5.93 6.55
WG-7 ".99 5.%6 6.33 7.00
WG-8 5.30 6.02 6.73 7."5

(Three-Year Training Program)

WG-8 5.30 5.78 6.25 6.73 7.21 7.68
WG-9 5.62 6.13 6.63 7.14 7.6, 8.15

Shop Trainee Jobs are authorized for the following occupations:

Target Grade

Boiler Plant Operator
Pest Controller
Preservation Packager
Preservation Servicer
Sewage Disposal Plant Operator
Water Treatment Plant" Operator
Wood Worker

WG-9
WG-8
WG-6
WG-7
WG-8
WG-9
WG-7

ENVIRONMENTAL DIFFERENTIALS

The pay differential for each approved environmental pay category is computed
as a percentage of WG-10 Step 2 as follows:

4% $ .37
6% .55
8% .73

25% 2.29
50% ".56

ENCLOSURE (i)
Ch i (21 Nov 1980)



LIST OF JOBS WITH SPECIAL WASE RATES
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22 Apt 1980

The Jobs listed below have been set aside by the Office of Personnel Management.
for further study and development of specific grading criteria. In the mean-
time, pay for such Jobs is determined in accordance with Department of the
Navy instructions.

Authority: DoD Wage Fixing Authority Letter of 21 October 1980
Effective Date: i October 1980

PRINTING & LITHOGRAPHIC SERVICE

Title

ist 2nd 3rd. 4th 5th Occupational
Sep Step Sep Sep Code

NONSUPERVISORY

Bindery & Finish Worker 8.57
Film Assembler-Stripper

(Black & White) 8.14
Helper Photolithographer 6.42
Lithographic Pressman

(17 x 22) 8.86
Multillth Operator 7.50
Photolithographer

(Halftone) 8.86
Printing Equipment
Mechanic 8.86

Shop Planner (Printing)

8.93 9.29 9.64 I0.00 WP 44002 14

8.48 8.82 9.16 9.50 WP 44005 12
6.69 6.96 7.23 7.49 WP 44014 04

9.23 9.60 9.97 10.34 WP 44017 16
7.81 8.12 8.43 8.75 WP 44017 09

9.23 9.60 9.97 10.34 WP 44014 16

9.23 9.60 9.97 10.34 WP 44018 16
10.13 10.55 10.97 11.39 11.82 *WP 44901 35

SUPERVISORY

Foreman (Leadingman)
(Printing) 11.50 11.98 12.46 12.94 13.42 *WP 44260 62

*Pay Differentials for Shop Planner and Foreman

Shop Planner: 14.4% of WG-10 Step 2 added to WP-16 Step 2 becomes the
second step rate.

Foreman: 30% of WG-10 Step 2 added to WP-16 Step 2 becomes the second step
rate.

Compute first, third, fourth and fifth steps at 96, 104, 108, and 112 percent,
respectively, of the second step rate.

ENCLOSURE (2)
Ch 1 i Nov 1980)





BASE ORDER 12511.IB

UNITED STATES MARINE CORPS
Marine Corps Base

Camp LeJeune, North Carolina 28542

BO 12511.IB
CPO/WRM/eak

NOV

From: Commanding General
To: Distribution List

SubJ:

Ref:

Position Classification

(a) CMMI 511 {NOTAL)
(b) MCO P12000.7B
(e) BO 5310.2B
(d) CMML 511-1 (NOTAL)
(e) BO 1230.1H

Encl: (i) Policy and Procedures Concerning Position Classification
(2) Functional Organization Charts for Organizations Employing

Civilians
(3) Preparation of General Schedule Position Descriptions
(4) Appeals of Classification of General Schedule Positions

I. Purpose. To re-emphasize this activity’s program for classification of
positions subject to Chapter 51, Title 5, of the U. S. Code; to set forth
policies and procedures for carrying out the provisions of references (a)
through (e); and to provide essential instructions and information concerning
the position classification program.

Cancellation. BO 12511.IA

3. Action. Organizational Commanders, Heads of Staff Sections, Department
Heads, and Chiefs of Services utilizing General Schedule employees will be
guided by the contents of enclosures (i) through (4). In addition, each
official will ensure that all supervisors are thoroughly familiar with the
contents of this directive and that the directive will be made available to
the employees upon request. Additional information and assistance on subject
matter may be obtained by contacting the Civilian Personnel Office, telephone
1932.

4. Chane Notation. Significant changes contained in this revision are
denoted by asterisks () shown in the left margin.

5. Applicability. Having received the concurrence of the Commanding Officers
of Marine Corps Air Station (Helicopter), New River; Naval Regional Medical

Center; Naval Regional Dental Center, Camp LeJeune; and Naval Recruiting
District, Raleigh; this Order is applicable to those Commands.

Chief of Staff

DISTRIBUTION: C less Category III





POLICY AND PROCEDURES
CONCERNING POSITION CLASSIFICATION

BO 12511.IB

04 NOV

I. Legal Basis. Chapter 51, Title 5 of the U.S. Code is the legal basis for
the position classification program. Chapter 51 provides a plan for classifying
positions under which:

a. The principle of equal pay for substantially equal work shall be
followed; and

b. Individual positions are required to be placed in classes according to
their duties, responsibilities, and qualification requirements in compliance
with standards issued by the Office of Personnel Management.

The Federal Pay Comparability Act of 1970 provides for adjustments in basic
pay under the General Schedule on an annual basis.

2. General

a. Effective position classification relies largely upon the efforts of
line supervision towards recognition, acceptance, and practice of the principles
governing classification actions. Line supervisors are primarily responsible
for the accuracy of position descriptions. Line supervisors should bear in
mind that public funds are paid out on the basis of information contained in
position descriptions.

b. A position maintenance review to determine the currency and adequacy
of descriptions is required on an annual basis. Changes during the interim
period which require new descriptions must be reported when they occur, in
accordance with the requirements of reference (c). The annual position main-
tenance review program does not supersede this requirement. Rather, it is to
provide for an orderly review of descriptions for currency and to discover
discrepancies which, through an oversight or unavoidable circumstances, have
not been acted on.

c. Only by grouping like positions together can it be sure that employees
occupying similar positions will be treated alike. Intelligent and fair
treatment in such matters as recruitment, placement, training, performance
appraisal, and reductions-in-force are possible only when positions which are
essentially similar are placed in the same class, while those which are
essentially different from each other are placed in different classes.

3- Responsibilities

a. Secretary of the Navy. The Secretary of the Navy has delegated through
the chain of command down to the activity level, for further delegation as
deemed appropriate, responsibility for classification of General Schedule posi-
tions.

b. Commandin5 General/Commandin5 Officers. The Commanding General/
Commanding Officers are responsible for insuring compliance with position
classification standards and related classification criteria and instructions
issued by the Office of Personnel Management and the Department of the Navy.

c. Civilian Personnel Officer. The Civilian Personnel Officer insures
that appropriate action is taken to establish and maintain an efficient
classification program and that proper action is taken to put into effect all
personnel actions resulting from the operation of the classification program.

d. Classification Superintendent. The Classification Superintendent is
responsible for determining titles, series, and grades to be assigned to
officially approved position descriptions, and for certifying position classi-
flcation actions for official record. All classification actions taken shall
comply with Chapter 51, Title 5 of the U.S. Code, and instructions issued by

ENCLOSURE (1)
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the Office of Personnel Management, the Department of the Navy, the Commandant
of the Marine Corps, and the Commanding General. The Classification Superin-
tendent arranges for and/or conducts training in classification principles
and procedures as a regular part of the employee development program.

e. Orsanizational Commanders Heads of Staff Sections Department Heads
and Chiefs of Services. The effectiveness, timeliness, and overall adherence
of line supervisors to applicable policies and procedures regarding classifi-
cation matters is the direct responsibility of organizational commanders,
heads of staff sections, department heads, and chiefs of services. Positions
may be transferred within an organization at the discretion of the head of
the organizational entity, but such position transfers may be executed only
after approval of new position descriptions or amendments to existing position
descriptions which document the necessity for transfers. Marine Corps Base
positions may be transferred within an organization and changes in classifi-
cation effected only after proposed position descriptions have been reviewed
by the classification staff, advisory classification opinions have been
provided, and the Table of Organization has been changed, as required by
reference (c). A continuing responsibility is to ensure that performance
standards are prepared and submitted in accordance with reference (e).

f. Intermediate Supervisors. It is the responsibility of all levels of
supervision to encourage, recommend, and review actions relative to determining
the need for, and the work assignment of, subordinate positions.

g. Immediate Supervisors. The basic responsibility for the continual
review of subordinate positions is vested in the immediate supervisor. In
addition, the immediate supervisor is responsible for productively utilizing
the services of subordinate personnel with a constant view toward the elimi-
nation of any duplication of effort, wasted motion, or unnecessary operations.
In carrying out these responsibilities, the immediate supervisor will maintain
a copy of position descriptions for subordinate employees and make such de-
scriptions available to the employees upon request.

ENCLOSURE (i)



FUNCTIONAL ORGANIZATION CHARTS
FOR ORGANIZATIONS EMPLOYING CIVILIANS
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i. General. Information pertaining to functional and organizational relation-
ships is required in order to properly classify General Schedule positions. In
the interests of clarity and brevity, such information will be represented
pictorially in chart form. Contained herein are instructions for the prepara-
tion, submission, and maintenance of functional organization charts.

2. Responsibilities

a. Orsanizational Commanders Heads of Staff Sections Department Heads
and Chiefs of Services utilizing General Schedule positions are responsible
for furnishing the Civilian Personnel Office two properly authenticated copies
of functional organization charts, which will be prepared according to the
format of Appendix A to this enclosure.

b. Civilian Personnel Office. The Civilian Personnel Office is responsible
for the maintenance of an up-to-date file of said charts for all organizational
segments which utilize General Schedule positions. This office is also re-

soonsible for submitting such charts to the Commandant of the Marine Corps, the

Department of the Navy, and to the Office of Personnel Management.

3. Procedures

a. Terminology. In order to attain consistency of terminology, the

designation of organizational sub-dlvisions below the department level will be

division, branch, section, unit and sub-unlt.

b. Authentication. Each functional organization chart for Marine Corps
Base organizations will be signed by the respective subordinate organizational
commander, head of staff section, or department head. Organization charts for
other commands serviced should be signed by the respective commanding officer
or his designated representative.

c. Size. Use of size 81/2" x ii" WHITE paper is required.

d. ChanKes. Redistribution or deletion of functions within an organi-
zation will be reflected on revised charts as such changes occur. These
changes will be submitted in duplicate as set forth in 2a supra.

ENCLOSURE (2)





EMPLOYMENT DIVISION

Recruitment
Qualification & evaluation
Placement & utilization
Appts. & other accessions
Competitive status & con-
versions

Veterans’ preference
Dual employment & dual

compensation
Military Duty: Restora-

tion & other rights
Promotions, reassignments,

& details
Reduction-in-force
Personnel action forms

& records
Statistics (PADS)
Allowances for uniforms

COMMANDING GENERAL]

ICHIEF OF STAFF 

ASST. CHIEF OF STAFF, MANPOWER

CIVILIAN PERSONNEL OFFICER|

CLASSIFICATION DIVISION

Classif. of positions
Advice/asslstance on

classification
Advlce/assistance on
preparing PDs

Job enFineering
Environmental Differ-

entials
Annual position reviews
Performance standards
Perf. appraisals &
ratings

Quality increases
FLSA status deter-
minations

LABOR MANAGEMENT AND
EMPLOYEE RELATIONS
AND SERVICES DIVISIO

Labor-Mgmt relations
Appeals & Grievances
Disciplinary Actions
Civilian Guidepost
Separations
Hours of work
Absence & leave
Security program
Political activity
Insurance programs
Retirement
Employee services
Incentive awards
Alcoholism program
Counseling
Workers’ compensa-

tion program
Occupational health
program

Operate first aid
station

EMPLOYEE DEVELOPMENT
DIVISION

Career development
counseling

Individual training
plans

Training
Management & Super-

visory
iTrade or craft
Technical/Specialty
Administrative
Clerical
Orientation
Annual training plans
Records & reports

Approved:
( Departmenead ’(Date)
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PREPARATION OF GENERAL SCHEDULE POSITION DESCRIPTIONS

i. General. Effective position classification relies upon the information
given in the position description. Position classification decisions can only
be as good.as the facts on which they are based. Therefore, position descrip-
tions must be comprehensive, clear, accurate, and yet concise in order to
obtain accurate results. In writing position descriptions, it is absolutely
necessary to stick to facts regarding the position. Only the duties, re-
sponsibilities, supervisory relationships, and qualifications required by the
position can be considered in the classification process.

2. Classification STstems CurrentlT there are two classification sstems
in use:

a. Traditional STstem This system is used for nonsupervisory positions
not covered by paragraph 2b and all supervisory General Schedule positions.
The traditional system utilizes.various combinations of classification factors,
some of which do not apply to all occupations. The standards are mostly long
narrative descriptions of grade levels. Some are quantitative and factor-
format standards. The position description format is frequently inconsistent,
especially with the standard. The traditional system will be phased out over
a period of years and replaced by the Factor Evaluation System discussed below.
See subparabraph 4b(2)(a) for Euides and instructions for writlnE position
descriptions (nonsupervisory and supervisory) under the traditional system.
Ifthe position bein5 described is covered b an FES standard onl the FES
format ma be used. Since the traditional system is being phased out, it is

recommended that the factor format be used in describing all nonsupervisory
General Schedule positions.

b. Factor Evaluation Sstem (FES) This is a new method authorized by

the Office of Personnel Management for classifying nonsupervisory positions
GS-I through GS-15 under the General Schedule. Using this method, the positions
are placed in grades on the basis of their duties, responsibilities, and the
qualifications required as evaluated in terms of nine factors found to be

common to all nonsupervisory positions in General Schedule occupations. These
factors are:

Factor 1 Knowledge Required by the Position

Factor 2 Supervisory Controls

Factor 3 Guidelines

Factor 4 Complexity

Factor 5 Scope and Effect

Factor 6 Personal Contacts

Factor 7 Purpose of Contacts

Factor 8 Physical Demands

Factor 9 Work Environment

The Factor Evaluation System has a precise structure which is consistent

throughout regardless of the particular occupation or Job involved. The

primary standard, the series factor level descriptions, and the benchmark
description, which make up the grading criteria, as well as the position

descriptions are written in terms of the nine factors cited above. Over a
period of years, on an occupation-by-occupation basis, all classification
standards will be issued in the factor format. Until a Factor Evaluation
System standard is published for a particular occupation, the current nar-

rative classification standard must be used. The narrative and factor

ENCLOSURE (3)
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classification systems will co-exist for several years. The Factor EvaluationSystem requires a new format that must be used in writing position descriptions.All nonsupervlsory positions covered by a FES classification standard must beredescrlbed in the factor format before the standard can be applied. See sub-paragraph 4b(2)(b) for guides and instructions for writing position descrip-tions under the Factor Evaluation System. (Note: No supervisory pbsitionmay be described in the FES format. See subparagraph 4b(4) for instructionsfor describing supervisory positions.)

3. Steps Leadin to the Preparation of Descriptions

a. Within the limits of established functional statements, cognizant linemanagement is responsible for deciding what the duty and responsibility contentof each position shall be. Line management may add, remove, or change assign-ments at any time, however, when changes in grade for positions at MarineCorps Base are proposed or expected, the procedures in enclosure (3) toreference (c) must be followed. All organizational information cited withinthe official position description and that shown on the position descriptioncover sheet (Optional Form 8) will conform to the organizational alignmentreflected in official functional charts required by enclosure (2) of the
basic Order.

b. Position descriptions are reports of current assignments and organl-zational locations of positions, and must be kept current on a day-to-day
basis to maintain proper classification. The annual position maintenance
review program does not supersede this requirement.

c. Cognizant line supervision shall direct the preparation of each posi-tlon description and shall determine in each case who shall describe the duties.Since the description must be factual, it should be written by the one whoknows the work best. In the case of an occupied position, that person isusually the incumbent. The choice is ordinarily between the employee or the
supervisor--not between the employee and some third party who may not know
the work of the position or may not have the intimate knowledge of the dutiesand responsibilities of the position represented by the combined Judgementof the incumbent and the supervisor. Vacant positions shall be described bythe supervisor.

d. All descriptions shall be very carefully reviewed by cognizant super-
visors for accuracy, adequacy, and clarity. The supervisor should pay parti-cular attention to that part of the description which outlines supervisorycontrol over the work performed, making sure that there is no conflict with,or contradiction of, hls/her own or other existing descriptions.

e. The supervisor must correct any erroneous concepts which the employeemay have about the scope of work, the degree of responsibility, or the
relation of his/her position to other positions under the supervisor’s cogni-zance. If an employee assumes duties or responsibilities not specificallyassigned or discontinues assignments, or otherwise performs differently thandirected by the supervisor, failure of the supervisor to control the employee’s
actions can be interpreted only as giving tacit consent to the change the
employee has made in hls/her position.

e Describin the Duties and Responsibilities of Positions

a. The person preparing the description should keep notes concerning the
work performed for a period of time which would normally cover the complete
cycle of work. These notes can be invaluable in describing major duties and
assigning reasonable percentages of time thereto. Only major duties of
positions will be described. A major duty is any assignment or responsibilityof a position which is a qualification determinant for appointment to the
position, or will occupy a significant amount of the employee’s time (5% ormore). A separate percentage of time will be shown for each major duty.
Minor duties are not to be described in a position description. minor duty
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is any incidental or miscellaneous duty or responsibility which is not a
qualification determinant for appointment to the position and occupies less
than 5% of the employee’s time. In lieu of describing minor duties, the
following statement shall be entered in the position description: "Performs
miscellaneous minor duties as assigned, such as..." No more than i0 15%
of the time shall be spent on miscellaneous duties.

b. Sources of Information. In addition to the following sources of
information which may be obtained from the Civilian Personnel Office, group
discussions on the preparation of position descriptions will be held periodi-
cally and/or upon request.

(i) Special Question Lists. These guides are designed to assure in-
clusion in the position description of data necessary for the proper appli-
cation of the classification standards. Use of applicable Special Question
Lists is mandatory. See Appendix A to enclosure (3) for a complete list of
available Special Question Lists.

(2) Guides for Writin5 Position Descriptions

(a) Traditional System See Appendix B to enclosure (3) for
instructions. This format has been issued by the Secretary of the Navy. It
is to be used in writing descriptions of General Schedule positions (GS-I
through GS-15). For supervisory position use the SQL cited in subparagraph
(4) below.

(b) Factor Evaluation System See Appendix C to enclosure (3)
for instructions and format. This format is required for all nonsupervisory
General Schedule positions covered by published FES standards. Also, use
of this format in describing nonsupervisory General Schedule positions not
covered by FES standards is encouraged. The FES format, however, may not
be used in describing supervisory General Schedule positions. For super-
visory positions use the SQL cited in subparagraph (4) below.

(3) Office of Personnel Manasement Classification Standards. Pub-
lished classification standards will be made available to any employee or
management official upon request. However, copying of the contents in the
preparation of descriptions should be avoided unless the material is directly
applicable.

(4) SQL for positions covered by Part I of the Supervisory Grade
Evaluation Guide. This is a locally devised guide for describing positions
which supervise clerical, technician, or other one-grade interval work.

(5) Additional information and assistance may be obtained by con-
tacting the Civilian Personnel Office, telephone 1532.

c. Procedure for Identical and Nearly Identical Positions. When one
or more positions are identical to another position, only Optional Form 8
shall be completed for the purpose of identifying such position(s). When
one or more positions will be substantially similar but not identical to
another position, describe only the differences, and attach this statement
of difference to Optional Form 8.

d. Procedure for Position Description Amendment. The amendment pro-
cedure shall be given consideration prior to preparing an entirely new de-
scription. An amendment is an official written statement of changes in
major duties of a position already classified, when the changes are material,
but not sufficient to warrant a complete rewrite of the existing description.
This statement should indicate what material should be deleted from the de-
scription or what should be added. An amendment exceeding one page in length
should not be submitted. In addition, a position description may be amended
no more than two times.
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5. Processing the Position Description

a. After careful review by cognizant llne management, the position de-
scrlptions) and/or amendment(s), along with performance standards prepared in
accordance with reference (e), will be forwarded to the Civilian Personnel
Office for final review and classification action. (Note: Official classi-
fication action will not be completed in the absence of adequate and consistent
performance standards approved by the submitting official and classification
staff.) The submissions will contain the original and one copy of each posi-
tion description or amendment, with a Position Description Cover Optional
Form 8 attached to both the original and the copy. Optional Form 8 is avail-
able at the Self-Servlce Center. Position descriptions shall be written on
plain white paper, size 81/2" x ii" Optional Form 8 will be completed accord-
ing to instructions printed on the reverse side thereof.

b. Position descriptions play a vital role in determining pay levels and
qualification requirements, and thus in authorizing payment of public funds,
in establishing sources of recruitment, in setting conditions for competition
for appointment and advancement, and determining whether positions should be
excepted from. the competitive service. It is emphasized that all levels
of supervisors who propose or approve official statements of duties and re-
sponsibilities ensure that they understand the suDervlsor certification,
item 20 on Optional Form 8 before affixing signature thereto.
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TITLE

Basic and Applied Research
Safety Management and Engineering Work
Security Administration Work
Fire Fighter Positions and Drlver-Operator

Fire Fighting Positions
Fire Protection Inspector Positions
Fire Chiefs
Detectives
Policemen or Policewomen
Guards
Personnel Officers
Military Personnel Clerks
Technical Placement or

Position Classification
Work

Employee-Management Relations and
Cooperation Work

Employee Development Assistants or Officers
Messengers
Clerks
Digital Computer Systems Operators
Digital Computer Systems Analysts
Digital Computer Programmers
Management Analyst and Management Analysis

Officer
Data Transcriber
Electric Accounting Machine Operators
EAM Project Planners, Supervisory EAM

Project Planners and EAM Program Supervisors
Telephone Operators
Teletypists
Communications Relay Equipment Operators
Financial Managers
Accountants and Accounting Officers
Cash Clerks or Assistants
Supervisory Cashiers
Tellers
Voucher Examiners
Payroll Clerks
Budget Analysts or Budget Officers
Time and Leave Clerks
Professional Engineers
Engineering Aids or Technicians
Safety Management and Engineering Work
Architects
Engineering Draftsmen
Electronic Technicians
Industrial Engineers
Attorneys
Photographers
Writers and Editors
Technical Writers and Editors
Contract Negotiators, Administrators,

Specialists, or Termination Specialists
Procurement Assistants or Agents
Property Disposal Specialists or Property

Sales Specialists
Property Disposal Assistants or Officers

SERIES

GS-018
GS-080
GS-081

ss-o81
GS-081
sS-083
SS-083
SS-085
GS-201 (1)
GS-204
GS-22 or
GS-221 or
OS-201 (n)
GS-230

GS-235
GS-302
GS-303
GS-332
GS-334
GS-334
GS-343

GS-356
GS-359
GS-362

GS-382
SS-385
GS-390
SS-505
GS-510
GS-530
S-530
GS-530
GS-540
GS-544
GS-560
GS-590
GS-800
GS-802
os-8o3
oS-8O8
OS-818
GS-856
GS-896
GS-905
GS-1060
GS-I082
GS-I083
GS-I102

GS-II02
GS-II04

GS-II04

NAVEXOS
P-2198-

54
71
53
52

51
67
1
2
3

61
68
4

65

5
6

76
12
14
ii
55

16
56
61

17

19
7O
75
22
23
24
25
26
27
28
31
32
71
72
33
34
6o
35
36
73

37

38
39

4O

APPENDIX A to
ENCLOSURE (3)



BO 12511.1B
0 4 NOV 1980

SPECIAL QUESTION LISTS Cont’d

TITLE

Procurement Clerks
Purchasing Agents
Commissary Store Management
Industrial Specialists
Housing Management Work
Physical Science Aids or Technicians
Librarians
Statisticians
Statistical Clerks
Equipment Specialists
Investigators or Criminal Investigators
Supply Clerk
Storage Officers
Traffic Managers
Freight Classification or Rate Work
Travel Clerks and Assistants

NAVEXOS
SERIES P-2198-

GS-II05 47
GS-II06 48
GS-II44 41
GS-IIS0 78
GS-II73 42
GS-1311 43
GS-IIO 44
GS-1530 57
GS-1531 58
GS-1670 45
GS-1810 46
GS-2005 49
GS-2030 63
GS-2130 64
GS-2131 50
GS-2132 69

Supervisory Position See the SQL for position covered by Part I of the
Supervisory Grade Evaluation Guide. This is a locally devised guide for
describing positions which supervise clerical, technician, or other one-grade
interval work.
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INSTRUCTIONS FOR PREPARING
DESCRIPTIONS OF GRADED POSITIONS (GS-1 through GS-15)

Before starting to write a position description, thoughts about the position
should be organized in terms of the outline in this instruction. Descriptions
should be written in plain, clear language using short, factual statements.
General, indefinite terms and vague expressions should not be used. Minute
detail is neither required nor desired. Abbreviations form numbers and
phrases which have no meanin outside the immediate office should not be used.
In writing position descriptions, words connoting sex of the incumbent, such
as he, she, his, her, woman or man should not be used. Duties are best de-
scribed by using active verbs which result in a description that is both im-
personal and simplified. For example, a duty may read "Types correspondence
in final form..." rather than "The incumbent (or she) is responsible for
typing..." Conclusions or opinions about the difficulty of the work should
not be given. Descriptions prepared in accordance with these instructions will
facilitate their processing and the classification of positions.

(Note: Since the Factor Evaluation System (FES) is replacing the traditional
classification system, it is recommended that the factor format (see Appendix
C) be used in describing all nonsupervisory General Schedule positions.)

REMEMBER CONCENTRATE ON MAJOR DUTIES

Follow this format:

I. Introduction

State briefly the functions of the organizational unit in which the
positionis located and describe the purpose of the position. One or two
sentences should suffice for this part of the description.

II. Major Duties and Responsibilities

Listeach major duty separately and describe each briefly and clearly so
that what is involved in its performance can be understood. A major duty is
any duty of a position which (i) is a determinant of a qualification require-
ment for employment in the position or (2) occupies a significant amount of
the employee’s time (5% or more). Ordinarily, the duties and responsibilities
should be listed in descending order of importance or in order of work sequence.
Give percentage of time devoted to each major duty.

The description should also indicate the responsibilities of the position
and the extent of authority for making decisions, recommendations, or official

commitments, devising or revising ways of doing things, or persuading others
to a course of action.

(Supervisory positions should be described in a manner which will show
clearly the nature and extent of the supervision, e.g., planning, assigning,
and reviewing work. Subordinate positions should be identified by position
title, grade and numberJ The SQL for positions covered by Part I of the Super-
visory Grade Evaluation Guide, should be used when describing supervisory
positions. This guide is available at the Civilian Personnel Office, tele-
phone 1532.)

III. Controls Over the Position

Identify the supervisor of the position by title and organizational loca-

tion. Describe the nature of instructions, guidance, and review provided by
the supervisor or others. Indicate, by example if necessary, the kinds of

problems or matters referred to the supervisor for assistance. Indicate the

nature of policy and procedural controls imposed upon the position by higher
authority, e.g., manuals, written instructions or guides, or precedent decisions,
and show generally how they assist in performing the work assigned.

APPENDIX B to
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IV. Qualification Requirements of the Work

Specify what special knowledges, skills, education, or training are
required to perform the official duties of this position.
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HOW TO WRITE POSITION DESCRIPTIONS
UNDER THE FACTOR EVALUATION SYSTEM

A. INTRODUCTION

This guide will help you to write position descriptions (PD’s) for non-
supervisory General Schedule positions covered by the Factor Evaluation System
(FES). It explains:

Sources of available information and facts to obtain before starting
to write a PD,

How to write FES duty statements, and

How to analyze a position and describe the nine FES evaluation factors
in terms of the work performed.

A PD should have enough information for carrying out personal activities
such as classifying the position, deciding whether or not it is exempt or
nonexempt from the Fair Labor Standards Act, and determining the factors
important for recruitment. For classification under FES, a PD must be in
the FES factor format described in this guide.

Other General Schedule positions may also be described in the factor format
if you are careful to include any extra information that misht be needed for
classifyin5 the PD’s by the proper non-FES standards.

An outline for a PD and a sample PD are provided at the end of the guide.

B. GENERAL STEPS IN PREPARING PD’s

In writing a PD, you should know the kinds of information to look for
(Step 1), develop facts about the position (Step 2), write the PD in FES factor
format (Steps 3 and 4), and obtain agreement on its accuracy (Step 5).

Step i: Before starting to write the PD, review this guide and the complete
FES classification standard(s), if available, for the position being described
to gain an understanding of:

The kinds of information used in classifying the position and

How the factors are described in terms of the occupation or the kinds
of work in the position.

Step 2: Develop facts about the official duties and responsibilities of the
position using one or more of the following techniques:

Interview employees, supervisors, or management officials (see kinds of
information needed in Sections C and D),

Review existing PD’s,

Observe work in progress,

Review technical manuals or charts,

Review organizational or program material, or

Review questionnaires or lists of duties prepared by employees, super-
visors, or management officials (often helpful in working with large
numbers of similar positions to determine likenesses and grouping together
for coverage by single PD’s).

Step 3: List the duties of the position as described in Section C.

APPENDIX C to
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Step 4: Use the PD outline and Section D in describing the nine FES factors
in terms of the work performed.

Step 5: Determlne/obtaln agreement on the completeness and accuracy of the PD.
Resolve differences of opinion, if any, and obtain signatures.

In signing a PD, the supervlsor(s) certifies to its accuracy on the Position
Description Cover Sheet, Optional Form 8, as follows:

"I certify that this is an accurate statement of the major duties and re-
sponsibilities of this position and its organizational relationships, and
that the position is necessary to carry out government functions for which
I am responsible. This certification is made with the knowledge that this
information is to be used for statutory purposes relating to appointment
and payment of public funds, and that false or misleading statements may
constitute violations of such statutes or their implementing regulations."

Although other supervisors may not sign the PD, if they propose or approve
official statements of duties and responsibilities, they are, in effect,
attesting to this certification. Before officially classifying the PD, t-he
classifier may also resolve substantive questions that arise concerning its
completeness and accuracy.

C. WRITING FES DUTY STATEMENTS

The duties section of the PD should give an overall view of the position.
If desired, it may be preceded by an introductory paragraph or sentence de-
scribing the general characteristics of the position and its organizational
relationships, for example: "performs the department’s administrative audit
of vouchers" or "performs nursing care in the Outpatient Clinic."

The order in which duties are described may vary. One way to start
listing major duties is to consider the function(s) of the position and the
work performed in carrying out each function. They may be listed in order of
their importance or in the sequence in which they occur--day by day, over a
longer period of time, or during an entire cycle. You may wish to group
related duties according to function. Include percentases of time spent on
major duties involving distinctly different kinds or levels of work (for
example, clerical duties and inspection duties might be different kinds of
work assigned to one employee).

Use active verbs, for example:

Balances cash in register against the total on register tape, locating
and correcting errors.

Types memoranda, letters, and reports in final form from handwritten
notes.

Designs art work for multlcolor posters to meet specified needs of
requestors.

Posts test scores to record cards.

Establishes food standards and plans regular menus complying with
nutritional and cost allocations.

Develops plans, specifications, and estimates for urban expressways
with separated intersections, dividing strips, weaving lanes and ramps.

If incidental duties are described, explain how often they occur, for
example: once a month..., in the absence of..., as requested by..., in
emergencies...
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The descriptions of the major duties and the evaluation factors should
complement each other. Because the evaluation factors are used in point
ratin, information under major duties is often repeated and expanded upon
in describing the factors. Statements made in the factor descriptions must
be related to (supported by) the major duties.

Most of the nine FES evaluation factors have two or more parts (referred
to as underlying concepts or subfactors) as shown in the outline for a PD on
page 12. The following suggestions for writing the factors are in the same
sequence as the outline. The parts of the factor or subfactors are emphasized
in the examples under each factor.

IMPORTANT: When a position has two or more distinctly different kinds
or levels of work, the classifier must evaluate each separately
and determine the highest grade for classification. Therefore,
in describing the factors for these mixed-grade-occupatlon
positions, it is essential that significant differences in the
factors relating to different kinds or levels of work be made
clear. For example, if developmental work is more closely
reviewed than other work, the description of Factor 2, Super-
visory Controls, should state this fact.

It is not necessary to describe the nine factors separately for each kind

of level of work when the differences can be explained in a sentence or a
phrase.

Factor i: Knowledge Required by the Position

What levels of knowledges and skills are required and used in doing
acceptable work in the position? This includes:

The nature or kind of knowledges and skills needed, and

How these knowledges and skills are used in doing the work.

Under FES, knowledges are information or facts such as procedures, work
practices, rules and regulations, policies, theories and concepts, principles,
and processes which the employee must know to be able to do the work. When

you llst a particular knowledge, it is understood that skill is used in

applying that knowledge.

Knowledge: Example #I

a. Kind of Knowledge:

Engineer

A professional knowledge of the theories,
principles, practices, and techniques of
civil englneering.

b. How used: To design flood control structures such as
high retaining walls and closed box channels.

Knowledge: Example #2

a. Kind of Knowledge:

Clerk

Knowledge of the terminology used with a
variety of diagnostic and treatment procedures
prvlded general medical patients.

b. How used: To record and report medical information such
as X-ray and test results.
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Knowledse: Example #3 Clerk-Typist

a. Kind of Knowledge: Knowledge of English grammar, spelling, and
punctuation.

b. How used: To correct obvious errors in material being
typed.

Sometimes, it is easier to describe a requirement as a skill rather than
as a knowledge. A knowledge exists before skill can be demonstrated, for
example: A person who knows the typewriter keyboard can acquire a particular
level of proficiency through practice to show "skill in typing." Skills (as
used for FES usually can be observed, that is, you can see a person type and
review the typed material easily to decide that the person has "knowledge of
the typewriter keyboard." Therefore, it is common practice to describe skills
associated with a certain dexterity as shown below.

Skill: Example #1 Voucher Examiner

a. Kind of skill: Skill in using a calculator.

b. How used: To compute totals, discounts, taxes,
transportation charges, etc.

Skill: Example #2 Shorthand Reporter

a. Kind of skill: Skill in taking dictation.

b. How used: At higher speeds to provide verbatim
transcriptions.

If you aren’t sure whether to describe a requirement as a knowledge or
skill, describe it as a level of knowledge.

Additional "Tips" in Writing Factor 1

Benchmarks and factor-level descriptions in the FES classification
standard may be used as references for how knowledges are treated
in the occupation. EXCEPTION: FES classification standards some-
times describe a level of education, training, or experience. Such
criteria are developed by occupational specialists after a point-
rating process. Educational requirements or arbitrary degrees of
proficiency SHOULD NOT be described in PD’s unless there is docu-
mentation backup to prove that these requirements specifically apply
to the position beln described.

Show only the knowledses and skills that are essential for full
performance of the work. Generally, Factor 1 can be adequately
described with four or five knowledges or skills. If you have a
llst of 20, some of them can probably be combined into a broader
description.

Label a knowledge as "professional" only when the nature of the
work meets the definition of a professional occupation. Professional
occupations are identified as such in the series definition of the
occupational standard. As a minimum, such occupations require a
Bachelor’s Degree from an accredited college.

As appropriate, include any "special" knowledge or skill that
would be required as a selective factor in recruitment such as
"Skill in using conversational Spanish to interview witnesses."

5. Do not copy knowledge/skill requirements from qualification standards.
The qualification standard gives the minimum requirements needed for

APPENDIX C to
ENCLOSURE (3)



BO 12511.IB
0 4 NOV 1980

applicants. Nontrainee PD’s describe the kind of knowledes nd
skills needed to perform the work satisfactorily after the "break-in"
period.

Avoid listing "abilities." For example, "ability to examine vouchers"
is too vague to be used in evaluating Factor 1. Instead, show what
the employee has to know to do the examination. The example below
shows how two positions involving "ability to examine vouchers" would
require different knowledges because of differences in what the em-
ployees do with the vouchers and the mental processes, insights, and
understandings needed.

Wrong Better

Ability to examine vouchers Knowledge of domestic travel regu-
lations to check vouchers for com-
pliance and accuracy of terminology.

Ability to examine vouchers
and transportation accounts

Knowledge of professional accounting
concepts, principles, and theories to
audit the total accounting system.

Don’t describe personal characteristics such as patience, adaptability,
integrity, or creativity under Factor 1. (When important, Job-
related aspects of personal characteristics are credited in other
ways. For example, the need for patience is inherent in considering
Factor 7, Purpose of Contacts. Aspects of creativity involve
Factor 2, Supervisory Controls, in the independence of action;
Factor 3, Guidelines, in the Judgement used; and Factor 4, Complexity,
in the nature of item created.)

After you have completed Factor l, doublecheck the listed knowledges
and skills to assure they agree with the duties described. For
example, if you llst "Skill in operating an electric typewriter,"
the duties statement should show what the employee types.

Factor 2: Supervisory Controls

"Supervisory Controls" has three parts:

How the work is assigned,

The employee’s responsibility for carrying out the work, and

How the work is reviewed.

How is the work assigned? Supervisors have direct or indirect controls
over the work in the way assignments are made, instructions are given,
priorities and deadlines are set, and objectives and boundaries are
defined. For example, a supervisor might make assignments with de-
tailed instructions concerning how to do the work; with instructions
only for new, difficult, or unusual aspects of the work; with sugges-
tlons for procedures; or with information only about the objective to
be achieved, priorities, and deadlines.

What is the employee’s responsibility for carrying out the work? To
what extent is the employee expected to develop the sequence and timing

of various aspects of the work, to modify or recommend modification of

instructions, and to participate in establishing priorities and de-

fining objectives? For example, an employee might do the work exactly
as instructed; do routine assignments independently without specific
instruction; refer situations not covered by instruction to supervisor;
handle all work independently according to policies, previous training,
or accepted practice; or resolve conflicts which arise by determining
approaches to be taken and methodology to be used.
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c. How is the work reviewed? What is the nature and extent of the review
work? For example, there may be close and detailed review of each
phase of the assignment; detailed review of the finished work, spot-
check of finished work for accuracy; or review only for adherence to
policy.

TIP: Supervisory controls in the employee’s PD should "dovetail" with "super-
vision exercised" in the supervisor’s PD. For example, if the employee’s PD
states that the work is accepted as being technically accurate without review,
but the supervlsor’s PD states that detailed review is given the employee’s
work, one of the PD’s is wrong. The facts must be rechecked and appropriate
changes made.

upervlsory Controls: Example l, File Clerk

a. How Work Assigned: The file room supervisor assigns work,
advises of changes of procedures, and is
available for assistance when required.

b. Employee Responsibility: Routine work is performed independently
following set procedures.

c. How Work Reviewed: The work is reviewed for accuracy by
spot-checking, the ease with which filed
items are found, and through complaints
from users.

Supervisory Controls: Example #2, Clerk-Stenographer

a. How Work Assigned: The administrative law Judge dictates
without interruption and provides any
special instructions that differ from
normal procedures.

b. Employee Responsibility: The clerk-stenographer independently
transcribes and collates material into
final form, with responsibility for format,
word usage, and grammar.

c. How Work Reviewed: Completed work is reviewed for accuracy of
transcription, punctuation, grammar, and
format.

Supervisory Controls: Example 3, Engineer

a. How Work Assigned: The supervisor assigns work in terms of
project objectives and basic priorities
and is available for consultation in
resolving controversial issues.

b. Employee Responsibility: The engineer independently plans and
carries out the projects, selecting the
approaches and methods to be used in
solving problems.

c. How Work Reviewed: Projects are reviewed to determine that
the objectives are met and for compliance
with agency policies and regulations.

Factor 3: Guidelines

The factor "Guidelines" has two parts:

The nature of guidelines for performing the work, and
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The Judgement needed to apply the guidelines or develop new guides.

What guidelines are used in doing the work? Guides may be operating
procedures and policies, traditional practices, or references such as
desk manuals, dictionaries, style manuals, engineering handbooks, the
pharmacopoeia, and the Federal Personnel Manual. Individual Jobs vary
in the degree to which the guidelines are specific, applicable, and
available for doing the work. For example, dictionaries and style
manuals are available, applicable, and specific on matters involving
punctuation and spelling; a Federal Personnel Manual is available in
the Personnel Office, but may not apply to a particular personnel
problem; although three or four standardized tests exist for a diag-
nostic procedure, the operating policy may state the conditions under
which one or the other of these tests may be used.

How much Judgement is needed in using the guidelines? The existence
of specific instructions, procedures, and policies may limit the
opportunity of the employee to interpret or adapt the guidelines. On
the other hand, the absence of a method for a phase of work may require
the employee to use considerable Judgement in researching related
methods to develop a new one.

Explain the nature of guidelines and the extent to which the employee
follows them explicitly or uses Judgement in deciding between alternatives,
in interpreting, in adapting, or in developing guidelines. Below are examples:

Guidelines: Example #i, File Clerk

a. Guides:

b. Judgement:

Guidelines:

a. Guides:

b. Judgement:

Factor 4: Complexity

Written and oral guides provide specific
instructions for filing material.

A substantial portion of these instructions
are easily memorized and little interpre-
tation is necessary. When instructions
do not apply, the problem is referred to
the supervisor.

Example #2, Engineer

Guidelines include agency regulations
and directives, manufacturer’s catalogs
and handbooks, precedents, and files of
previous projects.

While these guidelines are generally
applicable, the engineer makes adaptions
in dealing with problems such as limited
funds or the need to modify the facility
for loads and stresses not anticipated in
the original design.

Complexity has three parts.

The nature of the assignment.

The difficulty in identifying what needs to be done, and

The difficulty and originality involved in performing the work.

Be sure to study the FES classification standard, if available, before
describing this factor in the PD. The kind of information needed to describe
"Complexity" differs from occupation to occupation.
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a. What is the nature of the assignment? Briefly describe the general
nature and variety of the tasks, methods, functions, projects or
programs carried out in the position being described.

What facts or conditions does the employee consider in identifying
what needs to be done? The employee may have little or no choice
about what needs to be done. On the other hand, certain facts may
have to be developed, checked, analyzed, interpreted, or evaluated
by the employee before work progresses. The level of difficulty in
carrying out the work varies depending on whether the facts of
conditions are clear-cut and directly apply to the problem or issue,
vary according to the nature of the subject matter, phase, or prob-
lem being handled, or involve unusual circumstances and incomplete
or conflicting data.

After considering the facts, what actions or responses does the
employee make? In some situations, the work is easily mastered, the
employee takes the obvious course of action. The level of difficulty
and originality increases as the employee is required to consider
differences in courses of action and refine methods or develop new
techniques, concepts, theories, or programs in solving problems.

Explain the three parts of "Complexity" for the position being described.
Below are examples:

Complexity: Example #i, Mall Clerk

a. Nature of Assignment: Opens, sorts, and routes mail by general
subject matter to approximately 150 de-
livery points and by specialized subject
matter to 70-80 points.

Identifying What Needs
To Be Done:

Examines the content of a variety of
materials to identify and associate sub-
Ject matter with closely related tech-
nical units.

c. Difficulty & Originality: Determines proper routing or other action
to be taken.

Complexity: Example 2, Clerk-Stenographer

a. Nature of Assignment: In addition to taking and transcribing
dictation with highly specialized termi-
nology from may different dictators, per-
forms a variety of duties such as col-
lecting material for inclusion in the
final copy.

Identifying What Needs
To Be Done:

c. Difficulty & Originality:

Checks apparent discrepancies of state-
ments of fact in dictated material by
referring to source material in the file.

Makes changes in wording to clarify
language and to insure compliance with
Bureau correspondence rules.

Complexity:

a. Nature of Assignment:

Example #3, Engineer

Projects involve developing designs,
plans and specifications for plumbing,
heating, ventilating, and air-condltlonlng
systems for multl-story office buildings,
hospitals, and similar structures.
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Identifying What Needs
to Be Done:

Considers such factors as unusual local
conditions, increased emphasis on energy
conservation, and relationship of prob-
lems and practices in related engineering
fields.

c. Difficulty & Originality: Projects often require departing from past
approaches and extending traditional tech-
niques or developing new ones to meet major
objectives without compromising design and
engineering principles.

Factor 5: Scope and Effect

"Scope and Effect" has two parts:

The purpose of the work, and

The impact of the work product or service.

What is the ultimate goal to be achieved in the position? "Purpose
of the work" concerns the end objective such as conclusions reached,
decisions or recommendations made, treatment or service provided, re-
ports written, results of tests or research performed, and approvals
or denials made. More specific examples are "to prepare statistical
charts," "to perform cross-match blood tests," and "to make Voice-of-
America broadcasts."

NOTE: This subfactor is different from the nature of the assignment under
Factor 4, Complexity. Nature of the assignment concerns the kind and
variety of tasks, functions or projects required to fulfill the purpose
or objective of the work. Factor 4 deals with "how" the work is done.

What is the impact of the work product or service? Who or what
benefits from the employee’s work? For example, statistical charts
help supply management officials in identifying areas needing improve-
ment, the cross-matchlng of blood helps the physician in giving
emergency treatment to patients, and many people in foreign countries
depend on VOA broadcasts for reliable reporting of the world news.

Describe the impact of work that is performed the right way. For example,
for the Construction Analyst, the impact of the work might be described as:

"The work contributes to the marketability, attractiveness, and structural
soundness of housing and to the understanding and compliance with require-
ments for mortgage insurance. Homeowners and lending institutions are
protected against major deficiencies in construction or rehabilitation of
housing."

While specific credit cannot be provided for "possible consequences of
error," this element is considered indirectly. It is inferred in the example
that, when the Construction Analyst does not do the work properly, insurance

might be approved for housing that does not meet the agency’s standards, that
structurally unsound homes might be purchased resulting in possible death,
injury or financial ruin, that housing might be constructed that is not
marketable, etc.

When "responsibility for accuracy" is important in a position, it may
also affect the complexity involved and special knowledges required to main-

tain a level of accuracy.

Below are examples:
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Scope and Effect: Example #i, File Clerk

a. Purpose: The purpose of the work is to maintain
control and reference files for incoming
correspondence.

b. Impact: This work contributes to the efficiency
of daily operations of the organizational
entity.

Scope and Effect: Example #2, Engineer

a. Purpose: The technical expertise provided by the
engineer.

b. Impact: Affects the designs of mechanical systems
abeard floating plants and equipment used
in dredging activities throughout the
agency nationwide.

Factor 6: Personal Contacts

"Personal Contacts" is considered to be a one-part factor covering the
people and conditions under which contacts are made. Describe the face-to-
face, radio, or telephone contacts which the employee has in terms of the
"work relationship" of the people contacted to the employee. Different kinds
of contacts might be coworkers on the same project, patients receiving treat-
ment, applicants seeking Jobs, students in a class, immigrants entering the
U.S.A., manufacturers’ representatives selling products, contractors providing
services, professors giving technical advice, and scientists consulting with
other scientists. If a scientist is treated in a hospital, the "work
relationship" of the scientist to the nursing team is as a patient. (Do not
describe contacts with the supervisor because supervisory contacts are in-
cluded under Factor 2.)

Indicate if the people come from elsewhere or the contacts occur outside
the agency. Describe any unusual circumstances or conditions such as prob-
lems in making appointments, (e.g., inaccessibility of people in hi,h-level
positions) problems in identifying the role or authority of the people con-
tacted, or the use of different ground rules for different contacts.

Below are examples:

Personal Contacts: Example #I, Mail Clerk

Contacts are with coworkers, personnel on the mall route in units
throughout the installation, and U.S. Postal Service employees who
deliver mall to the unit.

Personal Contacts: Example #2, EnKineer

Intra-agency personal contacts include other engineers and architects
on the base, procurement personnel, officials and managers of the user
services, and headquarters engineering experts who approve construction
projects. Meets with archltect-englneer firms, contractors, and manu-
facturers involved in providing supplies/servlces for construction
projects at he work site and at their places of business.

Factor 7: Purpose of Contacts

"Purpose of Contacts" is a one-part factor.

Explain the purpose of the personal contacts described in Factor 6, for
example: to give or exchange information, to resolve problems, to provide
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service, motivate, influence, or interrogate persons, or to Justify, defend,
negotiate, or settle matters. As appropriate, include other information which
might affect the nature of the contacts, for example: dealing with people who
are skeptical, uncooperative, unreceptive, hostile (such as patients or in-
mates), and settling controversial issues or arriving at compromise solutions
with people who have different viewpoints, goals, or objectives.

Below are examples:

Purpose of Contacts: Example #i, Mail Clerk

The personal contacts involve exchange of information regarding the pro-
cessing, delivering or dispatching of mail.

Purpose of Contacts: Example #2, Shorthand Reporter

Contacts are made to arrange for recording the proceedings of the grand
Jury, identify attorneys, and secure seating charts.

Purpose of Contacts: Example #3, Engineer

Resolves difficulties and controls the work performed by engineers
within the offices. Some persuasion may be necessary to obtain agree-
ment on technical points and methods that conflict with those of other
engineers. Discusses contract requirements or developments with manu-
facturing concerns, architect-engineers and construction firms.

Factor 8: Physical Demands

"Physical Demands" is a one-part factor.

Describe the nature of physical demands placed on the employee such as
climbing, lifting, pushing, balancing, stooping, kneeling, crouching, crawling,
or reaching. Indicate how often and how intense the activity is (prolonged
standing requires more effort than intermittent standing). Include any
physical characteristics or special physical abilities needed such as specific
agility or dexterity requirements. Below are examples:

Physical Demands: Example #1, Engineer

The work is mostly sedentary, however, some walking, bending, and climbing
is required to inspect buildings at various stages of construction.

Physical Demands: Example #2, Mine Inspector

Regularly conducts onsite inspections of underground coal mines. Much
of the time is spent walking, crouching, standing, carrying heavy sam-
pling and testing equipment, and climbing high ladders to examine shafts.

Factor 9: Work Environment

"Work Environment" is a one-part factor.

Describe the physical surroundings in which the employee works (for example,
in an office where there are normal, everyday risks, in a hospital where there

is possible exposure to contagious diseases, or in a coal mine where there is

potential for roof falls, explosions, and fires) and any special safety regu-
lations or precautions which must be observed to avoid mishaps or discomfort
(for example, use of protective clothing or gear such as masks, gowns, coats,
hard-toed boots, safety goggles, gloves, or shields).

NOTE: It is not necessary to describe normal everyday safety pre-
cautions such as use of safe work practices in an office, observance of
fire regulations and traffic signals.

APPENDIX C to
ENCLOSURE (3)
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Below are examples:

Work Environment: Example #i, Clerk

The work is performed in an office setting.

Work Environment: Example #2, Nursing Assistant

Rotates to various hospital wards. Wears a surgical mask, gloves and/or
gown and uses special aseptic techniques when providing personal and
nursing care to patients who have contagious diseases.

An outline of all of the nine FES factors and a sample PD in FES format
are on the following pages.

Outline

FES FACTOR FORMAT FOR PD

Maor Duties

Include location and purpose for the position. Use active verbs to describe
duties.

Factor i: Knowledge Required by the Position

Kind or nature of knowledges and skills needed, and

How these knowledges and skills are used in doing the work.

Factor 2: Supervisory Controls

(Note: Identify the supervisor by position title and number.)

How the work is assigned,

The employee’s responsibility for carrying out the work, and

How the work is reviewed.

Factor 3: Guidelines

The nature of guidelines for performing the work, and

Judgement needed to apply the guidelines or develop new guides.

Factor 4: Complexity

Nature of the assignment,

Difficulty in identifying what needs to be done, and

Difficulty and originality involved in performing the work.

Factor 5: Scooe and Effect

Purpose of the work, and

Impact of the work product or service.

Factor 6: Personal Contacts

People (except supervisor) and conditions under which contacts are made.

APPENDIX C to
ENCLOSURE (3)
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Factor 7: Purpose of Contacts

Reasons for contacts in Factor 6, skill needed to accomplish work through
person-to-person activities.

Factor 8: Physical Demands

The nature, frequency, and intensity of physical activity.

Factor 9: Work Environment

The risks and discomforts imposed by physical surroundings and the safety
precautions necessary to avoid accidents or discomfort.

SAMPLE

FES POSITION DESCRIPTION FOR MAIL CLERK

Major Duties

Performs mail duties in the central mail processing unit of the activity.

Sorts incoming mail and issuances, including packages, telegrams, and
special messages. Selects and time-stamps designated mail items. Verifies
or secures enclosures. Sorts and racks mail by file designations or sub-
Ject matter categories for attachment of required background information by
the files section. Loads incoming mail on delivery cart and delivers it.

Picks up outgoing mail, checks for attachments and calls attention of
sender to obvious discrepancies. Sorts mail picked up enroute for immediate
delivery to succeeding mail stops. Checks outgoing mail for completeness
and conformance to applicable instructions an regulations, and sorts into
various categories (e.g., chain mail, stop mail, air mail, registered,
certified, foreign, etc.) Wraps packages and separates different classes
of mail for delivery.

Detaches file copies from outgoing mall and routes to appropriate sources.

Makes special messenger trips as requested.

Factor I: Knowledse Required by the Position

Knowledge of the functions, locations, and organizational components of
the agency to sort and deliver mail.

Knowledge of mail handling procedures (to time-stamp, obtain background
information, sort by category, file designation, or subject matter, wrap for
mailing, and detach file copies).

Factor 2: Supervisory Controls

The Mail Supervisor, PD# makes assignments, giving specific in--
structions on new or revised procedures to be used. The incumbent performs
routine work on own initiative. Work is reviewed for conformance to estab-
lished requirements. Promptness and accuracy of mail distribution is spot-
checked.

Factor 3: Guidelines

Mail distribution points and delivery schedules are pre-established and
are updated frequently with changes in organizational designations. Mail-
handling instructions are specific. The employee uses some Judgement in ex-
pediting delivery to avoid undue delays, e.g., sorting and delivery enroute.

APPENDIX C to
ENCLOSURE (3)
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Factor : Complexlt

The work involves recurring mail processing tasks, i.e., sorting, seeing

that background material is attached or detached, and delivering mail to approx-

imately 45 delivery points. Considers the category of mail or subject matter
and identifies obvious discrepancies. Different categories of mail receive

different treatment.

Factor 5: Scope and Effect

Accuracy and reliability in the processing and flow of mail facilitates

work accomplishments in the agency.

Factor 6: Personal Contacts

Contacts are with employees in the immediate office and people within

the building who are designated to receive and send mail.

Factor 7: Purpose of Contacts

Contacts are for the purpose of exchanging factual information, reporting

problems, making special or routine deliveries, and picking up mail.

Factor 8: Physical Demands

The work involves considerable walking with pushing or pulling of delivery

carts. Packages lifted onto the carts occasionally weigh up to 25 pounds.

Factor 9: Work Environment

The incumbent observes normal safety precautions while working in the

mail room and delivering mail throughout the office building.

APPENDIX C to
ENCLOSURE (3)
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APPEALS OF CLASSIFICATION OF GENERAL SCHEDULE POSITIONS

i. General. The right of an employee to appeal the classification of the
position to which assigned is safeguarded by appeal procedures. As outlined
in reference (a), the appeal may be made (I) within the Department of the Navy,
or (2) directly to the Office of Personnel Management. Specific instructions
pertaining to each of these appeal procedures follow.

2. Basis for Appeal. An appeal must be based on a belief that an existing
classification is in error. The question to be decided may involve the title,
series, grade, or pay category (General Schedule or Wage) of the position.
An appeal may not be based upon change in duties or responsibilities from those
stated in the official position description of record or the belief that the
position does not accurately describe the duties and responsibilities.

3. Who May Appeal

a. Within Navy. The employee (or a representative designated in writing)
or the Senior Command Official may appeal a classification decision within Navy.

b. TQ the Office of Personnel Management. The employee affected (or
representative designated in writing) may appeal directly to the Southeast
Region, Office of Personnel Management.

4. %en an Appeal May be Made

a. Within Navy. An appeal of an activity’s classification decision may
be submitted within Navy at any time. A classification decision made by the
Office of Personnel Management may not be appealed within Navy.

b. T_9_o the Office of Personnel Management. An appeal of a classification
decision made by either the activity or the Navy may be made to the Office of
Personnel Management at any time. Although an employee may appeal an activity’s
decision directly to the Office of Personnel Management, it is in the best
interest of all concerned for the employee to seek action through Navy channels
first. The Office of Personnel Management encourages the employee to follow
this suggestion. An employee who appeals directly to the Office of Personnel
Management may not subsequently appeal the same case through .Navy channels.

c. Adverse action resulting from a classification decision. In order
to obtain retroactive restoration of grade or compensation resulting from a
classification decision, the appeal must be submitted in accordance with instruc-
tions contained in the Adverse Action Notice of Decision.

5. Preparation of Appeals

a. To the Department of the Navy

(i) Employees of the Marine Corps Base and Marine Corps Air Station
(Helicopter) should address appeals relating to title, series, grade and/or
pay category as follows:

Secretary of the Navy (Special Assistant for Civilian
Personnel/Equal Employment Opportunity)

Washington, DC 20390

Via: (I) Commanding General, Marine Corps Base
Camp Lejeune, North Carolina 28542

or, as appropriate

Commanding Officer, Marine Corps Air Station
(Helicopter) New River, North Carolina 28540

ENCLOSURE (4)
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(2) Commandant of the Marine Corps (Code MPC-30)
Washington, DC 20380

(2) Employees of the Naval Regional Medical Center, Naval Regional
Dental Center, and Navy Recruiting District, Raleigh, North Carolina:

(a) Appeals relating to title, series, and grade should be
addressed to:

Special Assistant for Civilian Personnel/Equal
Employment Opportunity

C/O Southern Field Division
Naval Civilian Personnel Command
Building A-67
Naval Station
Norfolk, Virginia 23511

(b) Appeals relating to pay category (General Schedule to Federal
Wage System or vice versa should be addressed to:

Special Assistant for Civilian Personnel/Equal
Employment Opportunity

C/O Office of the Chief of Naval Operations (OP-141C)
Washington, DC 20350

(3) The following information in orlglnal and five copies must be sub-
mitted by the appellant:

(a) Location of official headquarters.

(b) Exact location in the organization structure of the unit in

which appellant works.

(c) Present title, series, and grade of position occupied.

(d) Requested title, grade or any other classification action sought.

(e) Reasons why the position is believed to be erroneously
classified.

(f) A statement of any onditions or classification standards which

the appellant thinks may affect the appeal.

(g) Copies of current position description.

(4) The appeal will be dellvered to the Head of the staff section or
subordinate unit concerned. (The appeal should not be addressed via or endorsed
by the Head of the staff section or subordinate unit.) The Head of the staff
section or subordinate unit may attach a memorandum to the appeal which expresses
tha official’s views or provides pertinent information to the Senior Command
Official. Only one endorsement from the activity will be forwarded with each
appeal. n case the Senior Command Official does not grant the appeal, the
case shall be forwarded within 30 days of receipt.

b. To the Office of Personnel Management

(1) Employees of all commands should address the appeal as follows:

Director, Southeast Region
Office of Personnel Management
Richard B. Russell Federal Building
75 Spring Street, S.W.
Atlanta, Georgia 30303

ENCLOSURE (4)
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(2) The following information (original only) must be submitted by an
employee electing to appeal directly to the Office of Personnel Management:

(a) Name and mailing address.

(b) Location of official headauarters.

(c) Exact location in the organization structure of the unit in
which the appellant works.

(d) Present title, series, and grade of position occupied.

(e) Requested title, grade or other classification action sought.

(f) Reasons why the position is believed to be erroneously
classified.

(g) Statement of any facts or classification standards which the
appellant thinks may affect the appeal.

(h) Complete and accurate description of duties and responsibilities
performed. (Certified copy of position description on which classification
was based will suffice.)

6. In the adjudication of a position classification appeal, the Secretary
of the Navy (Special Assistant for Civilian Personnel/Equal Employment Oppor-
tunlty) or Office of Personnel Management (as appropriate) will:

a. Decide whether the position is appropriately classified with regard
to title, series, and grade; and

b. change the classification of the position to the appropriate title,
series, and grade where the facts warrant. (This means that a position classi-
fication appeal may result in continuation of the position at its current grade,
evaluation to a higher grade, or reduction to a lower grade.)

7. Classification Standards. General Schedule Positions are classified by
use of position classification standards published by the Office of Personnel
Management and/or Department of the Navy. The standards are available for
perusal. In addition, the employee is entitled to a copy of the evaluation
report for the position to which assigned. Any incumbent who desires to see
the classification standards and/or obtain a copy of the evaluation report
should contact the Civilian Personnel Office, telephone 1532. Reference to
published standards will often eliminate misunderstanding relative to the
accuracy of classification decisions.

ENCLOSURE (4)





UNITED STATES MARINE CORPS
Marine Corps Base

Camp LeJeune, North Carolina 28542
BO 12713.5D
EEOO/ACM/se
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BASE ORDER 12713.5D

From: Commanding General
To Distribution List

SubJ: Regional Affirmative Action Program Plan for Marine Corps Base; Marine Cor_s All Station

(Helicopter), New River; Naval Regional Medical Center and Naval Regional uenta Center,

Camp LeJeune, North Carolina

Ref: (a) Public Law 92-261 (NOTAL)
(5) Equal Employment Opportunity Commission Management Directive EEOC-P/) 702 (NOTAL)
(c) Civilian Manpower Management Instruction CMMI 713.2 (NOTAL)

Encl: (I) Affirmative Recruitment Plan (FEORP)
(2) Transition Year Goals
(3) Summary of Affirmative Action Program Plan

I. Pur_p.9_. To publish pertinent sections of the Affirmative Action Program Plan for

distribution and for implementation by appropriate department heads.

2. Cancellation. BO 12713.5C.

3. Background. The Affirmative Action Program Plan was developed .in ac.co.rdanc.e w.lth, re.fe.r.ences
(a) through (c). Affirmative Action means positive actions designed to orlng aDOU aeslraDle

changes in the comund’s workforce profile. Challenging and realistic goals are established to

be accomplished during FY-80. Objectives are established with specific actions to be taken

during FY-80 to accomplish the established goals.

4. Discussion

a. Enclosure (I), "Federal Equal Opportunity Recruitment Plan," establishes 12 targeted
occupations. Six appropriated fund (Clvll Service) occupations and six nonapproprlated fund

occupations are identified. Three of each targeted category are administrative and/or
professional occupations. Underrepresentatlon for a given targeted occupation is determined

by race or national origin group and by sex. Recruitment sources are identified and p.riorl-
tlzed with appropriate recruitment strategies to be utilized for each underrepresenteu group
for a particular targeted occupation.

b. Enclosure (2), "Transition Year Goals," establishes goals for each underrepresented
group by sex in each of the 12 targeted occupations. Vacancies are projected, and hiring or

promotion goals are determined utilizing the Equal Employment Oppor.tunl.ty C.ommlsslon’s .fo.r..ula
for determlnln these goals. However, where the goals derived by the Iormu-a are unreallscic,

challenglng and reallstlc goals are establlshed.

c Enclosure 3 "Summary of Affirmative Action Program Plan," establishes an obJecti.ve
for ech underreprsted grou to achieve the established goal for the particula.r tarete
occupation. Specific actions with a quarterly time table are established to achleve the oD-

Jectlves and the hiring and/or promotion goals.

5. Action, Addressees shall carefully review and comply with this Order. Full participation,
cooperat--n and commitment to this plan are directed. 7t is incumbent upon all commanders,

department heads, chiefs of services and OIC’s to ensure that supervisors at all levels are

familiar with the contents of this Order and implement appropriate actions directed toward

accomplishing established goals. It is directed that any personnel action impacting on the

goals established in this Order will be coordinated with the Civilian Personnel Officer or the

appropriate nonappropriated fund (NAF) personnel officer and Deputy EEO Officer. The appropri-

ate personnel officers at Marine Corps Air Station ellcopter), New River are the S-1 Officer

for appropriated fund personnel/posltlons and the Services Officer for nonapproprlated fund

personnel/posltlons.

6. Appllcabillty. Having received the concurrence of the Co-,,andlng Officer, Marine Corps Air

Station (Helicopter), New River Commndlng Officer, Naval R.eional .Medical Cent,er and Commanding

Officer, Naval Regional Dental Center, this Order is appllcaDle to those commanas.

Chief of Stff
Acting

DISTRIBUTION: C Plus DEEOO 25 copies





UNDERREPRESENTED
GROUP

Black

* Indicates the

Education

AFFIRMATIVE RECRUITMENT PLAN (FEORP) Targeted Occupation: AD-1710

Race or National Origin
Group:Black
Sex: Male

OCCUPATIONAL
LEVELS IN WHICH
THERE IS UNDER-
REPRESENTATION

Administration

Teachers

der of priority:

* TARGETED RECRUITMENT PRIORITIES

AGENCY
WORKFORCE

flrst, seco

FEDERAL
WORKFORCE

2

third

CIVILIAN
WORKFORCE

RECRUITMENT STRATEGIES
TO BE UTILIZED

i. College recruitment to
a predominantly Black campus.

2. Announcements of vacan-
cies to colleges and to a-
gency workforce,

o



Education
AFFIRMATIVE RECRUITMENT PLAN (FEORP) Targeted Occupation :AD11,?10

Race or National Origin
Group: Hispanic
Sex: Male & Female _c

UNDERREPRESENTED
ROUP

Hspanlc

* Indicates the o:

OCCUPATIONAL
LEVELS IN WHICH
THERE IS UNDER-
REPRESENTATION

Administration

Teachers

der of priority:

* TARGETED RECRUITMENT PRIORITIES

FEDERAL
WORKFORCE

2

2

AGENCY
WORKFORCE

first, seconl third

CIVILIAN
WORKFORCE

RECRUITMENT STRATEGIES
CO

TO BE UTILIZED

I. College recruitment to
a predominantly HisDanic
campus.

2.. Announcements of vanan-
cies to collees and to a-
zenc workf6rce.



UNDERREPRESENTED
GROUP

Aslan/PI

* Indicates the o

Edueatlon

AFFIRMATIVE RECRUITMENT PLAN (FEORP) Targeted 0ccupation:.All/710

Race or Natlonal Origin
Group: Ash.n/P7
Sex: Male & Female

OCCUPATIONAL
LEVELS IN WHICH
THERE IS UNDER-
REPRESENTATION

Administration
Teachers

:der of priority:

* TARGETED RECRUITMENT PRIORITIES

AGENCY
WORKFORCE

first, secon

FEDERAL
WORKFORCE

third

CIVILIAN
WORKFORCE

1

RECRUITMENT STRATEGIES
TO BE UTILIZED

i. College recruitment
to a campus with high
concentration of Aslan/P
l’S,

2. Announcements of va-
cancies to colleges and
agency workforce.



AFFIRMATIVE RECRUITMENT PLAN (FEORP)

’OCCUPATIONAL
UNDERREPRESENTED LEVELS IN WICH

All mlnoPit roup. both male and fe-
male

All males and fe-
males of all mi-
nority groups ex-
cept black

All females and
males of all mi-
nority groups ex-
cept black

THERE IS UNDER-
REPRESENTATION

Housing Mat
"All Levels"

Nurse "All Leve

Carpenter "All
Levels"

Motor Vehicle
Operator "All
Levels"

Warehouseman
"All Levels"

* Indicates the older of priority:

Targeted Occupation:See 2nd column

Race or National Origin
Group: See ist column
Sex:

0

* TARGETED RECRUITMENT PRIORITIES

AGENCY
WORKFORCE

S" 3

first, seconl,

FEDERAL
WORKFORCE

third

CIVILIAN
WORKFORCE

RECRUITMENT STRATEGIES
TO BE UTILIZED

External recruitment.
Expand area of considera-
tin

Recruit at educational
institutinns having mi-
nomiy group and male
representation among
nursing students.

Cooperative educational
agreement with technical
training institutions.

Recruit utilizing the
upward mobility program.

External recruitment at
the worker-tralnee level



Administration
AFFIRMATIVE RECRUITMENT PLAN (FEORP) Targeted Occupatlon:UA 1182

Race or National Origin
Group: Black
Sex: Male

UNDERREPRESENTED
GROUP

Black Male

* Xndicates the o:

OCCUPATIONAL
LEVELS IN WHICH
THERE IS UNDER-
REPRESENTATION

AdmlnstratIQn

Mgrs/Asst. Mgrs

der of priority:

* TARGETED RECRUITMENT PRIORITIES

AGENCY
WORKFORCE

first, secon

FEDERAL
WORKFORCE

third

CIVILIAN
WORKFORCE

RECRUITMENT STRATEGIES
TO BE UTILIZED

I. Announce the UA 1182 va-
canc under merit nromo
tion and monitor during
the announe period to
acertan the participa-
len of qualdZle-black
males.

2Q Qualified blacks are
currently in UA 1182
at the UA-5 level,
which provides a source
of applicants to be uti-
lized by merit promotion
procedures.



UNDERREPRESENTED
GROUP

White Female

Indicates the o

OCCUPATIONAL
LEVELS IN WHICH
THERE IS UNDER-
REPRESENTATION

Food Services

* TARGETED RECRUITMENT PRIORITIES

Food Service
AFFIRMATIVE RECRUITMENT PLAN (FEORP) Targeted Occupation:708

Race or National Origin
Group White
Sex: Female o

FEDERAL
WORKFORCE

CIVILIAN
WORKFORCE

AGENCY
WORKFORCE

der of priority: first, secon third

RECRUITMENT STRATEGIES
TO BE UTILIZED

Announce the NA 7408
vacancy under the merit
promotion progn-am and
monitor during the
announced period to as-
certain participation
of qualified white fe-
males.

Qualified white females
are currently in the ap-
,plicants pool.

If the vacancy is at the
entry level the local
civilian work force will
be utilized as a source
of recruitment. If it
is above the entry level
merit promotion provi-
sions will be utilized
using the agency work.
force as a source
for recruitment.



Fo SeIce
AFFIRMATIVE RECRUITMENT PLAN (FEORP) Targeted Occupation:708

Race or National Origin
Group: Hispanic
Sex:Female and Males-

UNDERREPRESENTED
GROUP

Hispanic
(Male and Female)

* Xndicates the o

OCCUPATIONAL
LEVELS IN WHICH
THERE IS UNDER-
REPRESENTATION

Food Service

der of priority:

* TARGETED RECRUITMENT PRIORITIES

AGENCY
WORKFORCE

FEDERAL
WORKFORCE

first, secon third

CIVILIAN
WORKFORCE

2 i.

2.

RECRUITMENT STRATEGIES
TO BEUTILIZED

Announce the NA 7408
vacancy under the merit
promotion program
and monitor during the
announced period to
ascertain partlclpa-
tion of qualified His-
panics.

if the vancancy is at
the entry level vigor-
ous effort will be
initiated to assure
eligible Hispanlcs are
in the applicant pool.

If the vacancy is
above the entry level,
th eent applicant
pool will be reviewed
for either qualified
or qualifiable

Hispanl.cs.
Establish the next
simular billet as
a training billet
o promote equal
opportunity and
affirmative action





TARGETED OCCUPATIONS

AD-1710
Education

690? Series Wage
System Warehouse/z

o Stockman
o

OCCUPATIONAL
LEVEL

Administration
(Pay level has
ed on MA in
school admin
plus years ex-
perience)

Teachers
(Pay level has
ed on years of
experience)

Other (WG)
(WG-04, 05, 06
07: WL-05, O6)

TRANSITION YEAR GOELS

PERCENTAGE O
GROUP IN CLF

Black M&F
3.4 + 3.1=6.!

Hispanic M&F i1.6 + 0.9=2.

Asian/PI F1.8 + 0,3 2.

Am, In. M&F
0,i + 0.i0,

Black male
3.4

Hispanic M&F
1.6 + 0.92.

Asian/PI M&F
1.8 + 0.3=2.]

Am. In. M&F
0oi + 0.I=0.

White female
34.3

Black female
8.6

Hispan$c male
2.9

Hispanic fema]

1.9

TOTAL NUMBER COMPUTATION OF GOALS
EST VACANCIES (a) (b) (c) GOALS

1

15

15

15

15

20

20

20

20

6.5% x 1 ,065

5%* x i .05

4.2%*x 1 ,042

0.4%* x 1 .004

3.4% x 15 .51o

5%* x 15 .75

4.2%* x 15 .63

0,4%* x 15 .060

68.6%* x 20 13.72

17.2%* x 20 3.44

5,8%* x 20 1.16

3.8%* x 20 .760



TRA!SITION YEAR GOALS

6907 Series Wage
System Warehouse/Stoc)
man (con’t)

OCCUPATIONAL PERCENTAGE O
TARGETED OCCUPATIONS LEVEL CROUP IN CLF

Othep
(WS-o, 05. 0
07: WL-05, 06

TOTAL NUMBER
EST VACANCIES

Supervisor
(WS-03. 0, O!
06, 07)

Asian/PI M&F
0.8 0.6=I.

Am. In,/Aleut
M&F
0.4 + 0.3=0.

White female
34.3

Black female
8.6

Hispanic M&F
2,9 + 1,9=4.

Aslan/PI
0.8 + 0.6=I.

Am. In./Aleut
M&F
0,1 + 0.3=8.

2O

2O

Underrepresamtatlon more than 50%, therefore, CLF % doubed.

CO}UTATION OF GOALS
(a) (b) (c)

2.8%* x 20 .560

0.7%* x 20 .014

68.6%* x 4 2.74

17.2* x 4 .688

2,8% * x .112

1.4%* x 4 .056

GOALS



TARGETED OCCUPATIONS

(IS-610
Nurse

S-i173
Housn Management

Underrepresentatlon

OCCUPATIONAL
LEVEL

Other

Other

)re than 50%,

TRANSITION YEAR GOALS

PERCENTAGE OF
IN CLF

lack Male
3.4

Hspanlc M&F
1.6 + 0.9=2.5

AsXan/PI M&F
1 8 + 0.3=2.1

Am. In. M&F
0 1 + 0.I=0.2

Male
,3

Female
86

mnlc M&F
.9 + 1.9=4.8

slan/PI M&F
.8 + 0.6=1.4

In. M&F
.4 + 0.3=0.7

herefore, CLF

TOTAL NUMBER coMPUTATION OF GOALS
EST VACANCIES (a) (b) (c)

8

doubled.

6.8% x 8 .524 (I)

5% x 8 .4 (0)

4.2% x 8 .336 (0)

0.4% x 8 .032 (0)

lO.3% x 2 .21 (0)

8.6% x 2 .17 (0)

4.8% x 2 .lO (o)

1.4% x 2 .03 (0)

0.7% x 2 .01 (o)

GOALS

1

O



TARGETED OCCUPATIONS

Wave System

4607 Series
Carpenter.

* Underrepresent

TRANSITION YEAR GOALS

OCCUPATIONAL PERCENTAGE OF
LEVEL CROUP IN CLF

ws-05-09

ws-o9-12

;ion more than

Black Female
8,6

Hispanic M&F
2,9 +

Asian/PI M&F
0,8 + 0,6=1.

Am, In M&F
0.4 + 0,3=0,

White Female
34,3

Black Female
8.6

Hispanic M&F
2.9 +

Aslan/PI M&F
0.8 + 0,6=i.

Am. In. M&F
0.4 + 0.3=0.

White Female
34.3

50%, therefore

TOTAL NUMBER
EST VACANCIES

7

CLF % double.

COMPUTATION OF GOALS
(a) (b) (c)

17.2% x 7 1.204 (i)

9,6% x 7 .68 (i)

2.8 x 7 ,196 (0)

1,4% x 7 ,098 (0)

68,6% x ? 4.602 (5)

17.2% x i .172 (0)

9.6% x 1 .096 (0)

2.8% x 1 .o28 (o)

1.4% x 1 .014 (0)

68.6 x i .686 (1)

o

GOALS = w
-o

0



TRANSITION YEAR GOKLS

TARGETED OCCUPATIONS
OCCUPATIONAL

LEVEL

5703 Series WG-05-08
Motor Vehicle Operator

Underrepresentatlon mce than

PERCENTAGE
GROUP IN CLF

Black Female
8.6

Hispanic M&F
2.9 + 1.9=4.

Asian/PI M&F
0.8 + 0.6=1.

White Female
34.3

erefore, CLF %

TOTAL NUMBER
EST VACANCIES

doubled.

COMPUTATION OF GOALS
(a) (b) (c)

17.2% x 6 1.032

9.6% x 6 .576

2.8% x 6 .168

68.6% x 6 4.116

GOALS

(I) I

(1) o

(o) o

(4) i

o



TARGETED OCCUPATIONS

UA 1182
Managers-Asst Manager
UA-5 UA-II

7408
Food Service Worker

NA-I NS-13

* Underrepresentation
**Although this occu
UA-6 and above is u

TRANSITION YEAR GOALS

OCCUPATIONAL
LEVEL

UA-6

NA-I NA-4

morethan 50%,
tion as a who]

Iderrepresente

PERCENTAGE OP
CROUP IN CLF

Black Male**
10.3

Black Female**
8.6

Hispanic M&F
2.9 + 1.9=4.8

Asian/Pl M&F
0.8 + 0.3=i.1

Am I/AI Nat
M&F

0.4+0.3=0.7

White Female
34.3

Hispanic M&F
2.9 + 1.9=4.8

!Am I/Al Nat
M&F

0.4 + 0.3=0.7

Asian/Pl Male
0.8

therefore, CL
e does not sho

TOTAL NUMBER
EST VACANCIES

7

’% doubled.
underrespres

COMPUTATION OF GOALS
(a) (b) (c)

10.3%*x 2 .206 (0)

8.6%*x 2 .172 (0)

9.6%*x 2 .192 (0)

2.2%*x 2 .044 (0)

1.4%*x 2 .028 (0)

34.3% x 7 =2.h01 (2)

9.6%*x 7 .672 (i)

1.h%*x 7 .098 (0)

1.6%*x 7 .i12 (0)

ntation from calculatio]

GOALS

the

0

Ot



SUMMARY OF AFFIRMATIVE ACTION PROGRAM PLAN

TARGETED
OCCUPATION

TRANSITION
YEAR GOAL

Black
M&F i

Hispanic
M&F i

Education
AD-1710
Professional

O

Asian/PI
M&F 1

OBJECTIVES

To attract under-
represented GrouD:
to applicant DOOI

SPECIFIC ACTIONS

Expand distribut-
ion of vacancy
announcements to
colleges and min
ity organizationl
and to aaency
workforce

On-site visits
and recruitment
in predominantly
Black college
campus.

Contact with Dre’
dominantly Hispan
college campus fo
recruitment.

Contact with cam-
pus with high con
centration in
Asian/Pl’s for
recruitment.

QUARTERLY MILESTONES

ist 2nd

Lc
x

X

4th
_Qtr



SUMMARY OF AFFIRMATIVE ACTION PROGRAM PLAN

TARGETED
OCCUPATION

Series GS-I173
Housing Mgt

TRANSITION
YEAR GOAL

One Black Male
or Female

OBJECTIVES

i. TO attract
anplicants from
this group into
the applicant

To fill a va-cancy with a membe
from the under-
represented qrouD.

SPECIFIC ACTIONS

i. Utilize ex-
ternal recruitmen
sources and where
necessary expand
the area of con-
sideration.

2. Review appli-
cations to assure
applicant pool
includes qualifie
blacks.

3. Expand recrui
ment efforts thro
contacts with
black organizatio

i. Provide a
staffinq opDortun

2. Assure member
of the underreDre
sented qroups are
considered.

3. Assure affirm.
tive action needs
and requirements
are one of the
criterion items
utilized for sele,

4. Apply the re-
quirements of the
uniform quidelinel
on employee selec

QUARTERLY MILESTONES

ist 2rid 3rd 4th

t-
gh

[ty.

=tions.

.ions.

X

X



SUMMARY OF AFFIRMATIVE ACTION PROGRAM PLAN

TARGETED
OCCUPATION

Series GS-610
Nurse

TRANSITION
YEAR GOAL

One Black Male

OBJECTIVES

i. To attract
Black males into
the applicant poo

2. To fill a
position with a
Black male.

SPECIFIC ACTIONS

1. Utilize exter
nal recruitment
sources and where
necessary expand
the area of con-
sideration.

2. Contact educa
tional instituti
having Black male
represented among
nursing students

3. Review appli-
cations to assure
that members of
the underrepreser
group are among
the qualified.

I. Assure that
members of the
underrepresented
group are consid-
ered.

2. Assure Affir-
mative Action
needs and require
ments are one of
the criterion ite
utilized for sele

3. Utilize staff
strategies conduc
to goal obtainmen

QUARTERLY MILESTONES

Ist 2nd 3rd

ed

ction.

ing
ive

4th

X

X

X

X

O

X

X



TARGETED
OCCUPATION

Series 4607
Carpenter

SUMMARY OF AFFIRMATIVE ACTION PROGRAM PLAN

TRAtSITION
YEAR GOAL OBJECTIVES SPECIFIC ACTIONS

QUARTERLY MILESTONES

One White
Female

To attract
white females into
the applicant
ooi.

2. To fill a
position with a
white female.

i. Review tech-
nical training
institutions to
determine if white
females are among
the students of
the desired trade.

Contact the
nstitutions for
recruitment.

Review appli-
ations to assure
that members of th,
snderrepresented
roup are among
the qualified.

Where the
applicant pool has
ualified aPpli-
:ants of theunder.
represented group,
staffing strategie:
:onducive to goal
Dbtainment will be
tilized.

2. Consideration
ill be given to
he possibility of
eveloping a coop-
rative education
Igreement.

Ist 2nd 3rd 4th

x

x



SUMMARY OF AFFIRMATIVE ACTION PROGRAM PLAN

TARGETED
OCCUPATION

Series 5703
Motor Vehicle Operator

TRANSITION
YEAR

One Black F-
male and one
White Female

OBJECTIVES

i. To attract
white and black
females into the
applicant pool.

2. To fill two
positions with
women, one white
a.d the other
black.

SPECIFIC ACTIONS

.o

i. Announce vac.
as upward mobili’

2. Review appli.
cations to assur
applicant pool
includes eligibl
white and black
f,ales.

3. Where necessry
expand recruitmer.t
area of consider-
aton.

4. Utilize the
Federal Women’ s
Proqram to attract
women.

i. Ensure that
members of the
underrepresented
group are conside red.

2. Assure affir-
mative Action nee s
and requirements
are one of the
criterion items
utilized for selection.

3. Utilize staffing
strategies conducive
to goal oBtainmenF.

Ist

ncy
y.

QUARTERLY

2nd

ILESTONES

3rd 4th

X

X

X

X



z SUMMARY OF AFFIRMATIVE ACTION PROGRAM PLAN
0

TRANSITION
YEAR

White F 3
Black F 1
Hispanic M 1

TARGETED
OCCUPATION

Series 6907
Warehouseman

WG/WL
Hispanic F
Asian/PI

M & F

OBJECTIVES

I. To attract rep
resentation in the
internal applicant

1 ool

0

I. To establish
external applicant
pool and attract
representation in
it.

SPECIFIC ACTIONS

-1. Announce and
fill at lowest
possible grade.

2. Assess each
vacancy for possil
grade reduction
for recruitment,
designation and
filling through
upward mobility
program.

3. Programs of
.education and pub-
licity in additi
to vacancy announ,

ments internally
for lower level
employees who are
mainly General
Schedule clerical
workers.

4. Expand career
counseling.

I. Conduct
of VRA register.

2. Publicize obj
tive of fully
integrated work
force in
newspapers
community organi-
zations, women’s
and minority

QUARTERLY MILESTONES

Ist 3rd

ie

X

4th o

X

X

X

X



SUMMARY OF AFFIRMATIVE ACTION PROGRAM PLAN

z

TARGETED
OCCUPATION

Series. 6907
Warehouseman

(continued)

UA 1182
Retail Mgr/Asst Mgr/
Uniform Mgr

TRANSITION
YEAR GOAL OBJECTIVES

i. To identify
qualified blacks
for consideratior
for the UA-6.

SPECIFIC ACTIONS

3. Personal vis
with school and
employment coun-
selors to encourage
them to inform st-
dents and job |
applicants that |
nontraditional jobs
are an option.

4. Participate i
career days and
talk with student
in local junior
and senior high
schools.

5. ParticiDate i:
community seminar:
for displaced hom-
makers or other
women who may be
reentering the
labor force.

i. Determine.
race, National
origin and sex of
individuals in th
applicant pool.

2. Review appli-
cations to assure
applicant pool in.
cludes qualified
blacks.

One Black Mal

QUARTERLY MILESTONES

2nd 4th

X

X



SUMMARY OF AFFIRMATIVE ACTION PROGRAM PLAN

OBJECTIVES
TARGETED
OCCUPATION

UA 1182
Retail Mgr/Asst Mgr/
Uniform Mgr

(continued)

TRANSITION
YEAR GOAL

2. To identify
qualfiahle hlack
for consideration
for the UA-6

3. To select one
black male for
UA-6

SPECIFIC ACTIONS

Provide UA-
182-6 announce-
nents to black
rganizations.

i, Determine race
.atonal origen
snd sex of indi-
iduals in the
Dlicant pool.

Review appli-
,’ations to assure
pplicants .pool
[ncldes qualii-
hle blacks.

3. Identify train-
Lng requirements t
Issist the applica
:o qualfy.

|. Develop a tra
ng module.

;. Establish the
acancy as a
training billet.

Utilize the
urrent recruit-
ent and staffing
rocedure to effecl
propriate staff-
.ng action.

X

X

X

X

X

X

X



SUMMARY OF AFFIRMATIVE ACTION PROGRAM PLAN

TARGETED
OCCUPATION

7408 Food Service

7408 Food Service

TRANSITION
YEAR

One White
Female

One Hispanic
Female

OBJECTIVES

1. To recruit an
select one white
female for the
vacancy in the
NA-7408 occupatior

i. To recruit ant
select one His-
panic female in
the NA-7408 occu-
pation

SPECIFIC ACTIONS

I. Announce vac-
ancy.

2. Ascertain whir
females are in the
applicant pool.

3. Utilize curren
recruitment and
staffing procedure
to select and or
promote a white
female.

i. Review appli-
cations to certify
eligible Hispanic
females are in the
applicant pool.

2, Provide addi-
tional announce-
ments to Hispanic
organizations when
there is a need to
recruit from the
local civilian
work force.

3. Utilize curren
recruitment and
staffing procedure
to select and/or
promote an employe.
fromthis under-
represented group.

QUARTERLY MILESTONES

3rd

x

4th

x

o





UNITED STATES MARINE CORPS
MARINE CORPS BASE

CAMP LF..JEUNEo NORTH CAROLINA 28542

B0 12711.1
CPOIRAWlbhy
1 6 JAN /qO

BASE ORDER 12711.1A

From: Commanding General
To: Distribution List

SubJ: Official Time for Representational Functions

Ref: (a) BO 720.2C

i. Purpose. To emphasize the importance of properly accounting for
offlclal time used for representational functions.

2. Cancellation. BO 12711.1.

3. Background

a. Definition. Representational function is defined to mean those
activities undertaken by employees on behalf of other employees pursuant
to such employees’ right to representation under statute, regulation, or
collective bargaining agreement. It Includes activities undertaken by
specific individual designation as well as those activities authorized
by a general collectlve bargaining designation. An example of the
former is the designation of a representative in an individual grievance
action processed under the Navy Administrative Grievance Procedure. An
example of the latter is the designation of Local 2065, American Feder-
ation of Government Employees, as the representative of all apvroprlated
fund employees in the Units covered by the negotiated agreement.

b. Information. e use of official time for representational
functions has been the subject of recent Comptroller General issuances.
Accountln for offlcial time used by employees for representational
functions is mandatory. The Office of Personnel ManaRement is being
urged to step up its enforcement of the record keeping rules.

4. Action. In accordance with the reference, Fund Administrators will
ensure that appropriate action is taken to record and distribute labor
effort to the proper cost classification for the following:

a. "Time spent by Union officers and stewards for representatlonal
functions on behalf of unit employees on such matters as rlevances and
appeals." (Any official time granted Union stewards/offlcials for
authorized Union business is to be reported under this Job order.)



BO 12711..1
1 6 JAN

b. "Time spent by any employee actin solely as a representative
on behalf of another &mployee concerning such matters as grievances
and appeals."

Organizational Commanders, Heads of Staff Sections, Department Heads,
and Chiefs of Services are enjoined to ensure proper accounting for
officlal time used for representational functions. Charges to the above
cited Job order descriptions will be restricted to appropriated fund
employees authorized to represent other appropriated fund employees.
There is no provision for allowing representational time under any other
circumstances. Proper use of the Civilian Employee Pass, MCBCL Form
5512/5, will facilitate proper accounting.

5. Applicability. Having received the concurrence of the Co,,andln
Officers of Marine Corps Air Station (Hellcopter), New River; Naval
Regional Medical Center and Naval Regional Dental Center, this Order is
applicable to those Commands.

DISTRIBUTION: C less Category III

J. R. FRInELL
Chief of Staff

2



UNITED STATES MARINE CORPS
MARINE CORPS BASE

CAMP LlrlEUNE, NORTH CAROLINA 28542

BO 12000.2C
CPD/HH/smb
9 Nov 1981

BASE ORDER 12000.2C

From: Commanding General
To: Distribution List

Subj: Civilian Personnel Management Program

Ref: (a) FPM/CMMI 250 (NOTAL)
(b) MCO PI2000.7B (NOTAL)

Encl: (i) Functional Chart

i. Pu’pose. To reissue a statement of the objectives and responsibilities pertaining to
Civilian -rsonnel Management prescribed in references (a) and (b).

2. Cancellation. BO 12000.28.

3. Definition. Civilian Personnel Management is the function of management which deals with
the attraction, selection, motivation, leadership, ttnderstanding, and utilization of people as
individual employees and as members of the civilian work force.

4. bjectives

a. To maintain a ?’edera! public service of high competence and character.

b. To contribute directly and effectively to the accomplishment of activity missions and
programs.

c. To foster in managers, supervisors, and employees an attitude of responsive service to
the public.

d. To carry out pertinent public policy as expressed in laws, Executive Orders, regulations
or other directives.

e. To utilize manpower resources wisely and economically.

f. To treat employees, individually and in groups, fairly; and to help them achieve personal
satisfaction and pride in their work; and to enhance their opportunities for career advancement
through training and utilization of their abilities.

g. To recognize and deal with Union representativeg, in accordance with Federal policy and
to promote relationships with these representatives that are constructive and beneficial to the
collective interests of the employees, the accomplishment, of the mission, and the efficiency of
the activity.

h. To provide a work environment which stimulates initiative, imagination, productivity,
personal development and cost consciousness.

i. To establish and maintain a career system which will provide opportunities for advance-
ment through training, education, development and utilization.

j. To maintain the high reputation of the Federal Government as an employer and to contrib-
ute to constructive community relations.

k. To preserve and nourish the traditional values of the Federal Civil Service, including
integrity, continuity, nonpartisanship, and merit, which are essential to the mutual confidence
that exists between this service and the public it serves.

5. Responsibilities

a. Senior command officials are primarily responsible for personnel management as defined
in this Order. In carrying out this responsib’ility, such officials should recognize the role
of the Civilian Personnel Officer and staff and fully utilize their expertise in carrying out
their personnel management responsibilities. In this regard, specific personnel management
decisions themselves, in such areas as labor relations, recruiting and selecting of employees,
training and development, motivation, and separation of employees, determine greatly the extent
to which the personnel management objectives are achieved.

b. First line supervisors have important personnel management responsibilities. The person-
to-person relationships that occur at the worksite are of critical importance. These relation-
ships decisively affect employee morale and productivity, either positively or negatively. The
first line supervisor is the member of the management team who, through skill in communication,



BO 12000.2C
Nov 1981

leadership, human relations, motivation, evaluation of performance, and bilateral dealings withemployee representatives, makes higher level management decisions and policies effective at the
working level. The criteria of a good supervisor, in this context, are:

(i) Utilizing manpower economically and effectively by defining duties clearly, select-ing individuals to perform those duties and making appropriate day-to-day work assignments.

(2) Making objective evaluations of the quality of individual performance, based on
valid performance measurements and sound judgment; communicating these evaluations to the
employees concerned; and using the evaluations to take corrective action in accordance with
applicable personnel management policy, including the initiation of appropriate position changes,training, separations, or other indicated action.

(3) Developing and motivating employees to reach their fullest potential and grantingor recommending recognition for superior work or innovative contributions.

(4) Dealing with employees in a fair and ewuitable manner and in accordance with estab-
lished policy including the terms of the negotiated agreement.

(5) Keeping all employees fully informed of their role in accomplishing the agency’smission; of public policy and management decisions affecting their employment and mission
accomplishment; and of their rights, privileges, and obligations as Government employees.

(6) Dealing in good faith on a bilateral basis with local union officials, including
shop stewards, on matters relating to working conditions, grievances, and the application of
personnel policies.

c. Cvilian Personnel Officer has staff responsibility for the administration of the
Civilian Personnel Management Program. That person is the activity commander’s professional
ad%sor and representative in the field and is responsible for providing effective staff
service.

6 9iecitic Function,s Perfecmed by the Civilian Personnel Division. Enclosure (i) is a chartshowi. the various functions performed by each branch within the division.

7. Action. Organizational Commanders, Heads of Command Staff Sections, Department Heads, andChie-o-Service will ensure all supervisors are thoroughly familiar with the contents of this
directive and the directive is made available to the employees upon request.

8. Applicabilit[. Having received the concurrences of the Commanding Officers of Marine Corps
Air Station (Helcopter), New River; Naval Regional Medical Center; and Naval Regional Dental
Cente:, Camp Lejeune; and Navy Recruiting District, Raleigh, this Order is applicable to those
commands.

DISTRIBUTION: C less Category III

J. R. FRIDELL
Chief of Station



FUNCTIONAL CHART

CIVILIAN PERSONNEL DIVISION

BO 12000.2C
Nov IQSI

LABOR M%NAGEMENT A/D EMPLOYEE
RELATIONS BRANCH

Labor-Mgmt Relations
Appeals & Grievances
Disciplinary Actions
Civilian Guidepost
Separation
Hours of Work
Absence & Leave
Security Program
Political Activity
Insurance Programs
Retirement
Employee Services
Incentive Awards
Emploh,ee Assistance Program
Workers’ Compensation
Operate First Aid Station
Gccupaional Health Program

CLASSIFICATION BRANCH

Classification of General
Schedule and Trades and
Labor Positions

Annual Position Review
Performance Appraisals
Job Engineering

EQUAL EMPLOYMENT OPPORTUNITY
BRANCH

Program Management
Affirmative Action Program
Federal Women’s Program
Hispanic Employment Program
EEO Counseling
EEO Discrimination Complaints
Investigations and Appeals
Upward Mobility
Federal Employment Opportunity

Recruitment Program (FEORP)

EMPLOYMENT BRANCH

Recruitment
Qualifications Evaluation
Placement
Appointments & Other Accessions
Competitive Status & Conversions
Veterans’ Preference
Dual Employment & Dual Compensation
Military Duty; Restoration & Other

Rights
Promotions, RSassiqnments, & Details
Reduction-in-orce
Personnel Action Forms & Records
Statistics (PADS)
Allowances for Uniforms
Special Employment Programs

EMPLOYEE DEVELOPMENT BRANCH

Career Development
Counseling

Training Plans (Formalized)
Management & Supervisory Develop-
ment
Trade or Craft
Technical/Specialty
Administrative
Clerical
Orientation

Annual Training Plans
Records & Reports
Special Programs

*Joint responsibility with Employment Branch.

ENCLOSURE (i)





UNITED STATES MARINE CORPS
Marine Corps Base

Camp Lejeune, North Carolina 28542

BO 12335.1C
CPO/GBF/hlm
| SEP 198!

BASE ORDER 12335.1C

From: Commanding General
To: Distribution List

Subj: Merit Staffing Program

Ref: (a) FPM Chapter 335 (NOTAL)
(b) CPI 335 (NOTAL)
(c) FPM Supplement 335-1 (NOTAL)
(d) CPI S-335-I (NOTAL)
(e) MCO PI2000.7B (NOTAL)
if) SECNAVINST 5310.IID (NOTAL)
(g) BO 5710.10
(h) BO 12771.1

ncl: (I) Promotion Plan for Excepted Service Positions in Camp Lejeune Dependents’ Schools

(2) Career Ladder Positions

!. Pur. To publish the Merit Staffing Program in accordance with references (a) through

(e), and to assign responsibilities and establish procedures for administering the Program.

Instructions governing the promotion of Excepted Service personnel in the Camp Lejeune

Dependents’ Schools are ccntained in enclosure [i).

2. Cancellation. BO 12335.1B.

3. Po[ticy. It is the policy of commands under this Order that the identification, qualific9-
tion,e----Q-Y.uation and selection of candidates shall be based solely on the job related criteria,

and without regard ?o political, religious, labor organization affiliation or non-affiliation,

marital status, race, color, sex, national origin, nondlsquallfying physical handicap, or age.. Objectives. Objectives of the Merit Staffing Program are:

a. To provide a method by which internal staffing needs may be met in a timely fashion.

b. To enhance organizational effectiveness by assuring that internal competitive actions

are made by selection from among available candidates who are most capable of performing the

duties of positions to be filled.

c. To ensure that employees receive fair and appropriate consideration for advancement

and developmental opportunities.

d. To provide incentive for employees to Irprove their performance and develop their

knowledges, skills and abilities.

e. To provide a proper balance between maxitEn utillzation of employees and infusion of

new talent, to include consideration of affirmative action and the Federal Egual Opportunity

Recruitment Program goals and objectives.

[. To assure that promotions are made only when there is an actual need for performance of

higher level duties and only when there is s candidate with the ability to perform at the

higher level. References (f) and () provide policy guidance and instuctlons on position

management.

g. To foster employee understanding of and confidence in the Merit Staffing Program and

employee utilization policies.

h. To provide management the flexibility to staff positions from any source provided

merit requirements are met.

5. Responsibilities. A Merit Staffing Program which serves the above stated objectives is in

th interest of both management and employees. To this end the following responsibilities are

ssige:

a. Civilian Personnel Officer

(I) Ensure that applicants are evaluated properly and coordinate administration of cther

aspects of the Program in compliance with dlreots of hher authority.

(2) Provide appropriate training and publicity.



BO 1235.lC

SEP) Solicit nominations for and appoint rating panels.

%4) Counsel employees on the Program and specific actions thereunder as reque*r ".

(5) Coordinate a review of the Program annually and report the results thereof.

’6) Develop and maintain required records and render reports.

(7) Maintain a list of employees entitled to prior consideration for placement.

b. Management Officials and Supervisors

(I) Become familiar with the contents of this Order and comply therewith.

t2) Provide input as requested in the projection of staffing needs.

(3) Consider the objective of a fully integrated work force in decidino the method of

fillin vacant positions.

(4) Assist in the evaluation process by serving on rating panels when appointed the
capacity of subject matter experts.

(5) Promptly complete appraisals of performance forms for employees competina under
Merit Staffing announcements.

(6) Ensure that proper and equal consideration is given to each applicant referred
consideration under the Merit Staffing Program.

(7) Promptly distribute vacancy announcements and ensure copies are posted on
bulletip boards.

(i) Become familiar with the Merit Staffing Program and procedures.

(2) Take self-improvement action as appropriate to their individual needs and interest
which would increase their competitiveness as applicants under Merit Staffing nnouncements.

(2) File application for vacancies as announced for which ualified and interested.

(4) Serve on rating panels as appointed as subject-matter experts.

6. General. The Merit Staffing Program will be carried out in conjunction with other personnel
management programs, objectives, processes and constraints; e.g., career management, positior
management, recruitment, career development, personnel ceilings and average grade constraints,
affirmative action and the DoD Program for Stability of Civilian Employment. Vacancies may
be filled by means other than internal competitive procedures, either concurrently or to the
exclusion of internal competition. Other means include, but are not limited to:

a. Selection from an Office of Personnel Management [OPM) register.

b. Reinstatement of a former career or career conditional Civil Service employee te
same. cr lower grade level than the last held permanent grade level.

c. eassgnment or demotion of an employee to a position with no hiher Dotentia
the currently held position.

d. Selection from the =eDromotion Priority List (RPL) at the same or lower grade level h
the position from which separated.

e. Transfer of an employee of another Federal agency to the same or lower arade level with
no higher potential than the currently held position.

f. Selection from the DoD Priority Placement List.

7. Coverage. Internal competitive procedures shall apply to all promotions except those
excluded in paragraph 8 below. Internal competitive procedures also apply to the fo]owlna

actions:

a. Reassignment or demotion to a position with more potential than the employee’s
position.

b. Reassignment or demotion to a position with no more potential than the employee’s
current position when initiated by the employee through application under a vacancy announce-
ment.



Bf.

Detail to a higher grade position or one with known promotion potent’a] in ees of

12Xys. Competition will be restricted to employees of the Command where +h os{t,r

located.

d. Transfer of an employee of another agency to a higher grade position nx ;e w.

higher promotion potential.

e. Heinstatement to a position at a higher grade than last held under a non-teo rary

appointment in the competitive service.

f. Selection from the RPL at a higher grade than that from which the employee wa .emoted.

g. Selection for training required for promotion.

Temporary promotion of more than 120 days. Competition will be restrictec re employees

of[Xae/Command where the position is located.

8. Exclusions. Internal competitive procedures do not apply to the following actions:

a. A promotion resulting from the upgrading of a position without significant change

the duties and responsibilities due to the issuance of a new classification standard or the

correction of an initial classification error.

b. The promotion of an employee whose position is classified at a higher grade levei due to

the accretion of duties which are directly related to the employee’s major (and grade con-

trolling) duties when there is no change in organizational entity (immediate supervisor) and

where there s no addition of supervisory duties to a non-supervisory position.

c. A position change permitted by Reduction-in-Force (RIF) regulations.

d. A career promotion of an employee when competition was held 9t an earlier date elthel

through appointment from an OPM register or through internal competitive procedures, including

the initial appointment of students in cooperative education programs and in the Federal

Junior Fellowship Program. Enclosure (2) provides a list of career ladder positions.

e. Temporary promotions of not more than 120 days.

f. Details of not more than 120 days to higher graded positions or positions with knowr.

promotion potential.

g. The repromotion, to a level no higher than that from which demoted, of an employee

in retained grade/pay status who was demoted, through no fault of the employee and not at

the employee’s request (repromotion eligibles). The Civilian Personnel Officez will maintal

records of repromotion eligibles and refer them for each vacancy for which they are entitled

to priority consideration.

h. Selections of permanent government employees from OPM registers for higher grade.

positions or positions with known promotion potential.

i. A management-initiated position change (either reassignment or promotion) o an

employee to a position and/or grade level no higher in grade level than that which the

employee formerly held on a permanent basis.

j. The promotion of an employee to a position with a representative rate which is

same or lower than that of the position currently held which, because of pay setting policies,

results in a technical promotion only.

k. The reinstatement of a former Federal employee to a position with known promotior

potential but which is no higher than, and has the same promotion potential as the last held

permanent position.

I. The position change (either reassignment, demotion or promotion) of any permanen
employee from a position having known promotion potential to a position having no higher

potential.

m. The selection of an employee who did not receive proper consideration in a prior

internal competitive action due to a procedural, regulatory, or program violation.

9. Merit Staffin@ Announcements. Positions filled through internal competitive procedures

are publicized through Merit Stfflng Announcements. These announcements may cover several

positions or ratings, or may be restricted to a single vacancy. However, before takino any

action to fill vacant positions employees entitled to prior consideration for placement mus"

be given proper consideration in accordance with reference (b). As a minimum, Merit Ftaflr

Announcements will contain the following:

a. Title, Series, Grade and Salary,. If the announcement is for a trainee posltzor

one reduced in grade for recruitment purposes, the target position and grade wil also be

shown. Announcements issued under provisions of the Upward Mobility Program will so indicate
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b. Area of Consideration. This is the area in which the search for candidates is

directed, where the announcement is distributed and from which applications will be accepted
from appointable candidates who file. The area of consideration for temporary protions
and competitive details will be limited to the Command where positions are located. n all

ether cases, the minimum area of consideration will be all Department of Defense activities
in the Camp Lejeune New River Air Station complex.

c. Closing Date for Receipt of Applications. This is the date by which applications must
be received in the Civilian Personnel Office, or by which the envelope must be postmarked if

the applications are sent through the U. S. Postal Service.

d. Location of the position(s).

e. 0ualification reguirements for the position(s), or reference to the qua]ificatlor
standards.

f. Basis of rating and ranking.

g. Non-discrimination statement.

h. How and where to file.

i. Provisions for consideration of all appointable DON employees within area of c,nsldela-

tion.

I0. Absent Emploees. Employees who are on approved absence from duty during the tim an-

nouncements are open and who have not hd an opportunity to apply may do so upon eturn
duty Such bsences, however, will not delay efforts to fill positions.

ii. Qualification Reguirements. Applicants must meet the following to be elgible nder
meri staffing announcements:

a. 0ualification standards prescribed by the Office of Personnel Management and any sel::-
tive factors established as being essential for satisfactory performance in the position.

b. Time-in-grade requirements, if applicable, as of the closing date of the announcemen

c. Time after competitive appointment restrictions, if applicable, as of the closinQ date
of the announcement. (An employee may not be promoted or reassigned to a different line of
work during the first three months following the employee’s latest non-temporary competitive
appointment.)

12. Rejection of Applications. Applications will be rejected if:

a. They are from non-status candidates.

b. Outside the area of consideration and concurrent consideration was not extended

c. There is not enough information upon which to make a qualifications determina+or.

d. The applicant falsified the application.

e. Untimely filed.

13. Evaluation. When there are more than five qualified/eligible competing candidates, the5
will be formally evaluated by a rating panel who will assess the degree to which candidates

possess the knowledges, skills, abilities and personal characteristics (KSAP’s) determined t
be important to the position(s) being filled. Such KSAP’s are identified in the staffn
announcement. Rating panels are composed of subject matter experts and a staffing specials
of the Civilian Personnel Office who serves as Technical Advisor. When there are five cr less
qualified/eligible competing candidates, formal evaluation of candidates is optional. Creditinu

plans and evaluation methods will be established in accordance with reference b).

14. Registers. The names of qualified/eligible candidates who have been formally
will be entered on the appropriate register in one of two categories Highly Qualifiec or

Qualified. Numerical grades will be assigned within each category. Registers are estabshec
for 12 months unless terminated earlier.

15. Referrals

a. When the number of eligibles permits, i0 names are certified to the selecting
for consideration for single vacancies. When there are two or more vacancies, additional names

are certified on a one for one basis. Names are entered on the certificate in alphabetical
order within category, Highly Qualified or Qualified, and no numerical grades are shown. Whe
no formal evaluation of candidates has been made, names are certified as "eligibles"
alphabetical order.
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b. Se].ectin officials will be given all qualification information availab]e on certlfie

candidates, to include awards received, and will be provided the Official Personnel Folder in the

case of candidates employed bw Commands to which this Order is applicable.

16. Selections

a. Advisory selection panels are required when filling upward mobility and orma!
positions, supervisory and managerial positions, and other key positions GS-9 and above. Use

of panels is optional when filling other positions. When panels are ,sed, all candidates must

be interviewed unless they are not available. Local candidates must be notified of their

scheduled interview no later than the workday preceding the date of interview. anels a

appointed by the selecting official and consist of three members, including a chairpersor.

Tf the supervisor of the position being filled is the selecting official, the supervisor ma
not serve on the panel.

b. Selection panels must be instructed by the selecting official, in writing, what the

panel is assigned to do, i.e.:

(]) Rank applicants in descending order.

(2) Recommend the applicant(s) for selection.

(3) Rate applicants on an ascending scale of one through five on selection criter

provided to the panel.

Interview questions and any selection criteria must be job related and must be reduced tc

writing prioz to conducting interviews.

c. Selecting officials are entitled to select any competing candidate certified, or to

non-select a]] candidates Each candidate certfled must be given full consideration and

the selection made based on who will best fill management’s needs in terms of productivi%5 and

the toal objective of the organization, including affirmative action and eual opportunity.

When selecting from a group of certified competing candidates who have not been formally

ealuaued, the selecting official will document, based on the KSAP’s, what in the person’
background makes the person the best candidate to meet the requirements of the position.

I?. Notificatior and Release of Employees

a. Notifications of selections are made by the Civilian Personnel Office. Employees

selected under competitive procedures will he released for assignment to the new position

effective the first pay period following two weeks notification of the selection. In unusual

circumstances, the release date may be extended an additional pay period provided the releasing

and selecting officials agree.

b. Employees will be provided specific information concerning any promotion case in which

they are competitors including who was selected; in what areas, if any, they can improve;

supervisory appraisals and any other information allowed in accordance with the Freedo of

Informatio and Privacy acts.

i. Grievances. Grievances of Unit employees arising out of rating/ranking for positions

in the Unit will be processed in accordance with the Negotiated Agreement with the American

Federation of Government Employees, Local 2065. Grievances of non-Unit employees arising out

of rating/ranking will be processed in accordance with the Administrative Grievance Procedure

contained in reference (h).

19. Action. Organizational Cormmanders, Heads of Staff Sections, Department Heads and Chiefs

of Ss will ensure that all supervisors are thoroughly familiar with this Order and wll

ensure that this Order is made available to employees upon request.

20. Applicability. Having received the concurrence of the Commanding officers of rine Cozps

Air Station (H), New iver; Naval Regional Medical Center and Naval Regional Dental Center,

this Order is applicable to those Conaands.

J. R. FRIDELL
Chief of Staff

DISTRIBUTION: C Less Category III
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PROMOTION PLAN FOR EXCEPTED SERVICE POSITIONS
IN CAMP LEJEUNE DEPENDENTS’ SCHOOLS

1. Covgra. This promotion plan covers all excepted service supervisory positions in the
Camp--jDependents’ Schools.

2. Promotion Announcements. Promotion announcements will be the means used to establish lists
from which to issue eligibility letters for positions covered by this plan. The announcement
will contain as a minimum, the following information:

a. Area of consideration.

b. Brief description of the duties of the position.

c. Qualification requirements.

d. Non-discrimination statement.

e. Closing date for receipt of applications.

f. at to file (i.e., application, forms, certificates}.

g. Location of the position.

h. Where and how to apply.

i. Salary.

3. Area of Consideration. The minimum area of consideration will be the Camp Lejeune Dependents’
Schools. The area of consideration may be expanded to assure an adequate number of qualified
candidates.

4. Qualification Standards. The minimum qualification standards used for promotion will be a
certification issued by any state Department of Education which meets standards set forth by
the state and the Southern Association of Colleges and Schools. The promotion announcement
will furnish more detailed information on the qualification requirements for a given position.

5. Basis of Rating. Applicants will be rated on the basis of experience and education.
Qualified applicants will be placed in one of two ratings, A or B. Applicants who have
completed a Master’s Degree or Doctorate in the areas of certification and have at least three
years teaching experience are assigned an A rating. Applicants who have completed a Master’s
Degree in the areas of certification and have less than three years teaching experience are
assigned a B rating.

6. Promotion Lists. Promotion lists will be used only to fill the specific vacancy identified
in the announcement.

7. Certification and Selection. Certification will be from among the best of the rated
applicants. A range of from two to i0 candidates will be certified for a vacancy. When there
are less than two qualified candidates in the A rating group, a sufficient number of the best
candidates in the B quallfied group will also be furnished to the selecting panel. The
selecting panel is composed of a member of the school board, the Associate Superintendent, and
one other professional school administrator who has a good knowledge of the requirements of
the position and is serving at or above the level of the position being filled.

8. Consideration to Absent Employees. Consideration will be given to qualified employees
absent in the military service, and employees on official travel during the period of evaluation
or consideration for selection.

9. Temporar Promotions. A temporary promotion may be made for 260 days or less without
competition.

1 ENCLOSURE (i)





GS

018
081
185
200
203
204
303
305
312
318
319
322
332
334
335
343
344
356
390
460
46?
501
510
525
53O
540
544
560
610
621

800
802
986

1102
1105
1106
1144
1173
1311
1320
1410
1411
1712
2005
2050
2091
2131
2132
2134
2152

ChREER LADDER POSITIONS

PART A GENERAL SCHEDULE POSITIONS

TITLE

Safety Management
Fire Protection & Prevention
Social Worker
Personnel nagement/Equal Opportunity
Personnel Clerical
Military Personnel Clerical
Miscellaneous Clerical/Assistance
Mai! & File
Clerk Stenography & Reporting
Secretarial
Closed Microphone Reporting
Clerk-Typing
Computer Operation
Computer Specialist
Computer Clerical/Assistance
Management Analysis
Management Assistance
Data Transcribing
Comlnunications Equipment Operation
Forestry Management
FoTestry Technical
General Accounting Clerical
ccounting
Accounting Technical
Cash Processing
Voucher Examining
Payroll
Budget Administration
Nursing
Nursing Assistance
Dental Hygiene
Engineering/Architectural
Engineering Technical
Legal Clerical
Contract & Procurement
Purchasing
Procurement Clerical
Commissary Store Management
Housing Management
Physical Science Technical
Chemistry
Library
Library Technical
Training Instruction
Supply Clerical/Technical
Supply Cataloging
Sales Store Clerical
Freight Rate Clerical
Travel Clerical
Shipment Clerical
Air Traffic Control

PART B WAGE GRADE POSITIONS

TARGET LEVEL

BO 12335.1C

TARGET LEVEL ENTRY LEVEL

ENTRY LEVEL

r Conditioning Equipment Mechanic, WG-8/10
r Conditioning Equipment Operator, WG-10
rcraft Refueler, WG-8

Asphalt Worker, WG-5
Automotive Mechanic, WG-10
Blocker and Bracer, WG-8
Boiler Plant Equipment Mechanic, WG-10

Boiler Plant Operator, WG-7/9/10/II

Boiler Tender, WG-6
Bridge Operator, WG-8
Cable Splicer (Communications), WG-10

9 5/7
4 3
9 5/7

9/11 5/7
5 3/4

4/5 2/3
4/5 2/3

4 2/3
4 2/3
5 3/4
8 6
3 2
7 4/5

9/11 5/7
5/7 4/5

9/11 5/7
5 3/4
3 2
5 3/4
9 5/7
4 2/3
5 3/4

ii 5/7
5 3/4
5 3/4
5 /4
5 3/4
9 5/7

8/9 7
4/5 ]/4

5 3/4
11 5/7
9 4/5
5 3/4
9 5/7
5 /4
5 3/4
9 5/7

9/11 5/’7
6 4/5
9 5/7
9 5/7

6/7 4/5
9 5/7

5/6 3/4
7 5
3 2

6/7 4/5
6 4/5
4 21

11 5/7

Helper/Worker
Shop Tralnee/Helper
Helper
Laborer
Helper/Worker
Helper
Helper/Worker
Heating Equipment Mechanic
Shop Trainee/Boiler Plant Operator/
Boiler Tender/Coal Handling Equipment Operator
Helper/Laborer
Helper
Helper/Worker

ENCLOSURE (2)
1
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TARGET LEVEL

Carpenter, WG-7/9
Coal Handling Equipment Operator, WG-6
Cook, WG-5/8
Crane Operator, WG-9
Electrical Equipment Repairer, WG-9/10
Electrician, WG-8/10
Electrician (High Voltage), WG-8/10
Electronics Integrated Systems Mechanic, WG-12
Electronics Mechanic, WG-II/12
Engineering Equipment Operator, WG-8/10
Equipment Cleaner, WG-4
Equipment Mechanic, WG-10
Food Service Worker, WG-4
Fork Lift Operator, WG-5
Fuel Distribution System Worker, WG-8
Gardener, WG-4
Clazier, WG-9
Heating Equipment Mechanic, WG-8
Heavy Mobile Equipment Mechanic, WG-8/10
Insulator, WG-10
Laudry Equipment Repairer, WG-8
Laundry Machine Operator, WG-3/5
Mchinisl, WG-10
Maintenance Mechanic, WG-9
Mason, WG-1O
Meatcutter, WG-8
Milli;c Worker, WG-9
McbileEqulpment Servicer, WG-5/6
Me,bile Equipment Metal Mechanic, WG-10
tor Whicle Operator, WG-5/6/7/8
Packer, We-4
Painter, WG-9
Pest Controller, WG-6/8/9
Pipefitter, WG-8/10
Plasterer, WG-9
Plumber, WG-7/9
Preservation Servicer, WG-7
Preservation Packager, WG-6
Presser, WG-2
Sewage Disposal Plant Operator, WG-9/10
Sheet Metal Mechanic, WG-10
Small Arms Repairer, WG-8
Store Worker, WG-4/5
Telephone Mechanic, WG-10/II
Tools and Parts Attendant, WG-4/5
Toolroom Mechanic, WG-8
Tractor Operator, WG-5/6
Warehouse Worker, WG-4/5/6
Water Plant Operator, WG-7
Water Treatment Plant Operator WG-10
Welder, WG-8/10
Wood Worker, WG-7/8

ENTRY LEVEL

Helper/Worker
Helper/Laborer
Food Service Worker/Cook
Helper
Helper/Worker
Helper/Worker
Helper/Worker
Electronics Mechanic
Helper/Worker
Helper
Laborer/Custodial Worker
Helper/Worker/Equipment Repairer
Food Service Worker/Laborer/Custodial Worker
Laborer/Warehouse Worker
Helper
Laborer
Helper
Helper
Helper/Worker
Helper/Worker
Helper
Laundry Worker
Helper/Machine Operator
Helper/Worker
Helper/Worker
Meatcutting Worker
Helper
Laborer/Helper
Helper/worker
Laborer/Helper/Motor Vehicle Operator
Laborer
Helper
Laborer/Shop Trainee/Helper
Helper/Worker
Helper
Helper/Worker
Laborer/Shop Trainee
Laborer/Shop Trainee
Laundry Worker
Shop Trainee/Sewage Disposal Plan% Operator
Helper/worker
Helper
Laborer/Store Worker
Helper/Worker
Laborer
Helper/Tools and Parts Attendant
Laborer
Laborer/Forklift Operator/Warehouse Worker
Helper
Shop Trainee/Helper/Water Plant Operator
Helper/Worker/welder
Helper/Worker

ENCLOSURE (2)



UNITED STATES MARINE CORPS
MARINE CORPS BASE

CAMP LEJEUNE. NORTH CAROLINA 28.542

]30 12000.1P Gh 2

CPO/rRM/iws, OCT 979

BASE ORDER iZ000, iP Ch Z

From: Commanding General
To: Dis%ribution List

Subj: Position Mazntenance Review

Encl: (I) New page inserts to BO IZ000. IP

1. .Purpose. To transrrt new page inserts to the basic Order.

Z. Action.
(I) hereto.

Remove present enclosure (I) and replace with enclosure

Chief

DISTRIBUTION: C less Category III
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POSITION MAINTENANCE REVIEW SCHEDULE

1. The position maintenance review consists of concurrent review of

all General Schedule and Trades and Labor positions within a single

organization. For example, all General Schedule and Trades and Labor

positions for Base Maintenance are to be reviewed during the scheduled

period of 1 October through Z November 1979.

2. Procedures., The applicable procedures for conducting the Position

Maintenance Review are as follows:

a. The Civilian Personnel Office will forward the review forms,
Position Maintenance Review Keport, MCBCL 12510 (Rev. 7-75), to the

organization to be reviewed prior to the review date listed in the
schedule.

b. Each position description shall be rviewed by the incumbent

of the position and the immediate supervisor to determine the accuracy
of the description. In this connection, reference (f) requires that all

descriptions be thoroughly and carefully reviewed to determine if any
duties and/or physical requirements are unnecessarily restrictive to
the employment of the handicapped, e.g., in a clerical position the

requirement to lift and carry objects weighing 100 pounds. A careful

review should be made to ensure that the stated physical requirements
are realistic for the position. Sdch requirements must be a prerequisite
to fill the position in order to be valid.

c. When a description is found to be inaccurate the supervisor will:

(1) Determine what duties have changed, and what necessitated

the change, i.e., new regulations have been published, new equipment,

improved work procedures, change initiated for convenience of the

incumbent.

(Z) Determine if the change is really appropriate.

(a) If found to be unjustified, instruct the employee to

return to the duties as described in the current position description.

(b) If the changes are necessary, redescribe the duties by
either amending the current description or preparing a new description.

ENCLOSURE (I)
Ch2 (2 Oct 1979)
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d. Positions whose current descriptions require no changes will
be crtiied as current and accurate by a check mark in column (4)
of the Position Maintenance Review Report Form.

(Note: Effective 1 October 1979, Optional Form 8 (Rev. 8-77) must be
used as the cover sheet for position/job descriptions. The source of
supply, for Optional Form 8 (Rev. 8-77) is the Self-Service Center
(Building 1606).

e. The revised descriptions or amendments shall be certified by
the incumbent and the immediate supervisor. The Position Maintenance
Review Report, including any proposed new descriptions or amendments,
shall be forwarded to the Itead of the Department.

f. The Department Head will review the Report and all attached
proposed new descriptions or amendments. When fully satisfied that
all descriptions, both current and proposec, are accurate and reflect
the needs of the organization, the Department Head so certifies by
signing and dating the Review Report. The completed report form and
the original plus one copy of the revised position/job description and
amendments along with current functional organization charts, prepared
in accordance with references (c) and (d), shall be forwarded to the
Civilian Personnel Office. Any deviation from the scheduled submission
dates must be approved by the Civilian Personnel Officer.

g. In the event tentative classification of the proposed descriptions
or amendments reveals any changes in grade levels or position titles,
the affected descriptions will be returned to the organization for compli-
ance with reference (e).

3. The following schedule is established for the Position h/Lintenance

Review:

1 Oct 2 Nov 79 3 -7 Dec 79 31 Dec -4 Jan 80

Base Maintenance Civilian Personnel
Offi ce

Provost Marshal
Naval Recruiting
District,
Raleigh, NC

Public Works
MCSSS
Camp Lejeune
Dependents Schools

ENCLOSURE (I)
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7 18 Jan 80

Base Motor
Transport

Z5 Z9 Feb 80

Mgmt. Eng. Office
Base Adjutant
Postal Section

17 Zl Mar 80

AC/S, Sup. Svcs.
Admin. Div.
Food Services Div.
Property Control Div.

7 Apt 2 May 80

Base Materiel
Battalion

19 -Z3 May 80

MCAS(H)
Base Chaplain
MCES

16 Z0 June 80

Office of:
Commanding General
Assistant Chief of Staff,
Assistant Chief of Staff,
Assistant Chief of Staff,
Assistant Chief of Staff,

Zl Jan 8 Feb 80

NRMC

3 -7 Mar 80

Family Housing
Special Services
Base Comm-Elect.

Z4 Z8 Mar 80

AC/S, Sup. Svcs.
Laundry Div.
Printing Plant

5 -9 May 80

Automated Services
Center

Z6 30 May 80

MCAS(H)
Base Military
Personnel Office

Joint Public Affairs

Office

Facilities
Manpower

Personnel Services

Training

BO IZ000. IP
26 Sep 1977

Ii ZZ Feb 80

Comptroller Department

10 14 Mar 80

Fire Department

31 Mar 4 Apr 80

AC/S, Sup. Svcs.
Commissary Div.

Bachelor Housing

IZ -16 May 80

NRDC
Base Inspector
H&S Battalion
Safety Office
SJA, MCB
S JA, ZdFSSG
SJA, ZdMarDiv

Z !3 June 80

MCAS(H)
Base Education
Office

ENCLOSURE (I)
ChZ (2 Oct 1979)





the Marine Corps

MCO
LMA- 4-mad
Feb 1980.:..

’Test,.. Measurement, and Diagnostic Equipment Calibration-andProgram

47.33IB/7
:00 : 24A

Activity Codes

Sh"policy, provide guidance and general information, andonsbilities relative to the Marine Corps Test, Measurement and

;nt/(TMDE)Calibratin and Maintenance Program (CP).

L: e rine s TMDE CAM has been developed t0 provide ad.uracies in standards of measurement and to ensure satis,
ii Marine Corps TMDE at posts and stations in the Fleet.cy and broad action aspects of the program are stated ’.ets of the program are provided in various technical

*als (’s) support concepts (SC’s), and(MCO"s) as identified in reference (a). Additional, MCO’s will be publisd; and eisting ones will be canirements change. Reference (a) will be changedMI’s,’SC’s, or MCO’s are added, deleted, or revised.

y of the Marine Corps that all TMDE be calibratedand. at the intervals necessary to adequately perform theinvolved. I- is also the policy of the Marine Corps to accomplishin the most cost effective way that will satisfy operational:’Lterservice support will be utilized to the maximum exentpolicies of satisfying operational rquirements and cost. (a) provides a listing and short description ofwhich contained detailed procedures relative A
COmps. DE. CP. Actlons and responsibilties outlined herein willacdrdance with the procedures contained in the publications

.’(a.) :.

tons-’H61ding TDE (hereinafte referre4 to as usin,

::, .Marine Corps organizations assigned TMDE are.

for calibration all TMDE requiring Calibration.

.ing TMDE fo cal’ibratio in such a manner as to maintain,ount of TMDE to preclude the loss of reguired test

J’CJl 102 ,:)6:,._8t O0





urngitat all TMDE submitted for calibration are complete.and
preventive maintenance performed.

-Esuig that TMDE is adequately protected during trgnspotation
bration and maintenance facility, hereinafter called

ybY.Using packing materials and/or contafners as necessary.

that ii TMDE without a current calibrated, special
aIiSration not required CNR) label affixed are not used Even
calibrated or 9ecial calibration label is affixed, TMDE

ho[|d have a cross-check performed prior to use. :
f[.the TMDE’s calibration, except for those items assigned CNR

be submitted for calibration.

to the supporting calibration facility a list of all
.b6ncluded in the Slidin Calibration Interval Program (SCIP),

s>.provided by the supporting calibration facility.

,zlng measurement requirements and reqgeting special
when its entire measurement capability is not being
unit is also responsible for requesting inactive and CNR

hipporting Calibration faci[Jty for specifically identified TMDE..

.Ensuin:.that TMDE is ue properly to preclude damag thereto.

uestlngasslstance, as necessary, from the supporting Marine
faci!ityfor education of personnel in analyzing measurement
2per use ofTMDE as addressed .n paragraphs 5(i) (g) and (h)

c.Oossigned TMDE are responsible for all portions of
eding and the following:

ng TMDE used for measurement of values where the accuracy
.not considered essential to the effectiveness of the train-

,’.."shall be assigned CNR status. Such TMDE need not be submitted for
one, but must have CNR labels affixed.

Small Missile Systems School, Marine Crps Logistics .
Georgia,-is authorized to perform in-house calibration for equip-

:reqired.-’/Such calibration will be performed within the measurement
andthe avai!ability of calibration personnel at the school.

"of Marine Corps Reserve organizations are responsible for
pararaph 5a(1), preceding, and determining which TMDE is used

:.TMDE used for training only need not be submitted for periodic
..norma!intervis, but must be submitted for calibration on an

to active duty for training unless the item of TMDE has a

.abel affixed. TMDE used for training only must have CNR

Commands Authorized TMDE Calibration and Maintenance
<".Commanders.of Fleet Marine Force organizations assigned TMDE

maintenance facilities are responsible for:

/necessary actions to assume maximum calibration and, within the Capabilities of their facilities, of Marine Corps
t using Organizations. Use will be made of interservlce support

ommercial.calibration support, and higher level Marine Corps

,acilities to support TMDE for which there is no resident capability.
am0ntlof. Calibration effort-required and the length of turnaround time may

if:maximum use s made of special calibration, CNR and inactive
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recommendations for additional calibration equipment, as

iaticipa’tion in the Marine Corps Standards Exchange program. :

g to appropriate higherechelon calibration laboratories .J
Lity equipment which are beyond their internal capability, but:.., :.n.the. Marine Corps Standards Exchange Program. " i"
Calibration of calibration facility equipment forwarded to Navy .
lities is fded by Headquarters Marine Corps.

.Cibration of calibration facility equipment forwarded to other. .k’
on facilities must be funded locally.

," " -I *..

er use of calibration labels and tags. ".

of the calibration checklist, as IDcal requirements dctateo..:L . .:klntiating action for retirement_ of unstable and unreliable TMDE. "".’:-Direct liaison with the Marine Corps Liaison Officer, Pomona, Navy i" - .’:i.,.i’lineering Center (MEC), Naval Weapons Station, Seal" Beach, Pomona
2436,. Pomona, California 91766, concerning.calibration procedures

problems in the general calibration area.

.Operation of an opti IP when determined t be appropriate. ".

i"prviding asstance, when requested, to using organizations in the,...’.pes0nn 1 in analyzing measurement requirements and proper 6se o i.:.".’.""’addrsse n paragraph 5a(1) (i), preceding. .’’:"i
organizations when it becomes apparent (based on the’., :." ,i":
submitted for calibration or repair) that their TMDE; ,

properly maintained or used and offering assistance in educating """
ard. It is not necessary to advise using organizations of, !’’’;

ed.instanes .of improper use or maintenanc other than y an annotation on"
order., :- ...:[’

prps Logistics Bases

k)L.iCaibration facilities have been established at the Marine Corps
bases, as fixed.installations, with a limited deployment capability ’-.’:’

ion. These calibration facilities are primarily for the
Libration of TMDE prior to issue. These facilities also "" ;" :

;6o field units on a reimbursable basis. "
ing generals of the Marine Corps logistics bases hve. the;.!.i

.or-the support and implementation .of the Marine Corps TMDE CAMP
bases, which will include the folloing:

of TMDE prior to issue.
-’:".:.. ’i:..

.reimbursable calibration and maintenance support for
commands, as required.

and maintaining their calibration standards, including’
higher echelon calibration laboratory, standards

,are beyond the internal capability of their calibration
g for the cost of such higher echelon support.

per use of alibration lael and tags.





CAMP

asistance, when requested, to using organizations in

analying measurement requirements and proper use of

iniagraph 5a(1) (i), preceding.

using organizations when it becomes apparent (based on

when submitted for calibration or repair) that their

maintained or used and offering asslstance in educat-

It is not necessary to advise of isolated

use or maintenance other than by an annotation on the

and arranging foq calibration training for civilian

t"liaion with the Marine Corps Liaison Officer, MEC,

Cocerning calibration procedures and other technical
ibration Of TMDE.

f..Up6i the storage quality control program from a

5andpoint. in accordance with current directives.

:ng acti6n’ for reti{ement of unstable and unreliable

.g an op1--SCIP when determined to be .ippropriate.

of, ,TMDE.

i,.,i!i.’."(.3i.!MOhitoin Marine Corps procurement requests in accordance with

).ubiihg recommendatio for additional calibration equipment,

s Liaion officer, MEC, Pomona, California. The Marine Corps

:Pomona, California provides laison between Headquarters Marine

s calibration facilities, and the MEC located at the Naval

,.sea Beach, Pomona Annex, Pomona, California. The Marine Corps

omon, is. responsible for:

withMEC, the preparation of calibration procedures and

equipment requirements to support the Marine Corps

"direct liaison to all Marine Corps calibration facilities

ibration,procedures and other technical problems relating to

wih MEC and affected field commands, the evaluation

)s alibration facilities upon direction of the Commandant of the"

e.LMA). These evaluations ay concern both the administrativ,e

spects of-the overall calibration and maintenance program.

Headquarters Marine Corps requests fo performance of

:.by MEC in support of the Marine Corps TMDE CAMP.

with MEC, the revision of calibration procedures used

TMDE CAMP, as required.

calibration requirements with MEC for new items of TMDE

Marin Corps.

ying out other duties as directed by the Commandant of the Marine

inl theletter of instruction, ether correspondence, and
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Corps. The policy guidance and technical direction"
ITMDE CAMP are the responsibi}ities of the Commandant of’the’
LMA) which include the following:

for and the initiation of procurement of new or replacement"/

6oordination with field commands for assignment of i
llbraeion .training. .

.action for the preparation of calibration procedures to

Calibration gapabilities and procedures are availabie".
d into the Marine Corps.

information of a temporary nature to calibration prsoAnei.
asan interim in the TI-4700 series

ng andeviewing evaluations (administrative and technical)
..e,libration facilitie in order to maintain an efficient, updated

Codes. The enclosure is a listof
cy codes which have been assxgned to identify te

s’calibration, facilities and are to be-used during
:libration labels’and tags. -v’"<"’

)n. .he instructions contained in this Order are not
"-:/

<Ma s viation calibration facilities which operate under
and Calibration Program.

,;Recommendatfons concerning the contents of the Marine
Submit recommendations to the Commandant of the

/:LMA) via the appropr.iate chain of command.

y. This Order i applicable to the Ma’{ne Corps

H. A. HATCH
Deputy Chief of Staff
for Installations and Logistics





:’ DEPARTMENT OF THE NAVY
HEADQUARTERS UNITED STATES MARINE CORPS

WASHINGTON. D. C. 20380

.ORDER 4733.1 Ch 1

MCO 4733.1 Ch 1
LMA-4-mad
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of the Marine Corps
List

.Test, Measurement, and ignostic.
Calibration and Maintenance Program

Todirec’ttpen chanes to the basic Order.

.-3, paragraphSb(9), change the wcrd "optical"

,aragraph 5c(2) (k), change the Word
loread "optional".

’AB/JA

(-:,7 0 0O161 (5)

H. A. HATCH.
Deputy Chief of Staff
for Installations and Logistics

0144/8145001 (i)
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BASE MOTOR TRANSPORT
Marine Corps Base

Camp LeJeune, North Carolina 28542

DEPARTMENTAL INSTRUCTION 2-80

From: Motor Transport Officer
To: Distribution List

MT0/JDA/wJn
19 February 1980

SubJ

Ref:

Property Section, Standard Operating Procedures

(a) COPARS Contract
(b) MILSTRIP/MILSTRAP Desk Guide, NAVSUP Pub 409
(c) MCO PhhO0.C
(d) MCO P400.19B
(e) BO 4200.2
(f) MC0 P200.15D
() MCO 570.3
(n) SECNAVINST 5370.G
(i) MCO P435.SD
(J) TI-355-15/I
(k) TM-4700-15/IB
(i) MCO 4400.15H
(m) MCO
(n) Me0 I1940.50A
(o) MOO ll0.7A

I. Ptu’pose. To publish z standard operating procedure for
the property section of Base Motor Transport. his standard
operating procedure provides the necessary procedures for
accomplishing the property/supp3,v mission and requirements
of the above references and incorporates those essential for
the property/supply control system utilized as a management
guide in the daily operation of the Property Section.

2. Action. tll supervisors will ensure that the provisions
of this instruction are understood and implemented by personnel
under their supervision.

DISTRIBUTION: Each supervisor
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SECTION I

i01. SSION." The mission of the Property Section, Base Motor Transport
is to purchse-requisition, issue and account for all equipment,.
services, and supplies necesssry to accomplish the mission of the
organizatlon.

102. FUNC.TI.ON .AD. RESPONSIB!LE"f. The Property .Section is responsible
for the following functions:

a. Purchase of all property items from the Shop Stores Branch,
Base Support Battslion, MCB.

b. Purchase of .%11 property items from the Self-Service Center,
Base Support Battalion, MCB.

c. Maintain Equipment Custody Record Cards (ECR Form NAVMC
I0359-SD) ad related accounting records for motor vehicles, minor
property, and Classes III and IV property.

d. Requisition, issue and account for equipment and supplies
through the Direct Support Stock Control (DSSC) and maintain requisition
files, document logs etc.

e. Requisition and turn in of garrison type property from
the Base Property Control Division/Base Plant Account Officer and
maintain requisition files, document logs, etc.

f. Requisition all open purchase items through the Purchasing
and Contracting Officer, Base Support Battalion, MCB.

g, Administer all Blanket Purchase Agreements (BPA’s).

h. Receive all new vehicles and prepare acquisition reports
to Headquarters, Marine Corps and to the Base Plant Account Officer.

i. Administer the accounting procedures required to report
vehicles in a survey status to CMC for disposition instructions
and to carry out these instructions when received.

J. Prepare all work orders to Base Maintenance, Base Telephone,
Base Comm-Elec for the repair and upkeep of all buildings, commmication
equipment and parking areas assigned to Bme Motor Transport.

k. Prepare and submit T/E modification requests to CMC and
responsible for properly recording the approved modifications in the
T/E.

i. Prepare monthly Garrison Mobile Equipment (GME) Repcrt
to CMC.

i-i



m. MaintoIn a librry of n-icrofiche film used in researchingdata pertinent to preparing requisitions.

n. Administer the C%l_brstlcn Program in e.cccrdnce withcurrent directives.



SECTION II

SO,raCES O! St PLY

201. SECTION REQUEST PROCEDURES. The source of supply for all suppl$s
and/or’ aeril for the’respOnsible sections Will be,-th Property
Section. Howev.’r,certain procedures will apply to different situations.
Supervisors will submit Supply Request Forms for supplies/materials prior
to noon Weduesday of each week to the Property Section. (e form will
be signed, dated, and approved by the Section Head.! .The Motor Transport"
Officer or Assistant Motor TransportOffi.cer and te Property Sectio
Supervisor will approve th Supply Request Forms (Figure 1). When
Supply Request Forms have been approved, they will be screened for
Self-Service/Shop Stores/COPAR/System/Blanket Purchase Agreement/ and
Open PurcHase items. These items are researched or National Stock
Numbers by the use of microfichefilm, GSA catalogues, or other sources
as appropriste.

0. Self-Service Procedures

i. Items required from Self-Service Center will be prepared on a
NAVMC 10700, Self-SerTi.ce Shopping List (Figure ).

2. The Self-Service lists will be separated into the followin’g
categories and submitted in original and %ree copies to Sel-Servlce
Center:

NAVMC Blauk forms.

Blank forms.

Counter items.

d. Shelf or floor items.

3’ On the dy that the Property Section Clerk.is assigned to sop,
the Self-Service Shopping List..hd the Self-Service credit .card is
received from the Prop.rtySectlon Supervisor.

4. The Property Se&tion Clerk Wil complete the Shopping List while
.t the Self-Service Center by annotating the unit.price smd quantity
issued on each item purchased. The unit pricewillBe aunotted
under the item number colm of the list, If the unit.price is. mot
available, the unit price fromthe Self-Service cashier will b
used. Original and one (1) copy of.Shopping ist will be. left with
cashier.. Upon completion of shgpping, the PrppertySection Clerk will
return the Self-Service credit card to the Prerty.SeciQn Supervisor.
Two (2) copies of thcompleted shopping llst wil be returned to the
Property Section and totalcost alculated and annotated on the list.

2-1



One copy will be distributed to Fiscal Section and a copy retoldnedon ile.

6. Incomplete shopping liss will notbe accented and must be
completed prior to approval of further request
7. The Fiscal Section Supervisor will provide the Propert.y Sectionwith Self-Service funds Funds from time to time will be adjustedby th Fiscal Supervisor in order to better serve the mission of the
Property Section.

203. Shop Stores Procedures

1. Items required from Shop Stores will be prepared on ShopStores
Sales Slip (Figure 3).

2. The Shop Stores Sales. Slip will be submitted in original and one(1) copy to Shop Stores.

3. On the day that the Property Section Clerk is assign4d to shop,the Shop Stores Sales Slip will be initialed and approved by theFiscal Supervisor. The Shop Stbres credit card will be obtained fromthe Property Section Supervisor.

h. The Property Section Clerk will complete the shopping sales
slip while at Shop Stores by annotating the quantity issued, list
price, and cost price of each it purchased. When the unit priceis net available, the unit price from the Shop Stores cashier llbe used. Shop Stores will prepare their sdes slip.

5. Upon completion of shopping, the Property Section Clerk willreturn the Shop Stores credit csmd to the Property Section Super-visor. The original and one (1) copy of the completed shoppingslip will be returned and total cost calculated and annotated on the
shopping slip. Original copywill be histributed to the Fiscal
Supervisor, and a copy retained on file.

6. Incomplete Shopping Slips will not be’ accepted and mut be
completed prior to approval of further request.

20h. Contractor Oerted .rts Store (COPS) Procedures

1. COPARS contract is with a commercial parts compemy and is subjectto change if the contract is violated. Reference: COP/flS contract.

2. Items required fTon COPARS will be prepared on the COPARS sales
slip, original and two copies (Figure h).

3. The Property Section Clerk will present the COPARS Sales Slipto COPARS for ordering and .ielivery The COPARS Sales Slip will be
initialed by the Fiscal Supervisor prior to ordering tb ensure fundsare available.
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h. Upon completion of th. order, COPIRSwill dellvr the material
to the Property Section. The Property Section Clerk will. check the
materials and certify the COP’dS deiivd,: tIcket. COPARS will retain
the original copy of the delivery tikot, second copy will be distributed
to Fiscal, and the third copy retained on file.

5’ Materials ordered from COPARS must be llled within "8 working hours
or order willbe cancelled and ordered through another sourco of supply.

205. Supply System Procedures

I Items required through the supply systen will be typed on a
Requisition System D6ment, DD Form 1S8 (6-pt) (Figure 5).

2. e Property section Clerk will type the information on the DD
FormalS48 in the blocks A, B, i through S, 7 through i 60 through
61, 67 through 80, and L through U.

B. The Property Section Clerk will ssign dccument ntber, enter it
in the Fiscal yar Logbook, .ud prepare requisition envelope with
the document number, stock number, no’enclature, source of supply,
unit price, .nd quantity entered on the outside of the envelope.
The envelope with the file copy is retained in the pending file until
material is received.

The Unit Property Officer will sign the back of the rst hard copy ofthe 1S8. All priority 08’s are signed by the Motor Transport
Officer. Blocks 62 through 6 must be completed on the 1ShS

5. Job Order Numbers (blocks 67 through 80) ore lo.cated in the JON
book or ca, be obtained through Fisca! Section

6. .OriInal ud first three copies ofthe 1B8 ar@ distributed tO
Resource Management System RMS).,"Base Support Battlion, Bldg. 1011,number copy is placed in the requisition .nvel0Pe and the number
5 copyis di.stributed to Fiscl Sectlon.

7. "Requlsiio status card will be received from Direct Suppbrt
Stock Control (DSSC), Materiel Division, Supply Services, Bldg.
lOll Veek-ly . The .Propery Section Clerk checks status cards against
the requisition, ..te stamps card upcn receipt, posts status in Fiscal
logbook, .fles. tarain requisition envelope, ’and filesnvelope n
appropriate Section of file (FigUr 6). Reference: MILSTRIP/MILSTRAP
Desk Guide NAVSUP Pub 09.

8. Reaeiiring Sectin, BldgL 0l., Bse Support’ Battalion will
notify ithe ’ProPerty:Section (Base Motor Transport) when material is
received.. The Property Clerk will go to Bldg. loll, receipt for and



206. Blank.et purch Ag..re.eme.nt (BPA_) Proc.eaures
i..Blmmket. ,Purchase Agreements:i(.BPA) are with come.cial ’di’strihtors
and;r’,.s.ubect to’ hange/cncellation at anyie Reference: .BFA

2. Items required on Blanket Purchsme Agreement re’:or spp"lies anc/,
or services that are not available throth the supply system., Authorized
personnel will plae-.calls up to $500.00’pr call ’fmitation as set

3. When calls, are placed the Property Clerk will-prepare ..a[DD’<Form "
250, Material Inspection and Receiving Report in the followin.g blocks:

Blocks

number.

I0.

Proc. Instrmment Iden (COntract) andOrder Number ’(Call

Dodument number.

Date.

Page number.

Prim .Contractor.’

Administered by.

Item umber. ’ ’-

Stock/Part number and description.

QUantit ship/reeevea.

Unit.,

19. Unit. Prie. "
20.., ’Amount

’" "2B.-Fill in complete accounting a&wlth Jgb order.e’
that’matrlal"is’td be charged to.. Enter totaiamo..nt-to be. pald,in,
upper right hand ccrer of tMs block. Unit PoIrt Officrwili
in lower right hand corner (Figure,).i,
References: .-.(’) BO 200.2"’".Puraslng a’dCntrctig Division
order.

(b) MCO P200.15D Marine Cors Purching Procedure



(c) MOO 5370.3 Standards of Conduct for Procurement
Personnel.

(d) SEAVINST 5370.G Standards of Conduct for Pro-curement Personnel.. Assign document number, call number, and log in Fiscal Year logbook.

5. Prepare BPA Worksheet by entering BPA contract number, suppliers
name, cll number: date of call, requisition number/item description,
dofferamount, due date, and completion date (Fly-are 8).

6. Property Section Clerk will pick up shoplies and deliver them to
the Inspecto t Bldg. loll for inspection. The Inspector will sign
the DD 250 in block 2lB. The Property Section Clerk will si the
vendor’s receipt, and the DD 250 in.Block 21A. The Inspector will pull
the Receipts Control copies of the DD 250, the vendor’s sales slip and
fo(rd them 0 the administrative section pending receipt of the
invoice. When a call is placed for services a DD 250 will be prepared.
and distributed as set forth previously. The second copy will be
marked "Hold Copy" and retained with the original on the pending DD 20side of the BPA file. When services are completed, the Property Section
Clerk will sign the vendors srvlce slip and orward the "Hold Copy"
plus one of the DD 250 to Bldg. 1011. n inspector will stmp the
DD 250as complete an then forward it to the administrative section
pending receipt of the vndor’s invoice.

7. Persons authorized to place calls agains{ a BPA must read and sign
a Standards of Conduct statement semiunually at the end of March and
September.

8. Upon completion of the BPA call, the original copy of the DN 250
and a copy of the sales ticket will be retained in Property Section BPA
file. Ccpl.es. l, 4, and 6 of the DD 250 and original copy of sales
ticket %rill bm delivered to the Inspector, Bldg. 10ll by the Property
Section Clerk. C py 2 of the DD 250 is distributed to Purchasing and
Contracting Office, Bldg. 1211. Copy 3 is distributed to Base Fiscal
Office,Bldg. 1005. Copy 5 uda copy of the sales ticket will be
iistributed to Fiscal Section, Base Motor Transport.

207. Open purcha.se _Proce.du.r.s

1..MateriJIJServces/Repairs and parts required that cannot be purchased
by the authorization of the Property Section will b purchase through
Purchasing and Contracting Office, Bldg. 101l. This includes rubber
stmps, recharging Of fire extinguishers, repair of jacks, purchasing
of tools and minor property, etc.

2. The Property Clerk will type the information on the DD Form 1348
in blocks A, B, l-B, 23-51, 60-64, and 67-80. Annotate in the remarks
column the. description, JustificatiOn , and source, of supply fore.the
requested item. Fill n blocks T through U (Figure 9).
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B. The Property Clerk will assign, a document nmber, .log it in the
Fisi!0gbooo andprepare a reuisitio envelope with the document
number, nomemclature, source Of supply, unit price and quantity
’entered on the outside of the envelope. Th@ envelope-with th file
opy...inside is.. filed’:in the apropiate sction of the file., unt’ll purchase

order and material/services e received.

:. The Unit P0perty Officer wll sign the back of the rst hardopy of the 1348. All priority 08’s are signed by the Moto TrausOrtOfficer and blo,cks 62-6. must be completed on the lS8.

5. Job Order Numbers in block 67-80: ar located in’ the JoN book or can,
be obtained through Fiscal Section. .. . ..’:

6. Te original and the first, second, and third copies of the 1S8 sdstributed to. R@s0uces Managem@n Syste (R8) , Base Support Battalion,Bldg. 1011. The number 4 copy is plced in the rmquisitiCm envelope and
the number copy iodistributed to Fisc Sect’o, Base Motor Transport.Requist$ns ifor minor property wiil be routed, thrgugh Base Propezt.
Bldg ll01.

7 Base Suppo Bttali0n Receiving Section, Bldg. 1011 iil nify
the Propery Sction, B.e .Motor Transport when mterial is available
for pick up. The Property Section Clerk will go to Bldg. 1011, sign
for and .pick U material.

208. Calibration Pro6ram Procedures

i. alirtion.for test and asuring instruments i.bedone by.
commecia. contracts and/or snt to 2d FSSG for services and repair.
References See commercial contracts.

CO PS5.SD Calibration Progrn.
TI-435-15/I Instruments equiring Calibration.,

2. Two setsof index header cards of different colors, covering-,
the months of the year are prepeeS, desinating one set as the even
year and the second set as the odd year.. Prepare one index header card labeled "Inactive".. Prepsre one index header car labeled "Cal Not. Req" ( calibration
not required).. .-..

5. Prepare one index header car labeled "At Ca Fac" (at calibration
facility)"

6. The index cards,..,wil’l be prepared with omeclahure, erlal number, i,o
ID number natonl Stock ntmber, :lo.ction, calirAtion.due dte,
calibrated, calibration cycle, and re.rs, The cards will be filed



behind the appropriate header card IFigure I0).

7. Calibration items not carried under contract will be calibrated
by 2d FSSG by filling out a Tactical Equipment Repair Order (TERO)
ll2O for each item, in accordance with 8-6 of reference (J), and
deliver the equipment to 2d FBSG facility. Retain one copy of the
TERO for file (Figure ll).

.8. Upon receipt of the item from calibration, retreive the itam car
from the appropriate file and enter new calibration due date, date
of calibration, calibration cycle, and indicate amy pertinent remarks

9. File the card behind the month when the eqnlpment is next due
for calibration, observing the color-coded (odd or even) calendar year.

209. Property Control prp.c.edures

i. All Responsible Officers will be appointed in writing by the Motor
Transport Officer for pick tLo/turn in of equipment (Figur 12).

2. The releiving Responsible Officer will inventory all items appearing
on the custody records, and make a careful .inspection of the records and
condition of the responsible sub-account, Preferably, a Joint inventory
will be. conducted with the present and newly appointed Responsible
Officers,

3. If the releiving Responsible Officer is not satisfied with the
condition of the records, supplies, or the other matters coming to his
attention, he will immediately report the facts to the Unit Property
Officer for appropriate action,. Within ten(lO) dsys of assignment, the releiving Responsible .Officer
will’ sig the original, custody records msintained by the Uni Prgpry
Officer.... ..
5. Th rerty records are maintalnea by ’meas 0f Consoiata
Memorandum Receipt lists (CMR), Non T/E Materiel Allowance list, and
Equipment Cus.tody Record cards (h0.)NAVMC 10359.

6. The Equipment Uusto. Record ,carom (0) NAVMC 10359 .(ECR)
maintained by te Property Clerk and mut ’be -kept current.
card will be prepared for. each accoun and each new. Responsible Officer.

7. The ECR card will 5e c0pleted as foil(.s for allproperty t6e
controlled except for. Garrison Mobile Equipment (GME) (Figure 12).

a. Responsible Unit:

b. Authority, T/E’, kTlo,ance List, etc.

c. Date issued to sub-ccount. "



do Voucher number.

e. Increase

f.. Decrease

h. Remarks.

Officer).

J. Control !number block enter Plant ..Account number.

k. Description.

Allowsm’ce.

m. Stock nber.

n,. ’Accoun number. ’block .enter sub-account num.ber.

Signature of Responsibl Officer (new card for each new Responsible

o,. On the.back of the ECR card enter;the serial numbe@ of .he item.

8. Request".fbr new ie.ms or replacement for unserviceable items will,
be typed ona DD Fom 13hSby compietin blocks, A-B, l-6,and
(Figure 13).

9. Request for turn in of unserviceable, itams will be typed on a .DD
Form 13h8 Completingblocks .A-B, 1-6, aud 8-h3 (Figure i).

i0. "Afterthe DD F0m 138 has Seeprepaa’e, to Base Property for.
new/replacement iterm, assign document number, log in. fiscal .year lob-
book, and prepare requisition envelope. The Unit Property Officer .ill
then sign document, The Property Section Clerk will post’the action
on the CMR and ECR card, and hold file docnehtuntil debit/credit
memo is received.’ Distribute original, first and third copies to
Bsse Property. Te fourth copy is rtained in the appropriate" file
with requisition envelope, and the fif%h copy is Tetaihe in;the Be
Property Outstanding Voucher Notebook in Property Section until debit/’.
credit memo is received.

ll. Prepare ECR. cards for Garrison Mobile Equipment (GME) from Vehicle
Assiument an Credit Form MCBCL 1120/3 received from Maintenance
Control Section. Th same ECR card will be used for new Responsible
Officers or re-issue. Fill in the following blocks:

a. RespOnsible ’Unit.

b. Authority (T/E, Allowance List, etc.) enter 7500.

c. Date received.
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d. Voucher number.

e. Increase.

f. Decrease.

g. Balance.

h. Remarks.

i. Responsible Officer signature (use same card for change of R0’s)
and chane of account.

Bottom of signature column enter requisition price 6f vehicle.

Control number (enter Pl.ut Accouut Number).

1. Description of vehicle with collateral equipment received and
equipment code.

m. .Allowance.

n. Stock number enter stock number and USMC Vehicle Number.

o. Account number leave blank (Figure 15).

12. Property (other than Garrison MObile Equipment) turned in or picked
up from Property Section will be credited/debited on a 13&8-1 for record
purposes only (Figure 16).

13. Materlai"Sent to Defense Property Disposal Office (DPDO) must be
accompanied by.a 138-1 completed in accordance th DPDO procedures’"
excluding GarrisonMobile Equipment (GME) (Figure 17).

14. The C0ns01idaed Memorandum Receipt (CMR) for Base PropertyandPlant Accotmt Property is received nnually. my discrepancies must
be adjusted by submitting loss/gain documents and will accompany the
signed CMRback to Base Property/Plant Lcount.

Reference: MCO P400.15H.

210’. Garrison kbil Equipment IGME.).Procedures
1. ResponSible Officers for Garrls6n Mobil .Eulpment Wilbe appointed
in writing by he Commanding Officer of the uhi and, submitted to the
Unit Property Offlce.r, Base Motor Transport, Responsible Officer
certification will be verified monthly,

2. All ne items of Garrison Mobile Equipment (G) is received at Lot
201 and insPecte.d by the Base Support Battalion Inspectors.. The Inspector
rlll call the Property Clerk tc receipt for the equipment. The Property
Clerk will go to the Lot 201 with sufficient drivers and gasoline to



enable the vehicles to be driven to Base Motor Transport Repair’ Lot.
Plant Account will be notified to aSign and attach a PlantC’COUt
number on each vehicle. The Property Clerk will check vehicles, tag
keys. with USMC number, Plant Account number, mileage, and.manuals. TheProperty Clerk will notify the Motor Transport Officer ad Maint,enanceDirector when new vehicles are received. The vehicle will be checked
for collateral equipment (0EM).

3. ,The Property Clerk will Prepare a Motor Vehicle Record Folder (NA%C696-SD) fo each hew ehiCle and enclose spare’ smt of keys. The ,record
folder is tuzed over to the Mintenance Control Sup%rvlsor withthe:
followi.ng data entered on the frcnt:

a, Registration Number amd USMC EqUipment Code Number.

b. Description and name of manufacturer,

c. Plant Account number and chassis number.

d. Acquisition cost of vehicle.

All new vehicles will be processed thresh the Maintenance Repai Shop
before issue.. e Pr,perty Clerk will recoeive a Vehicle Assignment .and Credit
Form (MCBCL 1120/3) frcm Mantenence Control for each vehicle. The
clerk receipts fo the orm and retains the original
form must contain the following information:

a. eicle code and description.

b. USMC number nd dae.

cJ, Present lcation code of veicle and !ation codof,-unit t6

5. The Propert Clerk telephones the Responsible Officer of hereceivg
unit and advises the vehicle is available for pick UP. When he vehicle
is issued, the clerk amotates the Assijnment and Credit Form"hther
or not the followng items are Present on. the vehicle:

a,. Spartire lug wrench, Jcck...

b. Seat belt windshield Vasher.

and one Copy The

c. Fiberglass or cuvas top,

The Responsible officer signs the foz for the
the original copy of the form,

Vehicle and is given
The Property Clerk will prepare the
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Equipment Custody Record Card (EC) for the vehicle, and the Responsi-
ble’ Officer will sign the card (Figure 15).

6. The Property Clerk will prepare the Plnt Accouut Acquisition F6rm
and forward to Plant Account fr debit on the C,- listing for vehicles
received.

7. The Property Clerk will report all vehicles received to the
Commandant of the Marine. Corps (Code LM-5). CMC will furnish GME
red tcp record cards. These cds will befiled behind the ECR card
after verifying their correctness. When the vehicle is dlsosed of
through Survey Ac@icn, the Property Clerkwil! send the GME card toCMC
as an enclosure to the Mobile Garrison Equipment Report prior to the
20th of each month. .
8. Mintenaace Control will furnish the Propery Clerk with the following
when a vehicle meets survey criteria:

a. Vehicle history Jacket.

b. Limited Technical Inspection (LTI).

c. Vehicle Assignment and Cre’lit Form.

d. G card.

e. Keys.

f. Rough letter with the.initials indicating approval by the Motor
Tran6portOfficer/Assistant Motor Trausport Officer to be typed and
submitted to CMQ requesting dis.position instructions.

9. The Property Clerk %ii call the unit concerned and issue the credit
chit after he vehicleJacket has been received. The unit will
deliver the spare tire, lugrrench, md Jack ith the vehicle prior
to receiving the credit chit,

lO.. When.theProoerty Clerk 9ecelves approval from CMCWIth isposition
instructiqns, the gas cre.dit card%.ll be.destroyedby cutting.

ll. The Property Clerk submits: #equest to Plsmt Acco.tut Officer
requesting, that the vehicles for..survey be invoicedto the disposal
agency namedin the CMC letter. This letter is supported by copies
of the CMC letter and the LTI

12. TheProperty Clerk will receive invoices from the Plant Accouut
Officer. Theclerk will assemble llcorrespondence with the Vehicle
History Jacket.and contact the Bse Motor Transport wrecker driver to
deliver surveyed Vehicles to DPDO. One copy of the invoice is returned
to ProPerty Section for filing.

13. Prior to receiving the invoices from Plsmt Account the property
clerk will provide personnel St the Tire Shop with a listing of the
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surveyed vehicles. The tire shop personnel will check vehicles, replace
serviceable tires ith less serviceable ones, remove any fuel from
tank, emoves .and ;stores any fire extinguishers , lug wrenches Jacks,etc. found.in vehicl. This information is recorded On a mimeographed
memorandum forum supplied by the Property Olerk and returned to. theProPerty Clerk for filins.

lb. Theroperty Clerk repres .a Table of Equipment Modiflcatin (TE)Requests form MCBCL hh2 approved by the Motor Transport .Offlcer/AssistantMotor Trausport,.Officer-as follows: .
-:a. ,-Re.questing .organization.

b, .:Numbs.or of the T/E.
c. Natlonl Stock Number, if known.

d. Nomenclature,

e. Present allowance.

f. Recommended allowance.

g. Justlficatlon.

h. hethermodification is recommended for other units.

The T/E modification will be accompanied by a cover letter to CMC, Whentha reply is receivedfrom CMC, the Proerty Clerk will ma2ethe necessary
changes to the T/E and the.Vehicle Assignment and LocationBoad.
All documentspertaininte the transaction wili be retained in te ’T/E file older.

Reference: MCO 0.27C, MCO II20.OA, and MC0’1240.75A.
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APPRO{D BY
MTO

SUPPLY SLaV

DA,’ SUERV!SOR

NOTE: All supply requests will be aupro,red by the Motor Transport Officer o the
,,,sls,t ?,’Iotor Transport Officer prior to subission to the Unit Property Officer.
Requests will b.e submitted prior to noon on We(knesdays. Supplies will be picked
up from the Supply Office Friday

AfiPR0"gING’ OFFICIAL





SL=IJ=-SERVtCE CENTER SHOPPING LIST (4404)
lo7oo (REV. 2-78)

0000.00-006-221 U/I PD (100 SHEETS PER PAD)

IEDITION MAY BE USED.

INSTRUCTIONS

this 8hollidflg ILst must be completed prio

i is a rring demand (NRD) place NRD In

O,andDesare f cusl use If desire.

OF:

8 20
ISSUE

+++ ]\

STAMP CHARGE PLATE HERE

DATE

ISSUED

25 29

DESCRIPTION

(IF DESIRED)"

/,;: ..( .7,---/’,- S," ,"





PRICE FRICE L





HUST BROTHERS, INC.
P.O. BOX 591 710 3RD S1". MARYSVlLL, CA. 95901

PHONE 7’43-1561

P.O. N-VEHICLE

PARTNUMBER

ADO

DESCRIPTION

PHONE

FREIGHT
!-_L’,"
"! ",,

VDP IIECALi;

WHSE. USE ONLY ."
REC. & SHIP 81 OA

HUST BROTHERS, INC.
P.O. BOX591 7103RDST MARYSVILLE, CA. 95901

PHONE 743-1561

VEHICLE

ADD

PART NUMBER DE.CRIPTiON
1 o,,:" /’!",’ I" :"ts" ’

SOURCE "
PHONE,

FREIGHT

REC. SHIP.





2. Na_ke _u_o_t/on;-"; envelope

3. LO s;w2 back
must sin and L D.D(Re=u ..... -.7 7:.-=,..v 7:ate) ust
be given.

4. JON (Job ’.3rder Number is i,:ea-te.d i:. tke #L;N hc,o< 6r
can be obta]ned tLrougn -"’,,,-’=, 5 A.?ecunting





REQUISITIONTATuS CArD ,:,’.
i. Date.stamp card u receio’g{Suppiy:S4T)
2. Check status codes & post.fn.FY log

3. File dard in requisition 4eope& move to the

appropriate section (e.g. back order, due in, etc.)





I. PROC. It,IST.RU_.MENT IDEN(CONTPAC

79-A-0044
4. B/L

TCN

ORDERI NO. INvoICE

R078) JOATE. 09 Oct 79
5. DSCOUNT TERM3

CONTRACTOR

STANDARD AUTO PARTS

CODE 10. AOMNISTERED BY

Dallas 347-1731

CODE

PICK UP

FCB:

STOCK/PART NO.
(Indicate numbe of shipping canta,ners type

12. PAYMEI’4T WiLL BE MADE

16.

Rim for USMC # 268511
Paint Drier, P/N V6VS
Tbes, 700x14 for USMC

:268700

DESCRIPTION

s 6%697 &

Due Date

gup_ly

17.
QUANTITY

.SHIP REC’D

A. ORIGIN

.I IACCEPTANCEol listed has been

SIGNATURE OF AUTN GOVT REP

PROCUREMENT QUALITY ASSURANCE

O PQA ACCEPTAWCF uI be-n

DATE

TXPED N A,’

AND TTLE

5’:.’;;-TU I. OF AUTH GC/T R2P

’RACTOR U.SE ONLY

000 67001 0 067001 2D 000000 /L40 ".. 20.1.-,. 2L04T

2720:000 67001 0 067001 2D 0000Qp J0 :+/-4 @066

8. ACCEPTANCI

!0 Oct 79

UNiT mce ..-.i-

;15..00

15.72

270 000 67001 0 067001 2D o0000, :0 :4 o.77
’20 000 67001 o 067001 2D OO<:OOC





BPA M67001-*IC-A- :(,:i %.,

Date of
Call

Requisition Number/
Item Description

Dollar
mount

11

Due Date Completion Date









SEIIAL
)MPONTATN

CALIBRATION CYCLE

ID 8088A





Jean D. Andero ,."< 19 gune%979 0016’. 79se tor Trs,, OC .3052

eoe___e eoceoe Ooe: Obme%%on B
Item BOR MICHANIC
No. O[$CRIPTION OF WORK {Hours) (Signoture)

1o_Calibrate one Torque Nrench

Serial # 7LD89

RERKS: At

AIATERIAL US|D STOCK NO,

due date lAW MCO P,1355.5

LAitOR

QTY. COST

lOAf/ DEL’D

f:.





EOUIPMENT CUSTODY RECORD (4440)
NAVMC 1059 ,Rev 69 I’.,.uh,! ,.d/.-. ,11 I,., ,.,!

ase Motor Transport

CONTROL NUMBIFR

;-,!,, STOCK NUMBER

.30_00_889_23

-’"’ -- < :: :-=""" :’-;l .:-
___

. ...
Z-UL 2--L2.I.LU. 2222.

");,VANCE
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Form 1348 * for R-se 2_o.: -s-

i. Prepare 13h8, a,-..--,izn 5:cumeu:. , ioz in FY ic.,
make requisition e.uve!ope

2. Unit Property 0fficel-
3. Post action on C: & ECR crd
4. Document is not comJiete unti di,,’credit memo

is received

DIST.R!BUTIO};: Original & Copie i-3 <c ase Pvooerty
Copy 4 Supply ’eEuisition envelops
Copy 5 Held in black notebook in Supply

until debit/credit memo is d





/ SEND TO:





w/zoare tire, jack & lug ,mench

Van., Cornpact t#:2 (Pass)





REMARKS:

REMARKS:

,’ 3 "/?

Serial # 1281

IX" ,.p.r/
!. /’.-i





I’ Prepare, assign docunent

requisition envelone.

2 Unit Property Officer signs

3. Once material has been disc,ed el’, noC cop!eted
date in log and pn envelope %nd file .:ith completed
requisitions.

,DISTRIBUTION: Original & Copies 1-5 to DPDO

Copy 6 Supply (Requisition envelope)









UNITED STATES MARINE CORPS
MARINE CORPS BASE

CAMP LEJEUNE, NORTH CAROLINA 28542

BO 12792.1C
CPO/RAW/Jn
20 Sep 1979

BASE ORDER 12792.1C

B’rom:
To:

SubJ:

Commanding General
Distribution Liist

Medical examinations and services for civil service
employees

Ref: (a) FPM Supp 339-31 (NOTAL)
(b) NCPI 792 (NOTAL)
(c) FPM Supp 831-1 (NOTAL)
(d) BO 12715.1
(e) BO 12750.IG
(f) BUMEDINST 6320.31A (NOTAL)
(g) BUMEDINST 6260.6B (NOTAL)
(h) NAVREGMEDINST 550.2A (NOTAL)
(1) NAVREGMEDINST 5000.2A (NOTAL)
’j) Federal Register, Vol. 43, No. 22 (NOTAL)

Encl: ’i) Examination Intervals for Persons in Hazardous
Occupations

i. Purpose. To set forth the policy and to provide instruc-
tions and guidance to all personnel concerning the various
medical examinations and services applicable to civil
service employees, in accordance with references (a) through
(J).

2. Cancellation. BO 12792.1B.

3. Pre-employment Medical Requirements. It is the polcy
of the Office of Personnel Management to require that appli-
cants have only the minimal medical capacities which are
necessary for safe and efficient work performance. To
effect this policy, phisical standards have been developed
for specific Jobs and groups of jobs to assure that appli-
cants and employees have the physical ability to perform the
duties of the positions to which appointed without hazard to
themselves or others. Appointing officers are authorized to
determine that applicants meet the appropriate requirements
for employment in competitive positions. They are also
authorized to eliminate an applicant or employee from con-
sideration for appointment to a specific position for
failure to meet appropriate medical requirements. The
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appointing officer’s determinations will be made on the hasls
of information provided in Standard Form 171 (Application for
Federal Employment) and Standard Form 177 (Statement of
Physical Ability for Light-Duty Work) or Standard Form 78
(Certificate of Medical Examination) and the pre-employment
medical tests.

a. Pre-employment MedicalTests. As part of the employ-
ment processing, all new and reinstated employees will
receive a blood test (Rapid Plasma Reagin-Serology), urinaly-
sis, and audiGgram. The tests will be conducted at the
Branch Clinic, Building 15. Additionally, as indicated by
the type of position, the medical information required in
subparagraphs b or c below will be provided.

b. Light-Duty General Schedule Posltions. For appoint-
ments to light-duty General Schedule positions, except the
ones excluded by reference (a), a SF-177 will be completed in
full by the applicant. If, as a result of replies on the
SF-177, personal observation, or results of the medical tests,
the appointing officer believes an applicant is medically
unable to do the job or would create a hazard to self or
others, he/she may require the applicant to undergo a medical
examination (SF-78) as a prerequisite to employment in the
position.

c. Wage Grade and Other General Schedule Positions. For
appointments to Wage Grade and the General Schedule positions
excepted by subparagraph b above, a medical examination is
required. This examination will be performed by a Medical
Officer and recorded on a SF-78.

d. Procedures

(1) Medical Tests. All applicants selected for
employment will be provided MCBCL Form 12339 (Request for
Pre-Employment Medical Tests) in duplicate and sent to the
Occupational Health Nurse in Building 15 who will arrange for
the tests. The original of Form 12339 will be sent to the
Civilla Personnel Office via the Occupational Health Nurse
with the results of the tests.

(2) Medical Examinations. Applicants and employees
required to undergo a medical examination will be examined
by a Medical Officer and the examination results recorded on
a SF-78. The Civilian Personnel Office will originate the
SF-78 and enter all required information on the form other
than preliminary examining data and the examining physician’s
report. The applicant will take the form to the Occupational
Health Nurse who will perform preliminary examining duties

2
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and arrange for the applicant to be examined. Part C and D
of the SF-78 will be completed by the examining physician
and returned to the Civilian Personnel Office via the
Occupational Health Nuzse. The Employment Superintendent is

responsible for reviewing the completed medical certificate
to determine if the applicant or employee meets the physical
requirements of the position for which he/she is being con-
sidered. If the applicant meets the requirements, Pars A
through C of the SF-78 will be returned for filing by the
Occupational Health Nurse in the employee’s medical record.
Parts D throu&h F will be retained at the Civilian Personnel
Office and filed in the employee’s Official Personnel Folder.
When practicable, the medical tests and examination will be

conducted at the same time.

4. Separation Medical Requirements. All civilian personnel
who enter into, or terminate service with, the Navy or Marine
Corps shall, to the extent feasible, receive audiometric
examlnatlons in order to comply with reference (g). The
tests will be conducted at the Branch-Clinic, Building 36, on
all employees. In complying with the check-out procedures
set forth in reference (d), attention should be given to the
work schedules of the appropriate examining facilities to
allow for the tests to be made.

5. Return to Dut from Sick Leave

a. All employees who have been absent from work due to
illness or injury for seven or more consecutive calendar days

shall be examined before they are permitted to begin work.

b. Procedure. .Employees returning to duty will report
to their supervisor at the beginning of working hours and

obtain form NAVSO 5100/9 (Dispensary Permit) in duplicate.

Employees, with their medical certification, will then re-
port to the Occupational Health Nurse, Building 15. The

examining physician will record findings and disposition on

both copies of the Dispensary Permit. The original will be

given to the employee for return to the supervisor and the

copy wfll be sent to the Occupational Health Nurse.

c. The supervisor will return the employee to work or

send him/her home as may be indicated on the form. If the

examining physician recommends that the employee be assigned

light duty, the duration of the assignment will be specified

and the necessity of further examination prior to return to
full duty indicated. In such case, the supervisor will

attempt to have the employee assigned to light duty in lleu

of sending hlm/her home.



d. In emergencies, the examining physician may send the
employee directly home. In such instances the Occupational
Health Nurse or other examining official will notify the
employee’s supervisor by telephone.

6. Hazardous Occupations

a. All employees subject to exposures hazardous to their
health ahd all employees whose defects may endanger the
health of themselves and/or others shall be given health
examinations at intervals sufficient to ensure that necessary
precautions may be taken to maintain and improve their health
and efficiency. Enclosure (1) is a partial llst of hazardous
occupations and examination intervals. Additional occupa,
tions may require examination as determined by the Occupa-
tional and Preventive Medicine Service.

b. Procedure. Physical examinations of civilian employ-
ees shall be made in accordance with the existing rules and
regulations of the Office of Personnel Management and with
instructions issued by or under the direction of the Secre-
tary of the Navy in regard thereto. Examination schedules
will be maintained by the Civilian Personnel Office in
accordance with established intervals. A SF-78 will be
originated for each employee and forwarded to the Occupa-
tional Health Nurse in accordance with the schedules. The
Occupational Health Nurse will attach any additional forms
that may be required and arrange for the examination. There-
after, the SF-78 will be used and processed as prescribed in
paragraph 3d(2), above. The Administrative Office of the
unit concerned will’be notified of the time and date the
employee is to report to the Branch Clinic, Building 15, for
examination.

7. Influenza Vaccinations

ao Influenza vaccination of all employees will be given
annually on a voluntary basis.

b." Procedure. When Preventive Medicine has vaccine
available for Civil Service employees, the Civilian Personnel
Office will be notified and a notice published in the
Guidepost. Vaccinations will be provided prior to the flu
season or as soon thereafter as possible.

8. Annual Tuberculin Skin Testin5
a. Tuberculin skin testing of all employees having

"negative" skin test shall be conducted, if practicable, once
a year on a voluntary bass. Annual 14 x 17 chest x-ray of
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personnel with a positive reaction will be conducted only in
accordance with reference (J).

b. PrOcedure. Schedules for conducting the annual
Tuberculin Testing Program will be established by the Occupa-
tional Medicine Branch, Occupational and Preventive Medicine
Service, Naval Regional Medical Center. The Occupational
Health Nurse will advise supervisors of the time, date, and
place em10Yee may report for testing.

9. Special Ex’aminations

a. Background. Under the provisions of reference (a),
certain types of special examinations may be made upon the
request of the employee or management officials to determine:

(I) An employee’s physical ability to perform the
work assigned.

(2) An employee’s visual or auditory acuity.

(3) The nature of illness when an employee becomes
ill at work.

(4) Fitness for continuing assignment (alcoholism,
psychopathic personality, or contagious disease).

(5) Need for change of duty.

(6)
nature.

Presence of conditions of chronic and/or serious

(7) Presence of mental illness and/or acute emo-
tional imbalance.

(8) Degree of progress occurring in cases requiring
rehabilitation.

b. Procedures. One of the following procedures, as
applicable, will be used when requesting a special physical
examination for any of the reasons specified in paragraph 8a
above:

(1) Request by Employee

(a) An employee may submit a written request
via his organizational commander/staff section head/depart-
ment head/chief of service to the Commanding General/Command-
ing Officer (Attention: Civilian Personnel Officer)
requesting a special physical examination to determine his/
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her fitness for continued performance of regularly assigned
duties. This request must include the following:

i. A brief statement explaining fully the
reasons for requesting the examination,

2. A statement concerning the specific
duties of the posiKion that he/she is unable to perform, and

3. A statement from the employee’s private
medical docto whic--h includes history, diagnosis, prognosis,
and a recommendation concerning continuation of work.

(b) The endorsement by the organizational com-
mander, head of staff section, department head, or chief of
service (as appropriate) shall contain additional information
concerning the employee’s ability to perform regularly
assigned duties and shall specifically state the duties that
the employee is unable to perform because of his/her physical
condition.

(2) Request by Mana6ement Officials

(a) Organizational commanders, heads of staff
sections, departments heads, and chiefs of services (as
appropriate) are responsible for making a preliminary deter-
mination that the employee’s performance, attendance, or
behavior is below the level of acceptability, and on the basis
of management evidence, that a health problem exists which
could account for the service deficiencies. Management
evidence means information obtained from such readily avail-
able sources as supervisory observation of Job performance,
absence from duty, or knowledge of illness, accident, or
hospitalization.

(b) The organizational commander, head of staff
section, department head, or chief of service (as appropriate)
must have evidence of record that the employee’s services
are not useful and efficient (based on such things as per-
formanoe, attendance, or behavior) and that the apparent cause
is mental or physical illness or injury of other than a short-
term nature. Except where an issue of safety of life or
property or an issue of security clearance can be decided
only upon the basis of the state of physical or mental health
of the employee, the available evidence should be sufficient
to warrant consideration of the employee’s removal under
adverse action procedures if medical findings do not support
disability retirement.

6
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(c) A counseling session will be conducted by

a representative of the organization concerned and of Zhe

Civilian Personnel Office to discuss the problem and to in-

form the employee of the advantages/disadvantages of the

various alternatives.

(d) If the counseling session does not result

in a mutually acceptable course of action, the employee may be

directed to report for a fitness-for-duty examination.

6e) In the event that a fitness-for-duty exami-

nation is necessary, it shall be scheduled and conducted in

accordance with the provisions of reference (C)o The employ-

ee has the right to be heard and represented at all stages
and must be informed in writing as to why he/she is being sent

for a fitness-for-duty examination. The Civilian Personnel

Officer, or designated representative, will review all drafts

of correspondence directed to the employee prior to issuance

to ensure that the prescribed procedures are followed. Neces-

sary contact with medical officers on physicians will be

coordinated by the Civilian Personnel Office.

10. Motor Vehicle Operators..

a. Background. Separate instructions for Marine Corps

Base personnel require that one copy of Standard Form 47
(Physical Fitness Inquiry for Motor Vehicle Operators), be

completed and submitted with each application for a Govern-

ment Motor Vehicle Operator’.s Identification Card.

b. Procedure. The supervisor concerned will assist the

employee in completing the SF-47. The form will then be sent

to the Occupational Health Nurse, Building 15, for review and

comparison with the employee’s medical records. If the

medical records do not indicate a need for a physical examina-

tion, the appropriate certification will be made on the SF-47
and the form will be forwarded to the Motor Transport Licens-

ing Section. If the SF-47 or the employee’s medical record

indicate that a physical examination may be necessary to

determine whether or not the employee is physically able to

operate a motor vehicle, the application for the license will

be forwarded to the ivilian Personnel Office for review. If

it is determined that a physical examination is required, a

SF-78 will be prepared and sent to the Occupational Health

Nurse for scheduling. A medical examination is always re-

quired for truck drivers who have not been examined in the

past year. Employees selected for promotion to truck driver

will also be examined prior to the effective date of their

promotion.

7
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II. Hearln Conservation Program. In addition to the audio-
gram.requlred for all new and reinstated emplyees,employees
assigned to work in designated noise hazardous areas will be
referred to the Occupational Health Nurse who will arrange
for proper size, fit and instruction in the proper use of
Insert-type ear plugs.

a. Employees will be referred by the supervisor by use
of NAVS 5100/9 (Dispensary Permit) in duplicate, requesting
an audlogram and/or fitting of ear plugs as appropriate.

(1) The size of the ear plugs required will be
noted on the Dispensary Permit, a copy of which will be
attached to the audiogram in the employee’s Health Record.

(2) The original of the Permit will be returned to
the supervisor who will procure the ear plugs from self-
service.

b. The Occupational Health Nurse will maintain appro-
priate records and follow-up on employees referred under the
Program.

c. The employing Sectlon/Department Head is responsible
for referring exposed employees to the Nurse, procuring pre-
scribed protective devices, and informing the Nurse when
employees are no longer exposed.

12. Sight Conservation Program. Employees working in eye
hazardous areas and who wear prescription eye wear are re-
quired to wear occupational safety glasses.

a. Employees are referred by the supervisor to the
Occupational Health Nurse who prepares NAVMED 5101/2 (Pre-
scription Safety Eye Wear) in quadruplicate.

b. The Nurse refers the employee to an ophthalmologist
at the Naval Regional Medical Center or under contract to the
government or a private eye doctor, if requested by the em-
ployee; with the NAVMED form.

c. After the examination, the prescription is forwarded
to the appropriate 9afety Office at the Naval Regional
Medical Center or Marine Corps Base, which orders the safety
glasses.

d. When the glasses are received by the Nurse, the
employee is contacted to pick them up and is referred to the
ophthalmologist for fitting.
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e. The Nurse contacts affected employees approximately

ever two years for re-examlnation.

f. Separating employees are permitted to keep prescrip-
tion eye wear issued to them.

13. Refusal to be Examined. If an employee objects to being

examined by a medical officer and is unwilling to select a

different medical examiner, charges may be brought against
the employee whioh may include a charge of refusing to report
for an examina,tion as directed.

14. Medical Treatment

a. Background. When a civilian employee sustains a
personal injury while in the performance of duty, he/she is

entitled to full medical care for effects of the injury under
the Federal Employee’s Compensation Act. The term "injury"
includes a disease which is proximately related to the duties

of the employee.

b. Procedure. The procedure prescribed for "retUrn-to-
duty" examinations in paragraph 5 above will be followed.

15. Competence-for-Duty Examination. Procedures for obtain-

ing medical evaluations of employees suspected of reporting
for duty or being on duty under the influence of intoxicants
are contained in reference (e).

16. Safety Office. When any examination discloses an injury,

illness, or other condition that appears to be due to occupa-

tional causes, the Occupational Health Nurse will bring the

case to the attention of the appropriate Safety Director/

Officer.

17. Change Notation. Significant changes contained in this

revision are denoted by asterisks (*) in the outer left mar-

gin.

lS. Applicabillt[. Having received the concurrences of the

Commanding Officers of Marine Corps Air Station (Helicopter),
New River, Naval Reg:Lonal Medical Center, and Naval Regional
Dental Center, this Order is applicable to those commands.

FRIDELL
Chief of Staff

DISTRIBUTION: C less Cat III
plus 50 to CivPersOff
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EXAMINATION INTERVALS FORPERSONS IN HAZARDOUS OCCUPATIONS

The following is a partial list which may serve as a guide of
the occupations now considered to entail hazards to the per-
sonnel involved. Examination intervals indicated are approxi-
mate and will vary depending on the degree of exposure as
determined by the Occupational and Preventive Medicine
Service.

OCCUPATION OR ’CHARACTER OF WORK EXAMINATION INTERVALS

(1) Handling radium or radio-
active luminous compounds.

Complete medical and den-
tal examination every six
months. Radon breath
samples only when radium
is not in capsule.

(2) X-ray operators. Complete medical examina-
tion yearly. Complete
blood count and hemoglo-
bin every three months.

(3) Cutting and welding painted
or coated materials contain-
ing lead.

Porphyrln screening test
on urine quarterly, if
positive perform lead
urine test.

(4) Spraying lead and non-lead
pigmented paint.

Same as (3), in addition
to a complete medical
examination yearly.

(5) Crane operators.
on scaffolding.

Operations Complete medical examina-
tion yearly-should in-
clude history and urin-
alysis. (Epilepsy,
diabetes, hypertension,
etc. )

(6) Enginemen (hoisting and
portable).

(7) Fireflghters.

Same as (5).

Same as (5).

(8) Benzol Processes. Complete blood count and
urinary sulphate deter-
mination every six
months.

ENCLOSURE (i)

1
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(9) .Cable splicers, solderers,
linotype operators and
remelt men.

(10) Lead azide workers and
others engaged in handling
of explosives.

(ll) Foundry Workers and
Sandblasters (silicone
exposure).

(12) Pest Control Mixers and
Applicators.

(13) Operators of nuclear
reactors and radar equip-
ment.

(14) Buffers and Polishers,
Magnoflux operators, pipe
coverers (asbestos).

(15) Electroplate operators.

(16) Paint stripping operations.

(17) Chlorinated hydrocarbons
processes.

(a) Trichlorethylene
processes.

(18) Waxes, pitches and tars.

Same as (3).

Test annually for patho-
logical factors which
may be associated with
exposure to the particu-
lar explosive.

Chest x-ray every six
months.

Cholinesterase, kidney
and liver function
tests, and neurological
examination on annual
-basis.

Eye examination annually.

Annual chest x-ray.

Nasal examination and
complete bl:ood count
semi-annually, annual
chest x-ray.

Complete blood count
quarterly.

Complete physical exami-
nation and cephalin
flocculation test yearly.

Complete physical
and trichloracetic
and urine yearly.

Complete medical and
physical examination and
x-ray of lungfields

ENCLOSURE (I)

2



(19) Cold room workers.

(20) Excessive noise.

(21) Motor V@hicle Operators.

(22) Aviation technical
observers.

(23) Personnel exposed to
possible radiation
associated with particle
accelerators, nuclear
reactors, and radar
equipment.

BO 12792.1C
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yearly. Special atten-
tion should be @i-yen to
the skin.

Physical examination
yearly.

Audiometric examination
as indicated.

Physical examination as
required by Federal
Personnel Manual.

Physical examination as
indicated (Manual of the
Medical Department).

Eye examination by
qualified ophthalmolo-
gist including visual
acuity tests, ophthalmo-
scoplc examinations for
retinal lesions, and
slit-lamp examinations
with diagrammatic record-
ing of all lesions.
Tests shall be performed
prior to duty assignment,
periodically as deemed
necessary by cognizant
medical officers, and
when duty is terminated.

ENCLOSURE (I)
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UNITED STATES MARINE CORPS
MARINE CORPS BASE

CAMP LEJEUN It, NORTH CAROLINA 28542

BO 12792.1B
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28 Sep 1976

BASE ORDER 12792.1B

From:
To:

Commanding General
Distribution List

Subj Medical examinations and services for civil service

employees

Ref: (a) FPM Supp 339-31 (NOTAL)
(b) NCPI 792
(c) FPM Supp 831-1 (NOTAL)
(d) BO 12352.1F
(e) BO 12750.IG
(f) ART 15-57 MMD
(g) BUMEDINST 6320-31
(h) BUMEDINST 6260.6B
(i) NAVREGMEDINST 5450.2A
(J) DISPSERVORDER 500.2

Encl: (i) Examination Intervals for Persons in Hazardous
Occupations

i. Purpose. To set forth the policy and to provide instruc-

tions and guidance to all personnel concerning the various

medical examinations and services applicable to civil service

employees, in accordance with references (a) through (j).

2. Cancellation. BO 12792.1A.

3. Pre-employment Medical Requirements. It is the policy of

the Civil Service Commission to require that applicants have

only the minimal medical capacities which are necessary for

safe and efficient work performance. To effect this policy,
physical standards have been developed for specific jobs and

groups of jobs to assure that applicants and employees have

the physical ability to perform the duties of the positions

to which appointed without hazard to themselves or others.

Appointing officers are authorized to determine that applicants
meet the appropriate requirements for employment in competi-

tive positions. They are also authorized to eliminate an

applicant or employee from consideration for appointment to

a specific position for failure to meet appropriate medical

requirements. These determinations will be made on the basis

of information provided in Standard Form 177 (Statement of
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Physical Ability for Light-Duty Work) or Standard Form 78
(Certificate of Medical Examination) and the pre-employment
medical tests by the Civilian Personnel Officer.

a. Pre-employment Medical Tests. As part of the employ-
ment processing, all new and reinstated employees will receive
an RPR serology, urinalysis, chest x-ray, and audiogram.
These tests will be conducted at the Central Branch Clinic,
Building 15. Additionally, as indicated by the type of posi-
tion, the medical information required in subparagraphs b or
c below will be provided.

b. Light-Duty General Schedule Positions. For appoint-
ments to light-duty General Schedule positions, except those
excluded by reference (a), an SF-177 will be completed in
full by the applicant. If, as a result of replies on the
SF-177, personal observation, or results of the medical tests,
the appointing officer believes an applicant is medically
unable to do the job or would create a hazard to himself or
others, he may require the applicant to undergo a medical
examination (SF-78) as a prerequisite to employment in. the
position.

c. Wase Grade and Other General Schedule Positions. For
appointments to Wage Grade and those General Schedule posi-
tions excepted by subparagraph b above, a medical examination
is required. This examination will be performed by a Medical
Officer and recorded on an SF-78.

d. Procedures

(i) Medical Tests. All applicants selected for
employment will be provided MCBCL Form 339 (Request for
Medical Tests) in duplicate and sent to the Occupational
Health Nurse in Building 1403 who will arrange for the tests.
After the tests the applicant will be sent to the Civilian
Personnel Office with the carbon copy of Form 39 showing
that the tests have been made. The original of Form 339 will
be sent to the Civilian Personnel Office via the Occupational
Health Nurse with the results of the tests.

(2) Medical Examinations. Applicants and employees
required to undergo a medical examination will be examined
by a Medical Officer and the examination results recorded on
an SF-78. The Civilian Personnel Office will originate the
SF-78 and enter all required information on the form other
than preliminary examining data and the examining physician’s
report. The applicant will take the form to the Occupational
Health Nurse who will perform preliminary examining duties
and arrange with the Branch Clinic for the applicant to be
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examined. After the examination, the applicant will be sent
back to the Civilian Personnel Office. Part C and D of the
SF-78 will be completed by the examining physician and re-
turned to the Civilian Personnel Office via the Occupational
Health Nurse. The Civilian Personnel Officer is responsible
for reviewing the completed medical certificate to determine
if the applicant or employee meets the physical requirements
of the position for which he is being considered. If the
applicant meets the requirements, Parts A through C of the
SF-78 will be returned for filing by the Occupational Health
Nurse in the employee’s medical record; Parts D through F
will be retained at the Civilian Personnel Office and filed
in the employee’s Official Personnel Folder. Any Handicap
Code shown in Part F of the SF-78 will be entered on the SF-7
(Service Record) card maintained in the Civilian Personnel
Office and the SF-TB (Employee Record) card maintained in the
Administrative Office where the employee is assigned. When
practicable, the medical tests and examination will be con-
ducted at the same time.

4. Separation Medical Requirements. In accordance with ref-
erence (f), roentgenographic examination of the chest (14 x
17) of all persons employed within the Naval Shore Establish-
ment shall be made when practicable, immediately prior to
leaving employment, except when such examination has been
made and recorded without defect, within the previous six
months. All civilian personnel who enter into, or terminate
service with, the Navy or Marine Corps shall, to the extent
feasible, receive audiometric examinations, in order to comply
with reference (h). These tests will be conducted at the
Branch Clinic, Building 15, on all employees except personnel
of the Naval Regional Medical Center. Naval Regional Medical
Center employees will be tested at the Center Hospital. In
complying with the check-out procedures set forth in reference
(d), attention should be given to the work schedules of the
appropriate examining facilities to allow for these tests to
be made.

5. Return to Duty from Sick Leave

a. All employees who have been absent from work due to
illness or injury for seven or more consecutive calendar days
shall be examined before they are permitted to begin work.

b. Procedure. When an employee returns to duty, he will
report to his supervisor at the beginning of his working
hours and obtain form NAVSO 5100/9 (Dispensary Permit) in
duplicate. All civilian employees except Naval Regional
Medical Center employees will then report to the Occupational
Health Nurse for interview and record purposes; and if deemed
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necessary, shall be referred to the Central Branch Clinic
for examination. Naval Regional Medical Center employees
shall report to the Center Hospital for examination. The
examining physician will record his findings and disposition
on both copies of the form NAVSO 5100/9. The original will
be given to the employee for return to his supervisor and
the copy will be sent to the Occupational Health Nurse. The
supervisor will return te employee to work or send him home
as may be indicated on.the form. If the examining physician
recommends that the employee be assigned light duty, he will
specify the duration of this assignment and whether or not
re-examination is necessary prior to return to full duty. In
such case, the supervisor will attempt to have the employee
assigned to light duty in lieu of sending him home. In
emergencies, the examining physician may send the employee
directly home. In such instances the Occupational Health
Nurse will notify the employee’s supervisor by telephone.

6. Hazardous Occupations

a. All employees subject to exposures hazardous to their
health and those whose defects may endanger the health of
themselves and/or others shall be given health examinations
at intervals sufficient to ensure that necessary precautions
may be taken to maintain and improve their health and effi-
ciency. Enclosure (i) is a partial list of hazardous
occupations and examination intervals. Additional occupations
may require examination as determined by the Occupational and
Preventive Medicine Service.

b. Procedure. Physical examinations of civilian employees
shall be made in accordance with existing rules and regulations
of the Civil Service Commission and with instructions issued
by or under the direction of the Secretary of the Navy in
regard thereto. Examination schedules will be maintained by
the Civilian Personnel Office in accordance with established
intervals. An SF-78 will be originated for each employee
concerned and forwarded to the Occupational Health Nurse in
accordance with the schedules. The Occupational Health Nurse
will attach any additional forms that may be required and
arrange for the examination. Thereafter, the SF-78 will be
used and processed as prescribed in paragraph 3 above. The
Administrative Office of the unit concerned will be notified
of the time and date the employee is to report to the Central
Branch Clinic, Building 15, for examination.

7. Annual Tuberculin Skin Testin$

a. Tuberculin skin testing of all employees having
"negative" skin tests shall be conducted, if practicable,



BO 12792.1B
28 Sep 1976

once a year on a voluntary basis. Personnel who have a

history of a "positive" skin test shall be examined only by
means of an annual 14 x 17 chest x-ray.

b. Procedure. Schedules for conducting the annual
Tuberculin Testing Program will be established by the Occupa-
tional Medicine Branch, Occupational and Preventive Medicine
Service, Naval Regional Medical Center. The Occupational
Health Nurse will advise supervisors of the time, date, and
place employees may report for testing.

8. Special Examinations

a. Background. Under the provisions of reference (a),
certain types of special examinations may be made upon the
request of the employee or management officials to determine:

(i) An employee’s physical ability to perform the
work assigned.

(2) An employee’s visual or auditory acuity.

(3) The nature of illness when an employee becomes
ill at work.

(4) Fitness for continuing assignment (alcoholism,
psychopathic personality, or contagious disease).

nature.

(5) Need for change of duty.

(6) Presence of conditions of chronic and/or serious

(7)
imbalance.

Presence of mental illness and/or acute emotional

(8) Degree of progress occurring in Cases requiring
rehabilitation.

b. Procedures. One of the following procedures, as
applicable, will be used when requesting a special physical
examination for any of the reasons specified in paragraph
8a above:

(i) Request by Employee

(a) An employee may submit a written request
via his organizational commander/staff section head/depart-
ment head/chief of service to the Commanding General/Command-
ing Officer (Attention: Civilian Personnel Officer) requesting
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a special physical examination to determine his fitness for
continued performance of his regularly assigned duties.
This request must include the following:

i. A brief statement explaining fully the
reasons for requesting the examination

2. A statement concerning those specific
duties of the position that he is unable to perform; and

3. A statement from the employee’s private
medical doctor which includes history, diagnosis, prognosis,
and a recommendation concerning continuation of work.

(b) The endorsement by the organizational
commander, head of staff section, department head, or chief
of service (as appropriate) shall contain additional infor-
mation concerning the employee’s ability to perform his
regularly assigned duties and shall specifically state those
duties that the employee is unable to perform because of his
physical condition.

(2) Request by. Manasement Officials

(a) Organizational commanders, heads of staff
sections, department heads, and chiefs of services (as
appropriate) are responsible for making a preliminary deter-
mination that the employee’s performance, attendance, or
behavior is below the level of acceptability, and on the
basis of management evidence, that a health problem exists
which could account for the service deficiencies. Manage-
ment evidence means information obtained from such readily
available sources as supervisory observation of job perfor-
mance; absence from duty; or knowledge of illness, accident,
or hospitalization.

(b) The organizational commander, head of staff
section, department head, or chief of service (as appropriate)
must have evidence of record that the employee’s services
are not useful and efficient (based on such things as per-
formance, attendance, or behavior) and that the apparent
cause is mental or physical illness or injury of other than
a short-term nature. Except where an issue of safety of life
or property or an issue of security clearance can be decided

only upon the basis of the state of physical or mental health
of the employee, the available evidence should be sufficient
to warrant consideration of the employee’s removal under
adverse action procedures if medical findings do not support
disability retirement.

6
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(c) A counseling session will be conducted by
a representative of the organization concerned and of the Ci-

vilian Personnel Office to discuss the problem and to inform
the employee of the advantages/disadvantages of the various
alternatives.

(d) If the counseling session does not result
in a mutually acceptable course of action, the employee may
be directed to report for a fitness-for-duty examination.

(e) In the event that a fitness-for-duty exami-

nation is necessary, it shall be scheduled and conducted in
accordance with the provisions of reference (c). The employee
has the right to be heard and represented at all stages and
must be informed in writing as to why he is being sent for a

fitness-for-duty examination. The Civilian Personnel Officer
or his representative will review all drafts of correspondence
directed to the employee prior to issuance to ensure that the

prescribed procedures are followed. Necessary contact with
medical officers or physicians will be coordinated by the

Civilian Personnel Office.

9. Motor Vehicle Operators

a. Background. Separate instructions require that one

copy of Standard Form 47 (Physical Fitness Inquiry for Motor
Vehicle Operators), be completed and submitted with each

application for a Government Motor Vehicle Operator’s Identi-

fication Card.

b. Procedure. The supervisor concerned will assist the
employee in completing his portion of the SF-47. The form
will then be sent to the Occupational Health Nurse, Building
1403, for review and comparison with the employee’s medical
records. If the medical records do not indicate a need for a

physical examination, the appropriate certification will be
made on the SF-47 and the form will be forwarded to the Motor
Transport Licensing Section. If the SF-47 or the employee’s
medical record indicate that a physical examination may be
necessary to determine whether or not the employee is physi-
cally able to operate a motor vehicle, the application for
the license will be forwarded to the Civilian Personnel Office.

A final determination will be made and if a physical is

required, an SF-78 will be prepared and returned to the Occu-
pational Health Nurse for scheduling the physical examination.

A medical examination is always required for truck drivers
who have not been examined in the past year. Employees
selected for promotion to truck driver wll also be examined

prior to the effective date of their promotion.
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i0. Refusal to be Examined. If an employee objects to being
examined by a medical officer and is unwilling to select a
different medical examiner, charges may be brought against
him which may include a charge of refusing to report for an
examination as directed.

ii. Medical Treatment

a. Background. When a civilian employee sustains a

personal injury while in the performance of duty, he is
entitled to full medical care for effects of the injury under
the Federal Employee’s Compensation Act (F USC 751-793). The
term "injury" includes a disease which is proximately related
to the duties of the employee.

b. Procedure. The procedure prescribed for "return-to-
duty" examinations in paragraph 4 above will be followed.

12. Competence-for-Duty Examination. Procedures for obtain-
ing medical evaluations o.f employees suspected of reporting
for duty or being on duty under the influence of intoxicants
are contained in reference (e).

13. Safety Office. When any examination discloses an injury,
illness, or other condition that appears to be due to occu-
pational causes, the Occupational Health Nurse will bring the
case to the attention of the Safety Director.

14. Change Notation. Significant changes contained in this
revision are denoted by asterisks (*) in the outer left
margin.

15. Applicability. Having received the concurrences of the
Commanding Officers of Marine Corps Air Station (Helicopter),
New River; Naval Regional Medical Center; and Naval Regional
Dental Center, this Order is applicable to those commands.

DISTRIBUTION:

G. C. FOX
Chief of Staff

"C" less Cat III
plus 50 to CivPersOff
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EXAMINATION INTERVALS FOR PERSONS IN HAZARDOUS OCCUPATIONS

The following is a partial llst which may serve as a guide of
the occupations now considered to entail hazards to the per-
sonnel involved. Examination intervals indicated are approxi-
mate and will vary depending on the degree of exposure as
determined by the Occupational and Preventive Medicine Service.

OCCUPATION OR CHARACTER OF WORK EXAMINATION INTERVALS

(i) Handling radium or radio-
active luminous compounds.

Complete medical and
dental examination every
6 months. Radon breath
samples only when radium
is not in capsule.

(2) X-ray operators.

(3). Cutting and welding painted
or coated materials contain-
ing lead.

Complete medical examin-
ation yearly. CBC and
hemoglobin every 3 months.

Porphyrin screening test
on urine quarterly; if
positive perform lead
urine test.

(4) Spraying lead and non-lead
pigmented paint.

Same as (3), in addition
to a complete medical
examination yearly.

(5) Crane .operators. Operations
on scaffolding.

Complete medical examin-
ation yearly-should in-
clude history and urinal-
ysis. (Epilepsy, diabetes,
hypertension, etc.)

(6) Enginemen (hoisting and
portable).

Same as (5).

(7) Firefighters. Same as (5).

(8) Benzol Processes. Complete blood count and
urinary sulphate deter-
mination every 6 months.

(9) Cable splicers, solderers,
linotype operators and
remelt men.

Same as (3).

ENCLOSURE (i)
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(i0) Lead azide workers and
others engaged in han-
dling of explosives.

(ii) Foundry Workers and
Sandblasters (silicone
exposure)

(12) Pest Control Mixers and
Applicators.

(13)

(14)

Operators of nuclear
reactors and radar
equipment.

Buffers and Polishers,
Magnoflux operators,
pipe coverers (asbestos).

(15) Electroplate operators.

(16) Paint stripping operations.

(17) Chlorinated hydrocarbons
processes.

(a) Trichlorethylene
processes.

(18) Waxes, pitches and tars.

(19) Cold room workers.

(20) Excessive noise.

Test annually for path-
ological factors which
may be associated with
exposure to the particu-
lar explosive.

Chest x-ray every six
months.

Cholinesterase, kidney
and liver function tests,
and neurological examin-
ation on annual basis.

Eye examination annually.

Annual chest x-ray.

Nasal examination and
seml-annually; annual
chest x-ray.

CBC

Complete blood count

quarterly.

Complete physical examin-
ation and cephalin
flocculation test yearly.

(a) Complete physical
and trichloracetic
and Urine yearly.

Complete medical and
physical examination and
x-ray of lungfields yearly.
Special attention should
be given to the skin.

Physical examination
yearly.

Audiometric examination
as indicated.

ENCLOSURE (i)



(21)

(22)

(23)

Chauffers and/or Truck
drivers.

Aviation technical
observers.

Personnel exposed to
possible radiation
associated with particle
accelerators, nuclear
reactors, and radar
equipment.

BO 12792.1B
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Physical examination
yearly.

Physical examination as
indicated (MMD).

Eye examination by
qualified opthalmologlst
including visual acuity
tests, ophthalmoscopic
examinations for retinal
lesions, and silt-lamp
examinations with dia-
grammatic recording of
all lesions. Tests shall
be performed prior to
duty assignment, periodi-
cally as deemed necessary
by cognizant medical
officers, and when duty
is terminated.

ENCLOSURE (i)

3





UNITED STATES MARINE CORPS
MARIN, CORi" BASI

CAMP LJEUNE, NORTH CAROLINA 28542

BBul 12721
CPO/JFS/eab
30 Jan 1976

BASE BULLETIN 12721

From:
To:

Subj:

Commanding General
Distribution List

Officers and Stewards of the American Federation of
Government Employees, Local 2065

Ref (a) Multi-Unit Negotiated Agreement between Marine
Corps Base, Camp Lejeune; Marine Corps Air
Station (Helicopter), New River, Jacksonville;
Naval Regional Medical Center, Camp Lejeune; and
Naval Medical Field Research Laboratory, Camp
Lejeune; and the American Federation of Govern-
ment Employees, Local 2065

Encl: (i)
(2)

Officers of AFGE, Local 2065
Authorized Stewards of AFGE, Local 2065

i. Purpose. This Bulletin is published to provide a compre-
hensive listing of the Officers, Authorized Stewards, and
designated area(s) represented by each Steward of the Ameri-
can Federation of Government Employees, Local 2065.

2. Information

a. In accordance with reference (a), the Union will des-
ignate and the Employer will recognize an adequate number of
Stewards so that each employee in the Unit will have reason-
able access to a Steward.

b. Enclosure (i) is a listing of Officers of AFGE, Local
2065, by activity, for all commands to which the Agreement
applies.

c. Enclosure (2) is a listing of Authorized Stewards by
Units, area(s) represented by each Steward, and each Steward’s
telephone extension.

d. Employees desiring to contact a Steward must contact
the Steward designated for their assigned area. Employees
in work areas not having a designated Steward must contact
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the Steward geographically located nearest to their work area
within the appropriate Unit. Where there are no Stewards
designated in a Unit, employees may contact the Vice President
or Chief Steward of the appropriate Unit.

e. Questions concerning Steward designations should be
referred to the Civilian Personnel Office, extension 1579.

3. Action

a. Supervisors should ensure that they are aware of the
name and telephone extension of the Steward having cognizance
over their work area.

b. This Bulletin will he posted on all Official Bulletin
Boards for civil service employees.

4. Applicability. This Bulletin is applicable to those
Commands covered by reference (a)..

5. Self-cancellatlon. 15 August 1976.

G. C. FOX
Chief of Staff

DISTRIBUTION "C" less cat III
plus 150 to CivPersOff
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OFFICERS OF AFGE, LOCAL 2065

REPRESENTING ALL UNIT EMPLOYEES OF
CAMP LEJEUNE COMPLEX

Office

President
Executive Vice President
Secretary Treasurer

Name

William W. Crawford
Warren T. Sanders
William G. Koppersmith

Telephone

346-9357
451-5909
451-2821

REPRESENTING UNIT EMPLOYEES OF
MARINE CORPS BASE

Office

First Vice President
Second Vice President
Chief Steward

Name

Henry Ellis
Linwood P. Parker
Henry McNair

Telephone

455-6553
451-1689
451-5580

REPRESENTING UNIT EMPLOYEES OF
MARINE CORPS AIR STATION (HELICOPTER)

Office

Vice President
Chief Steward

Name

Elmer A. Kassube
John W. Humphrey

Telephone

455-6644
455-6644

REPRESENTING UNIT EMPLOYEES OF
NAVAL REGIONAL MEDICAL CENTER

Office Name Telephone

Vice President
Chief Steward

Carlton C. Franck
Vacant

451-4522

REPRESENTING UNIT EMPLOYEES OF
NAVAL MEDICAL FIELD RESEARCH LABORATORY

Office Name Telephone

Vice President
Chief Steward

Vacant
John S. Moore -451-5115

ENCLOSURE (i)





Building

900/901
902/905
908/909
909
i011

i011

i011

i011

1201

Lot 201

1300
1211

1202

1202

1202

1202

1202

1300/1700

122
MCAS(H)

I105

TC-832

dea

AUTHORIZED STENARDS OF AFGE, LOCAL 2065

MARINE CORPS BASE STEWARDS

Steward

Maintenance Battalion John R. Mantle

Preservation and Packing

Box Shop

Receipt Control

DSSC

Support Division

Receiving and Traffic

Robert Peeler

Benjamin F. Cannon

Roger A. Thuotte

VACANT

Cecil Brinson

VACANT

Maintenance Issue Point Robert DeVaughn, Jr.

Self-Service

Subsistence

Purchasing and Contracting

Carpenter Shop

Plumbing and Heating

Metalworking Shop

Paint Shop

Refrigeration and Electric
Shop

Cold Storage and Central
Heating Plants

Sewage Treatment Plants

VACANT

VACANT

VACANT

Kathleen P. Pratt

VACANT

John L. Spencer

Odell Thomas

VACANT

Frank Lane

John Rradley

Tommie H. Kennedy

Maintenance

General Services

Heavy Equipment

E/S Shop-Camp Geiger

Theodore R. Hunter
Telford M. Morton

James H. Pickett

Jackson V. Humphrey

Floyd D. Jones

BBul 12721
30 Jan 1976

Telephone
Extension

365A
3187
1507

25A1

2169

3&57
5110

3235

3627

2022
55-6723
.A55--6818
&55-6818

5158
5909
O221

1

 CLOSUPm (2)
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BB31
RRII

FC-301

&ooo
M-I03

1919

TT-2

Area

E/S-Courthouse Bay
Rifle Range

E/S Shop

E/S Shop-Midway Park

E/S Shop-Montford Point

E/S Shop-Paradise Point

E/S Shop-Tarawa Terrace

Water Treatment Plants

Steam Plants

1200

12OO

1201

TT-2A55

(MCAS(H))

15o2

118
MCAS(H)

1/lOO5

7/13

37/80

1005

Commissary Meat Dept.

Commissary Personnel,
Grocery, and Produce
Depts.

Commissary Warehouse

Tarawa Terrace Commissary

Commissary Annex (MCAS(H))
and Supply

Motor Transport Operations

Motor Transport

Motor Transport

Base Fire Department

Disbursing

Base Legal

Provost Marshal’s Office
and Printing Plant

Accounting Division and
Public Works Dept.

Steward

William A. Rourk.

VACANT

VACANT

VACANT

Levi Hill

VACANT

Gilbert Campbell

Alvis A. Pittman
Robert J. Jones

Harry L. Melvin

Furney V. Pollock

VACANT

VACANT

VACANT

Horace A. Sanders

Alvin P. Rochelle

George W. Humphrey

Lewis C. Eakman

Alice J. Chacto

VACANT

Walter L. Smith

VACANT

eDhoneenslon

5355

2O75

3627
3627

2172

2381

3585

5608

55-6705

3o0

3051

156A

(2)
2



Buildin

ii01

15oo

15Ol

2617

Building

Building

Area Steward

Data Processing Service,
Management Engineers, and
Property Control

VACANT

Base Laundry Sylvia W. Mattocks

Furniture Section, Quarters
and Housing

VACANT

BOQ, Paradise Point VACANT

MARINE CORPS AIR STATION (HELICOPTER) STEWARDS

Area Steward

NAVAL REGIONAL MEDICAL CENTER STEWARDS

Area Steward

Public Works
Food Service
Food Service

VACANT
0 D Matlock
Evorn Hill

BBul 12721
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eDhoneenslon

350

Telephone
Extension

Telephone
Extension

Building

NAVAL MEDICAL FIKLD RESEARCH LABORATORY STEWARDS

Area Steward
Telephone
Extension

* Where there are no Stewards designated in a Unit, employeesmay
contact the Vice President or Chief Steward of the appropriate
Unit.

mcmsu (2)





UNITED STATES MARINE CORPS
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BASE ORDER 12293.1A

From:
To:

Commanding General
Distribution List

Subj Maintenance, Use, and Disposition of Civil Service
Personnel Records and Files

Ref: (a) FPM Supplement 293-1 (NOTAL)
(b) FPM/CMMI 293 (NOTAL)
(c) FPM 294 (NOTAL)

I. Purpose. To provide instructions governing the mainte-
nance, use, and disposition of personnel records and files of
Civil Service employees by operating officials.

2. Cancellation. BO 12293.1.

3. Basic Personnel Records and Files System. References (a)
and (b) prescribe the basic civilian personnel records and
files system to be maintained by each command. Records autho-
rized for Organizational Commanders, Heads of Staff Sections,
Chief of Services, and Department Heads, other than the
Civilian Personnel Office, are limited to the following:

a. Employee Record Card (Standard Form 7B). The Employee
Record Card is the only employee record card authorized for
use at the operating level. This card is prepared initially
by the Civilian Personnel Office and is forwarded to the unit
or section for filing and maintenance. This c.ard will be
filed organizationally for General Schedule (GS) or Excepted
positions. Multicolored dividers may be used to show organi-
zational levels. Cards for Wage employees will be filed in

the same manner except where there are large blocks of
employees in a given occupation, the cards may then be filed
alphabetically by occupation. The card is designed for use

which

in pocket-type visible files and is used

of

by

operatingT.___as a basis for initiating personnel actions, recording
actions, details, pay adjustments, and recording other

assist them in their management personnel.
source of information for posting on the Employee RecoCad
will be either the employee’s copy of the personnel aci_on.or
EAM card. Entries will be handwritten in ink. After ting,
the personnel act+/-on or EAM card must then be delivere<omptly
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to the employee. Duplicate copies of personnel action forms
will not be made or maintained. When an employee vacates a
position by termination, the car will be forwarded to
Civilian Personnel Office. When employee vacates a position
for other reasons the card will be immediately forwarded to
the gaining unit or section.

b. Position Identification Strip..(Standard Form 7D).
This strip is filed in the po6ket of the visible file with
the Employee Record Card. Use of this strip is recommended
for all General Schedule and Wage jobs. The strip contains
a record of the position/job title, series, grade, and
position number. When the employee vacates the position/
job, the card is removed and the strip remains showing the
position/job is "vacant". The strip is destroyed when the
position/job description is cancelled or the position/job is
abolished.

c. Position/Job Description, Performance Standard and
Appraisal File. A file of descriptions for either Wage,
General Schedule, or Excepted positions will be maintained
in each subordinate unit or staff section. Copies of
descriptions, with performance standards attached, will be
filed by organizational segments from the highest grade to
the lowest. Maintenance of a file of position/job descrip-
tions assists officials in maintaining and planning proper
work assignments and in organizational analysis and planning.
The position/Job description file also provides a means of
acquainting employees with the duties and responsibilities
of their positions.

4. Release of Information from Personnel Records and Files.
Instructions concerning the release of information are
contained in reference (c). In view of the Privacy Act,
release to the public of any information from personnel
records and files on Civil Service employees by operating
officials is prohibited; this includes an employee’s home
address and telephone number. All requests for information
should be referred to the Employment Division, Civilian
Personnel Office, extension 2763.

5. Assis.tance. Assistance in the maintenance of personnel
records may be obtained by contacting the Employment Super-
intendent, Civilian Personnel Office, extension 5918.

6. Applicability. Having received the concurrence of the
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Commanding Officers of Marine Corps Air Station (H), New
River; Naval Regional Medical Center and Naval Regional
Dental Center, this Order is applicable to those Commands.

DISTRIBUTION:
Less Category III

B. H. CURWEN, JR./
Chief of Staff
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BASE ORDER 12451.IG

From:
To:

Commanding General
Distribution List

Subj: Civilian Incentive Awards Program/Military Cash Awards
Program

Ref: (a) FPM/CMMI 451 (NOTAL)
(b) MCO PI2000.7B (NOTAL)
(c) SECNAVINST 1650.24A
(d) MCO 1650.17D

Encl: (i) Beneficial Suggestion Program
(2) Special Achievement Awards
(3) Honorary Awards and High-Level Government and

Non-Government Awards
(4) Scales for Determining Amount of Cash Award
(5) Incentive Awards Committees

i. Purpose. To set forth policy, procedures, and responsi-
bilities for the administration of the Civilian Incentive
Awards and Military Cash Awards Program in compliance with
references (a) through (d).

2. Cancellation. BO 12451.IF.

3. Backsround. References (a) and (b) provide implementing
instructions for the Incentive Awards Program for civil
service employees. References (c) and (d) established objec-
tives, assigned responsibilities, and prescribed procedures
for the administration, operation, and reporting of the Cash
Awards Program for military personnel.

a. The Civilian Incentive Awards Program and the Mili-
tary Cash Awards Program provide an avenue for civilian and
military personnel to submit their ideas for recognition and
award consideration. This avenue is commonly known as the
Beneficial Suggestion Program. The Beneficial Suggestion
Program is a management tool which, if properly utilized,
can result in increased productivity, better quality work,
less waste, conservation of our natural resources, and more
efficient operations throughout the Command and the Govern-
ment. Recognizing that the Suggestion Program returns
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approximately $13 in tangible first-year benefits for each
dollar spent, it is Command policy to support the Program
vigorously. In order for the Command to achieve maximum
benefits, support from all levels of management is required.

b. Enclosure (i) provides information concerning the
Beneficial Suggestion Program. Enclosure (2) provides infor-
mation concerning Special Achievement Awards. Enclosure (3)
provides information concerning Honorary Awards. Enclosure
(4) provides guidance for determining the amount of cash
awards.

4. Participation by Military Personnel. Under the provi-
sions of references (c) and (d), military personnel are
encouraged to participate in the Cash Awards Program through
the submission of contributions, i.e., suggestions, inven-
tions, or scientific achievements, which may be of benefit
to the Government. Method of submission and awards for
adopted ideas are outlined in enclosure (i). Special achieve-
ment and other awards as specified in this Order are not
applicable to military personnel.

5. Policy. It is the policy of this Command to improve
Government operations and to recognize civilian employees
by incentive awards, in keeping with the purpose of the
Program. Awards under this Program are designed to:

a. Encourage employees to participate in increasing
productivity and improving the efficiency and economy of
Government operations.

b. Appropriately recognize and reward employees in a

timely manner, individually or in groups, for their sugges-
tions, inventions, special achievements, or other personal
efforts that contribute to increased productivity, efficiency,
economy, or other improvements in Government operations.

c. Recognize and reward employees individually or in

groups who perform special acts or services in the public
interest in connection with or related to their official
employment.

6. Definitions

a. Contribution:

(I) An employee’s suggestion, invention, superior
accomplishment, or other personal effort substantially con-

tributing to the productivity, efficiency, economy, or other

improvement of Government operations, or achieving a signifi-
cant reduction in paperwork.
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(2) An employee’s special act or service in the
public interest, connected with or related to his official
employment.

To be considered for an incentive award, the contribution must
have been made while the contributor was a Government employee,
and must be described in writing.

b. Incentive award means either a cash award, an honorary
award, or both. It is an all-inclusive term covering any type
award granted under reference (a), but does not include a
quality increase.

c. Suggestion award means an award (cash and certificate,
or certificate) for an idea submitted by civilian or military
personnel and adopted by management which contributes to the
economy, efficiency, or effectiveness of Government operations.

d. Special achievement award means any award granted for
performance exceeding job requirements. The award may be for
performance relating to a one-time occurrence or over a sus-
tained period or for a special act or service in the public
interest, connected with, or related to official employment.

e. Non-cash award means an incentive award granted in the
form of a letter of appreciation, commendation, or other
appropriate means used to recognize employee contributions
which do not meet the standard for a cash award.

7. Prosram Administration. The task of supporting and pro-
moting the Program is the joint responsibility of management
officials and supervisors at every level. It is imperative
that management officials and supervisors be familiar with the
provisions of this Order to ensure appropriate awards and
recognition for all personnel. The following specific respon-
sibilities are assigned:

a. Incentive Awards Committees. Incentive Awards
Committees are established to assist in the administration
of the Program.

(i) Membership. Enclosure (5) lists personnel who
have been designated to comprise the Incentive Awards Com-
mittees. Each committee shall meet at the discretion of its
chairman.

(2) Duties. The committees will monitor the opera-
tions of the awards program, stimulate participation, review
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contested decisions, select nominees for competitive and

honorary awards, assure coordination of the Incentive Awards
Program activities and publicity with other management pro-
grams, review and make recommendations on cash awards in
excess of the amounts delegated to line officials, and perform
other policy and program functions. The committee will
receive data semiannually relative to program accomplishments
and distribution of awards. After reviewing the data, the
Chairman will provide the Senior Command Official and his

staff with a report and/or recommendations.

bo Civilian Personnel Officer. The Civilian Personnel
Officer is assigned general administrative responsibility for
the Program and is authorized to sign by direction of the
appropriate Senior Command Official replies to inquiries re-
lative to disapproved suggestions or other award recommenda-
tions and reports. He will provide leadership and positive
evidence of management support for the Program, review Pro-

gram results to identify weaknesses and take corrective

action, assign an administrator for the Program, and nominate

members for the committees and serve as Chairman of the Other

Activities committee.

c. Administrator, Incentive Awards Prosram. The Employee
Relations Superintendent will serve as Administrator for the
Program. The administrator maintains general jurisdiction
over the Incentive Awards Program, provides staff services for

incentive awards committees, promotes and develops the program
to serve the needs of the commands, coordinates the Program
with the training program and other programs, provides guid-
ance and assistance to the committees, management, and

employees, and reviews all suggestion and performance award
cases to assure consistent and equitable evaluations, apprais-
als and awards.

d. Assistant Chief of Staff Comptroller. The Assistant

Chief of Staff, Comptroller, is assigned responsibility for

advising the Administrator, Incentive Awards Program, by
memorandum, of (I) any change in the composite standard mili-

tary rates and accrual rates for other personnel costs as

specified in paragraphs 035750-3B and 4B of the NAVCOMPT
Manual and (2) any change in the locally determined acceler-
ation rate for civil service labor.

e. Manasement Responsibility. It is the responsibility
of all management officials to ensure compliance with the
policy of the Command as outlined in paragraph 5, above.
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(i) Supervisors. All supervisors will encourage
employees to submit improvement ideas and give a reasonable
amount of assistance in preparing suggestions, motivate

employees and groups of employees to improve performance
and recommend employees for appropriate awards. They must
evaluate promptly and fairly all employee contributions
applicable to their own area of supervision.

(2) General and Special Staff Officers Chiefs of
Service and Orsanizational Commanders at or above the
Battalion level will:

(a) Assure that supervisors fulfill their
responsibilities as described under subparagraph (i) above.

(b) Provide the Administrator of the Program
with required information.

8. Authority to Approve Cash Awards

a. Marine Corps Base Naval Re$ional Medical Center,
and Naval Re$ional Dental Center. In accordance with refer-
ence (a), Assistant Chiefs of Staff, Special Staff Officers,
Organizational Commanders at or above the Battalion level,
and Chiefs of Services are authorized to approve cash awards
of $350 or less. This authority may not be redelegated.
Awards exceeding $350 but not more than $1500 must be
approved by the Senior Command Official. The Civilian
Personnel Officer is authorized to certify approved awards
for payment by endorsement on Suggestion Disposition Record,
MCBCL 12450,and Special Achievement Record, MCBCL 12450/1.
(See enclosures (i) and (2).)

b. Marine Corps Air Station (Helicopt,er), New River.
Reference (d) sets forth the authority for final approval
for payment of cash awards as the responsibility of the
Commanding Officer and limits the amount for local approval
to $500. The Civilian Personnel Officer is authorized to
certify approved awards for payment as described in subpara-
graph a, above.

9. Reports. The Civilian Personnel Officer will submit
required reports for the Civilian Incentive Awards Program
and the Military Cash Awards Program.

10. Chanse Notation. Significant changes contained in this.
revision are denoted by asterisks (*) in the outer left
margin.
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Ii. Applicability. Having received the concurrences of the
Commanding Officers of Marine Corps Air Station (Helicopter),
New River, Naval Regional Medical Center, and Naval Regional
Dental Center, this Order is applicable to those commands.

J. R. FRIDELL
Chief of Staff
Acting

DISTRIBUTION: C less Cat III
plus 50 to CivPersOff
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BENEFICIAL SUGGESTION PROGRAM

i. Beneficial Suggestion. A beneficial suggestion is an
idea-type contribution which directly contributes to
productivity, economy, or efficiency, or directly increases
effectiveness in carrying out Government programs or
missions. Primarily, this means idea-type contributions
that will save manhours, materials, supplies, equipment, or
money.

2. Idea-Type Contributions Not Qualifying as Beneficial
Suggestions. The following kinds of ideas--unless related
to energy conservation--are not acceptable as beneficial
suggestions and will be processed as employee-management
communications as outlined in paragraph 5b (2), below.

a. Services and benefits to employees or military
personnel such as vending machines, cafeteria services, rest
room facilities, parking facilities, or holidays.

b. Working conditions such as air conditioning, decora-
tions,furniture, or mirrors.

c. The routine work of taking care of buildings, grounds,
and parking lots, such as repairing, cleaning, replacing,
painting, or adjusting.

d. Normal or routine safety practices such as normal
protective devices, removal of obstructions, or installation
of warning and traffic signs.

3. Preparing Suggestions. Suggestions must be in writing
to be eligible for award consideration. Suggestion Form
NAVSO 5305/4 (1-78) will be used for this purpose. (Super-
visors shall retain a supply of suggestion forms for
employees’ use. The Self-Service Center is the stocking
point for suggestion forms.)

4. Submitting Suggestions. Civilian and military personnel
should submit suggestions through their immediate supervisor.
If the employee objects, suggestions may be sent directly to
the Administrator, Incentive Awards Program, Civilian
Personnel Office(Guard Mail Stop I). To be eligible for
award consideration, suggestions which have been implemented
prior to submission for award consideration must be submitted
in writing not later than six months after the date of imple-
mentation.

ENCLOSURE (i)
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5. Management Action Upon Receipt of Suggestion

a. Supervisor’s Action. Supervisors receiving sugges-
tions will immediately discuss the idea with the emPloyee and
will offer assistance if it is considered that the employee
needs help rewriting the suggestion for clarity and complete-
ness. Supervisors will not pass judgment on suggestions at
the time of submission unless requested to do so by the
employee. Following any discussion, the suggestion will be
forwarded to the approving official designated in paragraph 8
of this Order for further processing.

b. Approving Official’s Action

(i) Suggestions Affecting Another Organization. If
the suggestion does not relate to the organization in which
the suggester works, it will be forwarded to the Administrator
for processing.

(2) Employee-Management Communications. If the
contribution does not qualify as a beneficial suggestion, as
outlined in paragraph 2 of this enclosure, it will be con-
sidered by management and handled as an employee-management
communication. A statement addressing the employee’s idea
will be forwarded to the Administrator (original and one

copy), along with the employee’s contribution. The Adminis-
trator will then inform the employee by memorandum why his
idea could not be processed as a suggestion and enclose a

copy of the statement for the employee’s information. Note:
Under unusual circumstances, an idea that does not qualify
as a suggestion may be very valuable to the Government and
the employee submitting such an idea may merit an award. Such
situations should be further processed under special achieve-

ment procedures outlined in enclosure (2).

(3) Suggestions Concerning Approving Official’s Area
of Cognizance

(a) Call the Administrator, extension 1579 or

1458 for assignment of a suggestion number.

(b) Complete the top section of Contribution
Record NAVSO 5305/5 (1-78) 5 PT (snappack). (The Civilian

Personnel Office is the stocking point for this form.)

(c) Forward immediately the NAVSO 5305/5
Contribution Record, Contribution Progress Report, and Con-
tribution Follow-up portions of the snappack to the

ENCLOSURE (i)
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Administrator, Incentive Awards Program, Civilian Personnel
Office (Guard Mail Stop 1).

(d) Conduct an investigation or assign an
Investigator to conduct an investigation of the suggestion
and enter results on the Contribution Investigation Report
portion of the snappack. Investigators should also refer
to appendix A to this enclosure, Instructions for Completing
Contribution Investigation Report. Questions concerning
completion of the Investigation Report form should be refer-
red to the Administrator, extension 1579 or 1458. Inves-
tigations should be completed within i0 days of receipt of
the suggestion. Upon completion of the investigation,
forward the suggestion file to the Administrator for tech-
nical review. Upon completion of the technical review,
the suggestion file will be returned to the approving offi-
cial with a notation that it meets the requirements for
approval or comments on discrepancies noted. In addition,
if the suggestion merits adoption, the approving official
will be advised of the appropriate award (i.e., amount of
cash award or Certificate of Award). The approving official
will then sign the report, noting approval of adoption/non-
adoption of the suggestion. When an award is approved, an
endorsement specifying the award will be inserted on the back
of the Report and signed by the official delegated authority
to approve payment of the award. For sample endorsements,
refer to paragraph 17 of this enclosure. Upon completion,
forward the suggestion file, with both copies of NAVSO 5305/5,
to the Administrator for further processing.

6. No Personnel Barred. No personnel, civilian or military,
supervisory or nonsupervisory, are barred from receiving
award consideration solely because of their position, title,
or assigned duties.

7. Lack of Orisinality. Lack of originality in a sugges-
tion will not in itself justify denying an award. The award
determination will be based entirely on the usefulness of
the idea to the Government and the eligibility of the
employee.

8. Determinin the Extent of Job Responsibilities. The
first and second levels of supervision are in the best
position to determine normal job expectancy of an employee.

a. Followin determination that a suggestion will be
adopted, and prior to approval of an award, the official

ENCLOSURE (1)
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having authority to approve awards is responsible for cer-
tifying that the suggestion exceeds normal job expectancy
to warrant award recognition.

b. If it is determined that the suggestion does not

clearly exceed normal job expectancy, the official having
authority to approve awards should consider the following
in order to determine the extent, if any, that the sugges-
tion exceeds normal job expectancy.

(i) It exceeds normal job expectancy if the suggester
is not expected or required to make suggestions of the type
and quality under consideration.

(2) If the nature of the suggestion is such that the
suggester’s performance would be judged less than satis-
factory if he or she had not made the suggestion, it does not

exceed normal job expectancy.

(3) If the suggestion is one pertaining to the

immediate work area which the suggester can place into opera-
tion without consulting higher authority’and which affects

only his or her work, it does not exceed normal job expec-
tancy.

(4) If the suggestion affects the work of other

employees, other sections within the department, and/or other

departments within the command, it exceeds normal job expec-
tancy.

(5) If a portion of a suggestion falls within the

range of normal job expectancy, it does not mean that the

entire suggestion is excluded from award consideration. There

must be an estimate of the percentage that the idea exceeds
normal job expectancy.

(6) A suggestion may fall in any one of the following

categories:

(a) It may barely exceed normal job expectancy
and therefore not merit special recognition.

(b) It may partially exceed normal job expec-
tancy to merit special recognition, but at the same time it

may not warrant full cash-award recognition. In such case,
the percentage by which the idea exceeds normal job expec-
tancy is the percentage appropriate for cash award recogni-

tion.

ENCLOSURE (i)
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(c) It may fully exceed normal job expectancy
and therefore merit special recognition.

c. If the suggestion falls within the normal duties of
the job only to the extent that the award is reduced, such
must be noted in the approving official’s endorsement to
justify the lesser award. If the suggestion falls entirely
within the suggester’s job responsibilities, such must be
noted in the approving official’s endorsement. Refer to
paragraph 17 of this enclosure for sample endorsements.

d. The amount of savings, if any, or the degree of
improvement effected by the employee will be determined and
considered in relation to the employee’s job responsibili-
ties. The amount of savings alone will not be used to
determine an employee’s eligibility for an award, since in
many positions the accomplishment of large savings often
results from normal performance of duties. Normally,
higher level employees, to be entitled to an award, will be
expected to effect more significant improvements and/or
larger savings than employees in the lower grades.

9. Modification of Suggestions b Management. An award
may be granted for a suggestion which, though not adopted
in the form originally submitted, was directly instrumental
in motivating management’s action in effecting an improve-
ment. Such a suggestion has made a contribution and the
award should reflect the value of the contribution.

i0. Adoption of a Suggestion. A suggestion will be con-

sidered as adopted and eligible for award consideration
when it is actually put into effect by management (actual
operation or a written management commitment to place into

operation). The adoption action may be taken by the orig-
inating activity, another activity, another Government
department or agency, or the District of Columbia. Manage-
ment (not the Incentive Awards Committee) determines
whether or not a suggestion will be adopted.

ii. Determining the Amount of a Cash Award. The amount of
a cash award is determined by applying the Scales for Deter-
mining Amount of Cash Award, enclosure (i), to the dollar
benefits or intangible benefits which accrue or are expected
to accrue during the first full year the suggestion is in
operation. "First full year" is the first year (12 consecu-
tive months) the improvement is in actual operation (exclusive
of trial periods, experimentation, or other periods of
deferred implementation). When it is known at the time of
adoption that the idea will be used for. less than a full year,

ENCLOSURE (i)
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the amount of the award is based on the benefits that accrue
or are expected to accrue during the period of actual use.
The minimum award for tangible benefits can be granted only
when the benefits reach or exceed $250. The minimum award
for intangible benefits requires a comparably high standard--
the value to the Government must be comparable to contribu-
tions receiving equivalent awards on the basis of tangible
results. When safety is the intangible benefit, the award
scale based on the assignment of safety points will be used.
The Administrator, Incentive Awards Program, will advise
the official having authority to approve the award of the
appropriate amount, following technical review, in accor-
dance with the awards scales contained in enclosure (4).

12. Duplicate Suggestions. Duplicate suggestions will be
recognized as such and the employee submitting the original
suggestion receives the adoption credit and award if other-
wise eligible. However, when a duplicate suggestion is
instrumental in motivating management’s action in adopting a
suggestion previously disapproved, the duplicate suggestion
may also be awarded for its contribution.

13. Time Limit for Adoption or Two-Year Award Eligibilit
Period. To be eligible for an award, the suggestion must be
adopted within the two-year period following the Incentive
Awards Administrator’s letter of notification to the suggest-
er advising of the decision and reason for nonadoption. If,
after an investigation, a suggestion is not adopted and then
later, after the expiration of the two-year period, the
idea is placed into operation, the suggestion is not eligible
for an award. If, during the two-year period, conditions
prompting the suggestion remain substantially the same and
the management officials who previously reviewed the sugges-
tion decide to implement the idea, the suggester is entitled
to the adoption credit and resulting award consideration.
This right applies even though management’s decision to
implement the idea might have been prompted by a duplicate
suggestion received after the original one.

14. Special Interim Awards. In instances where experimen-
tal work, trial tests, or other delays are necessary to
determine the value of an employee contribution, an interim
award may be granted. The interim award will not exceed
$50 and may be paid when it is reasonably certain that the
value of the employee contribution will be over $500 and
that the suggestion will be implemented. The initial cash
award will be considered as part of the total award. No
adjustment downward in this interim award will be made when

ENCLOSURE (i)
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the final evaluation of the improvement has been made.
Further award consideration will be based on actual first-
year benefits derived from the use of the improvement con-

tribution.

15. Reconsideration. A person who submits a suggestion
may request reconsideration of a decision involving an in-

terpretation or application of regulations, the merit and
value of a contribution, or eligibility to receive an

award. The request must be submitted in writing to the
appropriate Senior Command Official (Attn: Administrator,
Incentive Awards Program) within 30 days after receipt of
the decision which prompted the request and should contain
the reasons for the request. The suggester will be informed
of the final disposition of his request.

i6. Inventions. Inventions of value to the Government qual-
ify for award consideration as employee contributions.
Inventions will be processed in accordance with instructions
set forth in reference (a).

17. Sample Endorsements for Approving Awards. The follow-
ing sample endorsements, provided for guidance, should be
modified to meet the needs of the situation at hand. The

percentage of the award approved must equal the percentage
that it is considered the suggester exceeded normal require-
ments of his/her job.

a. When Suggestion Clearly Exceeds Job Responsibilities.
"In accordance with BO 12451.IG, a cash award of $ is

approved based on tangible and/or intangible benefits (as
appropriate). The suggester is commended for having sub-
mitted this suggestion which clearly exceeds the normal
requirements of his/her position."

b. When Suggestion Partially Exceeds Job Responsibil-
ities. "The idea suggested is partially within the range of
normal job expectancy. It has been determined, however, that
the type and quality of the idea substantially exceed normal

requirements to warrant special recognition. In accordance
with BO 12451.IG, a cash award of $ is therefore approved
based on tangible and/or intangible benefits (as appropriate).
The amount of the award is based on exceeding normal require-
ments 50 percent (or percentage determined). The suggester
is commended for having submitted this suggestion which sub-
stantially exceeds normal requirements of his/her position."

ENCLOSURE (1)
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c. When Tan$ible and/or Intan$ible Benefits are $250 or
Less. "In accordance with BO 12451.IG, a Certificate of
Award is approved in recognition of adoption of this sugges-
tion. First-year tangible and/or intangible benefits (as
appropriate), upon which the Award is based, do not meet the
standards for approval of a cash award. The suggester is
commended for having submitted this suggestion which clearly/
partially/substantially (as appropriate) exceeds the normal
requirements of his/her position."

d. When Su$$estion is Totally a Job Responsibility.
"The idea suggested is fully within the range of nor.mal job
expectancy and therefore does not merit special recognition
in accordance with BO 12451.IG. The suggester is commended
for his/her interest in the improvement of Command operations
and is encouraged to continue participation in the Beneficial
Suggestion Program.

ENCLOSURE
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INSTRUCTIONS FOR COMPLETING CONTRIBUTION INVESTIGATION REPORT

I. In order to expedite processing of suggestions, please
read the following instructions before completing the In-

vestigation Report. Should you have questions concerning

completion of the Report, call extension 1579 or 1458 for

assistance.

2. The investigator is responsible for complete and thorough
evaluation of the suggestion. In order for the investigator
to accomplish this task, it may be necessary to discuss the

idea with the suggester, operating personnel in the area

concerned, and/or management officials. The investigator

shall not be concerned with whether or not the suggestion is

job related--he is concerned only with the merits of the
ideas contained in the suggestion. Investigator-suggester
discussions are encouraged in all cases.

a. Item i: If the suggestion is in practice but the sug-
gester was not instrumental in getting it established, mark

"No." (If the entire suggestion cannot be adopted, the

investigator will consider whether it can be adopted in part
or modified for adoption, in an effort to eke out any
benefits contained therein.) When a suggestion cannot be

adopted, provide the precise reason(s) for nonadoption under

Item 4 in a clear, concise, and tactful manner. (Note: It

is imperative that the reason for nonadoption be sound and

factual--one that can be supported should questions arise or

the suggester request reconsideration.) Extreme care should

be taken to ensure that not a single suggester is "turned
off." An expression of appreciation should follow the

reason for nonadoption, for example: "The suggester is

commended for his/her interest in the improvement of Command
operations and is encouraged to continue participation in

the Beneficial Suggestion Program." By copy of the Investi-

gation Report, the Administrator will advise the suggester

of the reason(s) for nonadoption of the suggestion.

b. Item 2: If Item i is marked "Yes," Item 2 must

establish whether or not the suggestion is already in opera-
tion. If it is in operation, give the date it was installed.
If it is not in operation, specific information must be given

regarding its status. If there is a written statement or

document committing the organization to adoption, check the
appropriate square and include a copy of the document with

the Investigation Report. If a job order or other directive

has been issued to put the suggestion in operation, check

the appropriate square and give the job order number. If a

trial test is to be used, check the appropriate square and
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set forth the details in Item 4, giving the approximate date
the trial test will be completed. If approval is necessary
and has been requested, check the appropriate square and
indicate from whom approval was requested, i.e., Bureau/
Headquarters Marine Corps.

c. Item 3: Complete this section only if the idea is
adopted. Benefits are divided into two categories, tangible
and intangible. A suggestion may have both tangible and
intangible benefits. If the suggestion has intangible
benefits, refer to paragraph 4, below, for determining
appropriate value and extent of application in accordance
with definitions provided and describe the intangible
benefits sufficiently to support the marking in Item 4.
When "safety" is determined to be the intangible benefit,
the investigator should forward the suggestion file, by
memorandum, to the Administrator with his recommendation for
referral to the Safety Manager for review, evaluation, and
assignment of safety points, if appropriate. Following
evaluation by Base Safety, the suggestion file will be re-
turned to the appropriate investigator by the Administrator.
If there are tangible benefits that involve savings of labor
and/or material, summarize the results in Item 3B and clearly
define the savings and explain your calculations, showing
grade and step for labor and other supporting information, in
Item 4. When computing the cost of labor, use the basic.
hourly rate plus 32.9 percent acceleration for civil service
personnel. For labor rates on military personnel, call
extension 1579. Estimate the benefits derived from the first
year of savings and use of the suggestion. If the suggestion
has high installation costs but adoption will result in a
substantial savings, amortize the cost over the expected life
of the installation but not more than 20 years.

d. Item 4: This space would also be used by the Inves-
tigator to recommend adoption/nonadoption of the suggestion.
The information provided by the suggester is not considered
substantiated. The investigator must therefore indicate the
parts of the suggestion recommended for adoption and clearly
define the anticipated benefits. The parts of the suggestion
not recommended for adoption should also be indicated and the
specific reason(s) for nonadoptionshould be provided. When
the investigator recommends adoption with modification, he
or she should provide details of the modification and
support the reason for the modification. All ideas contained
in the suggestion should be considered and commented upon.
If, upon completion of the local investigation, it is deter-
mined that the suggestion requires further evaluation by

Appendix A to
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another command, such should be noted under Item 4, giving
name and address of the command. If additional space is
needed, use the reverse of the Investigation Report.

e. Item 5: Note, as appropriate.

f. Item 6: If it is considered that the suggestion can
be utilized at a particular command, provide the name and
address of the command, if known. If additional space is
needed, include under Item 4.

3. Upon completion of the Investigation Report by the Inves-
tigator, forward the entire suggestion package, with recom-
mendations,to the Administrator, Incentive Awards Program,
for technical review. Under "Activity and Location of
Investigator" on the Investigation Report, type or clearly
print the name and telephone number of the Investigator in

addition to the information requested.

4. The following definitions will be used for determining
the value and extent of application of intangible benefits:

VALUE

Moderate Value Change or modification of an operating
principle or procedure which has moderate value sufficient
to meet the minimum standard for a cash award, an improvement
of rather limited value of a product activity, program, or
service to the public.

Substantial Value Substantial change or modification of an

operating principle or procedure, an important improvement
to the value of a product, activity, program or service to
the public.

High Value Complete revision of a basic principle or
procedure, a highly significant improvement to the value of
a product, major activity, or program, or service to the
public.

Exceptional Value Initiation of a new principle or major
procedure, a superior improvement to the quality of a
critical product, activity, program, or service to the
public.

EXTENT OF APPLICATION

Limited Affects functions, mission, or personnel of one

Appendix A to
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office, activity, or an organizational element of a head-
quarters. Affects a small area of science or technology.

Extended Affects functions, mission or personnel of
several offices or activities. Affects an important area
of science or technology.

Broad Affects functions, missions, or personnel of an
entire regional area or command. Affects a broad area of
science or technology.

General Affects functions, missions, or personnel of
several regional areas or commands, or an entire department,
or is in the public interest throughout the Nation or beyond.

Appendix A to
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SPECIAL ACHIEVEMENT AWARDS

i. Special Achievement Awards. This category applies to
awards granted for performance exceeding job requirements.
Properly used, Special Achievement Awards encourage supe-
rior workers to continue to perform in that manner and
encourage others to improve their performance. Such moti-
vation results in real and continuing benefits to the oper-
ation of Government. Special Achievement Awards are of two
types, defined as follows:

.a. Sustained Superior Performance. Sustained superior
performance of assigned duties by an individual so that one
or more important job elements are performed in a manner
exceeding normal requirements over a period of not less than
six consecutive months. The sustained superior performance
must be at one grade level unless the employee is demoted
during the period for reasons other than for cause during
the period of performance upon which the award is based.
Promotions, demotions, and separations after completing the
period of performance upon which the award is based will not
affect the employee’s award eligibility. Only one sustained
superior performance award may be based on an employee’s
performance during a twelve-month period.

(i) Award recommendations based on sustained supe-
rior performance will be submitted as soon as possible after
the period upon which the recommendations are based, but
normally no later than 60 calendar days after the end of
that period. This time limitation applies whether or not
the award recommendation is based on the same period covered
by an official performance rating or a different period.

(2) Although it is not required that definable
tangible benefits form the basis for a sustained superior
performance award, where dollar benefits are present and can
be measured, they should be included in the award recommen-
dation. In all cases, the supporting documentation must
clearly indicate how and to what extent the employee’s per-
formance exceeds the standards for his/her position.

(3) Outstanding performance ratings are in them-
selves a significant form of employee recognition and need
not be automatically accompanied by a special achievement
award based on sustained superior performance, a quality
increase, or other types of additional recognition. The
nature of the employee’s achievements, position level,
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previous awards, and related circumstances will determine
whether an employee recommended for an outstanding rating
should also be recommended for additional monetary or
honorary recognition.

(4) A special awards scale for Job performance is
provided in enclosure (4) to determine the amount of award
to be granted for sustained superior performance. When
superior performance of General Schedule employees is con-
sidered to be characteristic of their continuing performance,
a quality increase should be considered first as a means for
appropriate award recognition. See Base Order 12531.7B for
information on quality increases.

b. Special Act or Service-Type Contributions Connected
with or Related to Official Employment

(i) Examples of special acts or services for which
employees may receive this award are:

(a) Performance which has involved overcoming
unusual difficulties.

(b) Creative efforts that make important con-
tributions to science or research.

(c) Performance of assigned duties with
special effort or special innovation that results in signi-
ficant increases in productivity, economy, or other highly
desirable benefits.

(d) Exemplary or courageous handling of an
emergency situation related to official employment.

(2) Awards based on such contributions or perfor-
mance may be made to individuals or groups and are based on
measurable beneflts--tangible, intangible, or a combination
of the two.

2. Award Principles. Performance worthy of an award
generally requires an opportunity to display itself and the
employee must rise to the occasion. This opportunity may
not present itself every year, hence, few persons will earn
awards year after year. Special achievements are not iden-
tical year after year. Although standards may remain un-
changed, they are exceeded by different amounts, different
problems arise to be solved, and employees display their
abilities in different ways. Accordingly, justification for
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the awards should change materially from year to year and from
employee to employee. Awards are under no circumstances to be
considered annual bonuses, to be given to the same individuals
year after year, neither should they be given to employees
solely because they are in dead-end positions and cannot be
promoted. Subsequent award recommendations for employees will
generally not be acceptable if they are verbatim or only
slightly revised and/or paraphrased from previous award recom-
mendations.

3. Initiation of Award Recommendations. Initiation of award
recommendations for special achievements will originate with
the immediate supervisor or other person who is familiar with
the employee or group contribution. Prior to preparation of
an award recommendation, the originator is encouraged to con-
tact the Administrator, Incentive Awards Program, extension
1579 or 1458, for assistance regarding applicability of pre-
scribed.criteria. Each recommendation must be submitted on
Form NAVSO 12450/6, in duplicate.

a. The recommendation and justification in support
thereof will include:

(l)
service,

Date of achievement, performance, act, or

(2) Estimate of benefits in annual monetary savings
and/or intangible benefits, if any,

(3) Specific facts and other evidence to show degree
and extent of the special achievement. Award recommendations
based on sustained superior performance must indicate specifi-
cally how the employee’s performance exceeded one or more
important job requirements of the position (Example: quantity
and quality normally required or expected in relation to each
major duty described, a narrative description of how the
employee performed over and above the established production
standards to the extent of deserving special recognition.)
The narrative description must specifically and in detail
relate how the employee exceeded the normal production stan-

dards established for the position. General statements
indicating exceptional performance without substantiation are
not acceptable.

(4) The exact amount of the award being recommended.

b. Technical Review Prior to Approval. Upon completion
of the recommendation, the originator will forward the recom-

mendation to the Administrator, Incentive Awards Program, for
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technical review to ensure that it meets the requirements for
approval. Upon completion of the technical review, the Ad-
ministrator will return the recommendation to the approving
official with a notation that it meets the requirements for
approval or comments on discrepancies noted.

c. Approval of Award Recommendation. Upon completion
of technical review, if the award is approved, it will be
signed by the approving official designated in paragraph 8 of
this Order. The approving official will insert a statement on

the reverse of the NAVSO 12450/6 that the award meets the
requirements for approval and specify the exact amount of the
award being approved. Awards must be approved in compliance
with the awards scales in enclosure (4) of this Order. If
the award is disapproved, the disapproving official will pro-
vide a statement on the reverse of the NAVSO 12450/6 of the
reason(s) for disapproval and return the recommendation to
the Administrator for further action. The original coy of
the NAVSO 12450/6, with the Administrator’s endorsement will
be returned to the originator

4. Request for Reconsideration of a Recommendation. Unre-
solved differences concerning award recommendations will be
decided by the Incentive Awards Committee. A person who
submits a Special Achievement Award recommendation may request
reconsideration of a decision involving an interpretation or
application of regulations, the merit and value of a contri-
bution, or eligibility to receive an award. The request must
be submitted in writing to the appropriate Senior Command
Official (Attn: Administrator, Incentive Awards Program)
within 30 days after the receipt of the decision which
prompted the request. It should contain the reasons for the
requested reconsideration.

5. Award Scales for Special Achievements. Scales for Deter-
mining Amount of Cash Award are shown in enclosure (4) of
this Order.

a. When an award is based on superior performance with
major tangible savings or with tangible and/or intangible
benefits, or a special act or service, it will be considered
for a cash award based on tangible and/or intangible benefits
expected to accrue during the first full year (12 consecutive
months) or the actual period of achievement if less than 12
months. Labor costs/savings used to determine the extent of
tangible benefits are based on the hourly rate of the affected
employee(s) plus a 32.9 percent acceleration rate.
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b. When an award is based on sustained superior perfor-
mance for a period of not less than six months and no tangible
savings are involved, or when tangible savings are incidental
to the performance, the employee will be considered for a

cash award in accordance with the "Based on Job Performance"
scale.

6. Guidelines for Evaluation

a. The following general guidelines will apply when a

special achievement contribution is being considered for an
award:

(i) The degree to which the employee’s contribution
exceeds the normal requirements of his job,

(2) The magnitude of the contribution in relation to

the employee’s job responsibilities (higher level employees
will be expected to effect more significant improvements and/
or larger savings than employees in lower grades),

(3) The degree of ingenuity reflected in the employ-
ee’s contribution, and

(4) The extent to which an employee’s contribution

has a beneficial effect outside his own activity.

b. The degree of ingenuity or the magnitude of the
accomplishments reflected in the employee’s contribution must

be sufficiently outstanding to warrant specific recognition.
When no direct monetary benefits are involved, demonstrable
results of the following types of benefits will be considered:

(i) Enabling work of the unit to proceed on schedule
during unplanned absence of associates or superiors, or of

meeting unusual demands through performance of high-level
duties on his own initiative in addition to regularly assigned
duties of his position,

(2) Performing regularly a sufficient quantity,

quality, or a variety of types of work over and above that

normally required for the position to result in a noticeable
difference in the number of persons who must be employed or

assigned to the work of the unit,

(3) Increasing noticeably, by either supervisors or

nonsupervisors, the output of a unit through improved pro-
cedures, systems or methods,
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(4) Sustaining, by either supervisors or nonsuper-
visors, the output of a unit through maintenance of morale
under unusually adverse circumstances,

(5) Accomplishing assigned tasks in an exemplary
manner previously unattained, records of achievement which
provide an improved service to the public, or inspiring other
employees to improve the quantity and quality of their work.

(6) Enabling the unit to meet unanticipated demands
by performance of unusual duties for short periods at the
same or higher levels than regular duties, and

(7) Acts of heroism while on duty or connected with
the employee’s position, at the risk of life or personal
safety, in time of emergency such as accident, fire, flood,
or storm.

7. Sample Statements of Justification. The following state-
ments may be used as guides in preparation of statements of
justification:

a. Position: Clerk-Typist (Machine Transcriber), GS-3

"The requirements for this position are transcribing an aver-
age of 40 pages of material per day with not more than I0
percent error rate. During the past six months, Mr./Ms.

has averaged 60 pages per day. His/her performance
in this respect is superior. His/her work meets the standards
for accuracy and is satisfactory in all other respects."

b. Job: Warehouseman, WG-5

"Mr./Ms. has consistently exceeded the standards
for the duties of Warehouseman. Satisfactory performance
requires that storage items should be processed at the rate of
50 bin or small lot items, 20 inside bulk items, or 8 outside
bulk items per 8-hour day with an error rate of 2 percent. He/
she averaged processing 55 bin or small lot items, 28 inside
bulk items or 15 outside bulk items per workday with an error
rate of less than 1 percent. This is a superior record of
production. Another example of superior work is reflected in
performing the duty of inventory of. stock where a satisfactory
standard would require speed set by the general average of the
group with an error rate of 4 percent. Mr./Ms. has
consistently exceeded the speed set by the average group with
an error rate of less than 2 percent. In performing the duty
of rewarehousing, which is more or less a continuing process
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and for which no definitive standard can be set, Mr./Ms.
has performed the duties in such a manner that

there have been no bottlenecks in the warehouse and proper
utilization of space has been made of at least 98 percent of
the warehouse. An acceptable standard for proper utilization
of space would be 95 percent. Mr./Ms. ’s performance
in all other aspects of the job has been satisfactory. In
addition to performing the required duties of the job during
the period covered, he/she has completed a rewarehousing
program for the Central Shop Stores Issue Point. This reware-
housing was made with no noticeable loss of material and has
developed into a very efficient operation."
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HONORARY AWARDS
AND

HIGH-LEVEL GOVERNMENT AND NON-GOVERNMENT AWARDS

i. Types of Awards. The Department of the Navy provides for
and encourages the use of honorary awards to recognize excep-
tional and meritorious service, noteworthy suggestions, and

special achievements. Honorary awards are not intended to

serve as substitutes for deserved cash awards and may be

granted independently of or in addition to cash awards. Some

employee contributions have high value and significant
benefit so that it would be appropriate to grant both honor-

ary and cash awards for the same employee contribution.
There are a number of non-Navy awards for which the Depart-
ment of the Navy employees may be nominated in competition.
They include cash and/or honorary awards granted by other
Government departments and agencies, and awards granted by
private organizations or institutions for outstanding service

and achievements by Government employees.

a. Department of the Navy Level

Navz Distinguished Civilian Service Award. This is

the highest honorary award which the Secretary of the Navy
may confer upon a civilian employee of the Department of the

Navy. Bestowal is on a highly selective basis to employees
who have distinguished themselves by extraordinary service

or contributions of major significance to the Department of

the Navy.

Level
Headquarters Marine CorRs/Systems Command/Bureau

Navy/Marine Corps Superior Civilian Service Award.
This award is the second highest honorary award within the

Department of the Navy and the highest honorary award within

the Marine Corps. This award recognizes employee contri-

butions which, though exceptionally high in value, are not of

sufficient significance to warrant consideration for the Navy
Distinguished Civilian Service Award.

c. Local Level

(i) Navy/Marine Corps Meritorious Civilian Service

Award. This award is the third highest honorary award within

the Department of the Navy and the second highest honorary
award within the Marine Corps. It is granted by the Senior

Command Official to individhal employees in recognition of
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meritorious service or a contribution which has resulted in
high values and/or benefits to the Department of the Navy or
the U.S. Marine Corps.

(2) 9avy/Marlne Corps Award of Merit for Group
Achievement. This award is granted by the Senior Command
Official to groups of employees in recognition of group
efforts (suggestion or special achievement) which have high
values and/or benefits. This award is intended to promote
the spirit of team work among employees, and recognize group
efforts in which the contribution of one member of a group is
not readily distinguishable from that of another. Whenever
the contribution of one member of the group is clearly
definable and can be separated and described, it is best to

consider that employee for individual recognition rather than
as a member of a group.

d. Method of Submission. If in the opinion of manage-
ment officials an employee or group of employees have dis-
tinguished themselves to the extent that they should be given
recognition in the form of any of the above described awards,
the achievement shall be prepared in draft form and forwarded
through channels to the Administrator, Incentive Awards
Program, for technical review. Recommending officials are
encouraged to contact the Administrator, extension 1579 or
1458, for information and assistance prior to preparation of
the draft. Upon completion of the technical review, the
draft will be returned to the recommending official for
typing and submission to the Senior Command Official (Attn:
Administr@tor, Incentive Awards Program) for approval. The
Incentive Awards Committee reviews all such award recommen-
dations and recommends approval/disapproval of the recommen-
dation to the appropriate Senior Command Official.

e. Other Local Level Awards. Certificates of Commen-
dation or Letters of Appreciation may be presented at any
time. This recognition may be given an employee or super-
visor for:

(I)
warranted,

Performance for which a cash award is not

(2) Any particular project or act,

(3) Special contributions in such program areas as
Equal Employment Opportunity or Cost Reduction, or

(4) For such other contributions which warrant
honorary recognition.
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Certificates of Commendation and Letters of Appreciation may
be signed by officials shown in paragraph 8 of this Order.
A copy should be forwarded to the Civilian Personnel Office
for filing in the employee’s Official Personnel Folder.
Certificates of Commendation may be obtained from the Civil-
ian Personnel Office, extension 1579 or 1458.

2. Awards for Career Service

a. Department of the Navy Federal Length of Service

Award. This award is granted to all Department of the Navy
and U.S. Marine Corps civil service employees who have
completed i0, 15, 20, 25, 30, 35, 40, 45, and 50 years of
Federal service. The most recent year must have been as a

civilian employee of the Department of the Navy. For the
purpose of this award, "Federal service" includes all honor-
able military service and civilian service in departments and
agencies of the Federal Government. Awards of 35 years or
less are issued by the Senior Command Official and awards of
40 years or more are issued by the Secretary of the Navy.
Certificates of 25 years or less are presented in appropriate
ceremonies by officials designated in paragraph 8 of this

Order. Certificates of 30 years or more are presented by the
Senior Command Official.

b. U.S. Marine Corps Lensth of Service Award. This

award is granted to all U.S. Marine Corps civil service
employees who have completed i0, 20, 30, and 40 years of

service. These awards are supplementary to the Department of

the Navy Federal Length of Service Awards outlined above, to

which civilian employees of U.S. Marine Corps activities are

also entitled. All civilian service with the Marine Corps,
whether rendered continuously or interrupted periods of time,
is creditable toward the awards. Civilian employees of the

Marine Corps who enter on duty or who are drafted into any
branch of the Armed Forces of the United States during war or

other national emergency will receive credit for such mili-
tary service in computing time for such awards, provided
re-employment in Federal service occurs within 90 calendar
days of release from military service. Awards of i0 and 20

years are issued by the Senior Command Official and awards
of 30 and 40 years are issued by the Commandant of the
Marine Corps. Certificates of i0 and 20 years are presented
in appropriate ceremonies by officials designated in para-
graph 8 of this Order. Certificates of 30 and 40 years are

presented by the Senior Command Official.
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3. Retirement Awards

a. Secretary of the Navy Certificates of Retirement.
This certificate is presented to civilian employees of the
Department of the Navy and the U. S. Marine Corps who
retire after completing 40 years of Federal service. This
certificate is presented by the Senior Command Official.

b. U. S. Marine Corps Retirement Certificate. This
certificate is presented to civilian employees who are
retiring from Marine Corps employment with less than 40
years of service. This certificate is presented in appro-
priate ceremonies by officials designated in paragraph 8 of
this Order.

4. Sick Leave Certificates. Certificates will be awarded
to employees of the U. S. Marine Corps who accrue 500,
I000, 1500, 2000, 2500, 3000, and 3500 hours of sick leave.
This certificate is presented in appropriate ceremonies by
officials designated in paragraph 8 of this Order.

5. Presidential Letters of Commendation. Presidential
letters of commendation will be presented to civilian and
military personnel, as appropriate, for contributions
(suggestions, inventions, or special achievements) that are
beyond job requirements and that result in first-year
measurable benefits of $5,000 or higher, or represent ex-
ceptional achievement in the areas of energy conservation,
reorganization, paperwork reduction, regulation reform, or
zero base budgeting. Contributions with intangible benefits
should be of such importance to the agency and the Govern-
ment that they also warrant Presidential letters of commen-
dation. An individual, small working group or team achieve-
ment may be recommended for these honors. All such contri-
butions must have received local recognition in the form of
monetary or honorary awards within the respective command.

6. Presidential Award for Distinsuished Federal Civilian
Service. This award is the highest honor available to
civilian career employees of the Federal Government and is
granted to recognize distinguished civilian service. To
be eligible for consideration for this award, a Navy/Marine
Corps employee must have previously received the Navy Dis-

tinguished Civilian Service Award or must have made an
exceptional contribution which has benefitted another depart-
ment besides the Navy.
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7. Secretary of the Navy Special Awards. The Secretary of
the Navy has also established special awards recognizing
achievements in specific fields.

a. avy Award for Distinguished Achievement in Science.
This award is granted to employees of the Department of the
Navy to recognize pioneering ("breakthrough") scientific
achievements which are extraordinary and significant in
nature and which contain a potential of far-reachlng conse-
quence.

b. The Captain Robert Dexter Conrad Award for Scientific
Achievement. This award is granted annually to recognize an
outstanding technical and scientific achievement by an indi-
vidual in the field of research and development for the
Department of the Navy.

8. Non-Navy Awards. There are a number of non-Navy awards
for which Department of the Navy employees may be nominated.
For further information concerning any of the awards, con-
tact the Administrator, Incentive Awards Program, extension
1579 or 1458.

a. epartment of Defense Distlnguis6ed Civilian Service
Awards. Six awards are granted each year by the Secretary
of Defense to recognize exceptional contributions to national
defense.

b. Arthur S. Flemming Awards. Ten awards are granted
each vear--flve in scientific or technical fields and five in
administrative and executive fields--by the Junior Chamber of
Commerce of Washington, D.C., to young men in the Federal
service for unusual or outstanding work during the fiscal
year preceding the date of the nomination.

c. William A. Jump Memorial Award. One award is pre-
sented annually by the Secretary of Agriculture to recognize
outstanding service in public administration.

d. National Civil Service League Career Service Awards.
Ten separate awards are granted each year by the National
Civil Service League in its effort to increase the prestige
of the public service by bringing significant careers in the
FederalGovernment into national prominence.

e. Rockefeller Public Service Awards. Normally, five
awards are granted annually, one in each of the five broaa
fields of Government activity, to strengthen the public
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service by bringing special recognition to a small number of
the most distinguished civilians in the Federal Government
and to improve the public image of government service as a
career worthy of the best efforts of our most capable
citizens.

f. Federal Retiree of the Year Award. Beginning in
1978, the National Association of Retired Federal Employees
will present annually an award to the Federal Retiree of the
Year to draw public attention to the achievements of Federal
employees in serving the American public, increase public
knowledge and appreciation of the men and women in the career
service, and to encourage other Federal personnel to strive
for excellence.
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SCALES FOR DETERMINING AMOUNT OF CASH AWARD

Tangible Benefits

$250

$251 $i,000

$i,001 $i0,000

$i0,001 $20,000

$20,001 $i00,000

$I00,001 or more

Value of Benefit

Moderate
Substantial
High
Exceptional

Limited

$ 25-$ 50
50- i00

100- 200
200- 400

BASED ON TANGIBLE BENEFITS

Amount of Award

$25

$25 for the first $250 in benefits
plus $5 for each additional $50 or
fraction thereof.

$i00 for the first $i,000 in benefits
plus $5 for each additional $i00 or
fraction thereof.

$550 for the first $I0,000 in
benefits plus $5 for each additional
$200 or fraction thereof.

$800 for the first $20,000 in

benefits plus $5 for each additional
$i,000 or fraction thereof.

$1,200 for the first $i00,000 in

benefits plus $5 for each additional
$5,000 or fraction thereof.

BASED ON INTANGIBLE BENEFITS

Extent of Application

Extended Broad General

$ 50-$ i00
i00- 200
200- 400
400- i000

$ i00-$ 200 $ 200-$ 400
200- 400 400- i000
400- i000 i000- 2500

1000- 2500 2500- 5000
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Amount
of

Award

$150

$200

$250

$300

$35o

General
Schedule

I-4

5-8

9-11

12-13

14-18

BASED ON JOB PERFO’RMANCE

Wage Grade Working Wae Grade
(Non-Supvy) Leader CSupvy)

WG-I WG-8

WG-9 WG-13

WG-14 WG-15

WL-I WL-6 WS-I WS-2

WL-7 WL-II WS-3 WS-8

WL-12 WL-15 WS-9 WS-12

WS-13 WS-18

WS-19

BASED ON ASSIGNMENT OF SAFETY POINTS

$25 for a total score of 25 to 36 points

$30-75 for a total score of 37 to 72 points

$80-300 for a total score of 73 to 108 points

ENCLOSURE (4)



BO 12451.IG

5 JUN

INCENTIVE AWARDS COMMITTEES

MARINE CORPS BASE

Chairman
Member
Member
Member
Member

Technical Advisor
(Ex officio member)

Assistant Chief of Staff, Manpower
Assistant Chief of Staff, Facilities
Assistant Chief of Staff, Comptroller
Base Safety Manager
Commanding Officer, Base Materiel

Battalion
Administrator, Incentive Awards Program

OTHER ACTIVITIES

Chairman
Member

Member

Member

Member

Technical Advisor
(Ex officio member)

Civilian Personnel Officer
S-4 Officer, Marine Corps Air Station

(Helicopter)
Chief, Financial Management Service,

Naval Regional Dental Center
Chief, Personnel Services, Naval
Regional Medical Center

Maintenance General Foreman, Naval
Regional Medical Center

Administrator, Incentive Awards Program

The Chairman and two members shall constitute a quorum when

Committee meetings are scheduled at the call of the Chairman.

ENCLOSURE (5)
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26 Sep 1977

roSE mD,m 12000.1P

From: Commanding General
To: Distribution List

Subj

Ref:

Position Maintenance Review

(a) CMNI 511.-a-c (NOTAL)
(b) MC0 P12000.7, Chapters 3 and +
(c) BO 12511.1, E cl (2)
(d) BO 12532.2
(e) BO 5310.2B
(f) SecNavNote 12306

* Encl: (i) Position Maintenance Review Schedule

i. Purpose. To reissue the policy and procedures relative to the Position
Maintenance Review of all Civil Service positions as prescribed by
references (a) through (f), and to prescribe the schedule to be followed
in conducting subject review during the current fiscal year.

2. Cancellation. BO 12000.1N.

3. .Background. The annual Position Mainternce Relew is to assure that
all positions are properly classified based on current descriptions of
work assignments. Over the past few years higher authority has issued
many directives and imposed controls designed to achieve economy and
efficiency through more effective management, more economical administra-

tion, and more effective utilization and control of manpower.

a. References (a) through (e) require that all civilian positions be
reviewed at least anuually. This review must include determining that the
position/job descriptions are current, that the classifications are proper,
and that a need for each position exists. Compliance reports are mandatory.
Line management has continuing responsibility for assuring that official

position and job descriptions accurately reflect current work assignments
of civilian employees. It is emphasized that changes in such work assign-
ments are to be reported as they occur. The Position Maintenance Review
will ensure thatchanges shall not go unreported for extended periods of
time. All positions/jobs are subject to work audit by position classifi-

cation specialists,--such audits shall include positions/jobs the descrip-
tions of which are certified to be current on the Position Maintenance
Review Report, MCBCL 12510 (Rev. 7-75).



BO 12000.IP
26 Sep 1977. .Action. All organizations employing civilian personnel .shall comply
with the instructions in enclosure (1). Additional information and
assistance in subject matter may be obtained by contacting the Classifi-
cation Division, Civilian Personnel Office, extension 1532.

5. Chane ...N.otation. Significant changes contained in this revision are
denoted by asterisks (*) shown in the outer left margin.

6. Appliqability. Having received the concurrence of the Commanding
Officers of Marine Corps Air Station (H), New River; Naval Regiorml
Medical Center; Naval Regional Dental Center; and Navy Recruiting District,
Raleigh, this Order is applicable to those commands.

Chief of Staff

DISTRIBUTION: "C" less Category III
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POSITION MAINTENANCE REVIg SCHEDULE

i. The position maintenance review consists of concurrent review of all
General Schedule and Trades and Labor positions within a single
organization. For example, all General Schedule and Trades and Labor
positions for Base Maintenance are to be reviewed during the scheduled
period of 3 October through & November 1977.

2. Procedures. The applicable procedures for conducting the Position
Maintenance Review are as follows:

a. The Civilian Personnel Office wLll forrd the review forms,
Position Maintenance Review Report, MCBCL 12510 (Rev. 7-75), to the
organization to be reviewed prior to the review date listed in the

schedule.

b. Each position description shall be reviewed by the incumbent of
the position and the immediate supervisor to determine the accuracy of
the description. In this connection, reference (f) requires that all

descriptions be thoroughly and carefully reviewed to determine if ar
duties and/or physical requirements are unnecessarily restrictive to the

employment of the handicapped, e.g., in a clerical position the require-
ment to lif and carry objects weighing lO0 pounds. A careful review

should be made to ensure that the stated physical requirements are
realistic for the position. Such requirements must be a preprequisite
to fll the position in order to be alid.

c. When a description is found to be inaccurate the supervisor wll:

(i) Determine what duties have changed, and what necessitated
the change, i.e., new regulations have been published, new equipment,
improved work procedures, incumbent initiated change for his convenience.

(2) Determine if the change is really appropriate.

(a) If found to be unjustified, instruct the employee to
return to the duties as described in the current position description.

(b) If the changes are necessary, redescribe the duties by
either amending the current description or preparing a new description.

d. Positions whose current descriptions require no chanes will be

certified as current and accurate by a check mark in column () of the

Position Maintenance Review Report Form. (Note: For all descriptions
certified as being current but the certification required by references

(c), (d), and (e) has not been included on the description cover sheet

(NAVSO 12510/7), new cover sheets including the required certification

wll be completed, signed, dated and forwarded to the Civilian Personnel

Office in accordance with the schedule in paragraph 3 below. )

ENCLOSURE (1)
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e. The revised descriptions or amendments shall be certified by the
incumbent and the immediate supervisor. The Position Maintenance Review
Report, including an proposed new descriptions or amendments, shall be
forwarded to the Head of the Department.

f. The Department Head will review the Report and all attached
proposed new descriptions or amendments. When fully satisfied that all
descriptions, both current and proposed, are accurate and reflect the
needs of the organization, he so certifies by affixing his signature and
title to the Review Report. Certification as to the .accurac[ and
c.omleteness, of a_ll descriptions and amendments must b.e completed in the
manner prescribed in references (c) a.nd (21. The completed report form
and %,he original plus one copy of the revised position/Job description,
amendments and certifications, along with current functional organization
charts, prepared in accordance with references (c) and (d), shall be
forwarded to the Civilian Personnel Office. Any deviation from the
scheduled submission dates must be approved by the Civilian Personnel
Officer.

g. In the event tentative classification of the proposed descriptions
or amendments reveals any changes in grade levels or position titles, the
affected descriptions will be returned to the organization for compliance
with reference (e).

3. The followin schedule is established for the Position Maintenance
R_eview:

Oct 4 N..o.v 77
BASE MAINT. - 9 Dec 77

CIV. PER. OFFICE
PROVOST MARSHAL

2 6Jan 78

RECRUITING DISTRICT
Raleigh, NC
PUBLIC WORKS
MCSSS
CL DEP. SCHOOLS

i Jan 78

MOTOR TEANSP.
Admin. Div.
Maint. Div.

16 20 Jan 78

Operations Div.

23 27 Jan 78

BASE MAT. BN.
Bn. Hqs.
H&S Co.
S-I Section
S- Unit Property
Purchasing & Con-
tracting Div.

Jan Feb 78 6 i0 Feb 78 12 17 Feb 78

Support Div.
Receipt Cont Br.
Traffic Br.
Pres. & Pkg. Br.

ENCLOSURE (1)

Inventory Branch
Tech. & Research Br.
Data Transcribing Br.

DSSC Division
Plans & Systems
Customer Serv. Br.
Financial Br.
Self-Service Br.



Clothing Br.
Subsistence Br.
Shop Stores Br.
Ammunition Br.
Maint. Cadre

l. 7 Mar 78
AUTOMATED SERVICES
CENTER

7 Apr 7S

AC/S, SUPPLY SERVICES
Admin. Div.
Property Cont Div.
Food Services Div.
Commissary Div.

2,/t. 28 Apr 7_8

REG MED CENTER
MGMT. ENGINEERING SEC.
BASE ADJUTANT
Mail & Files
Postal/Locator

8 MaE 26 May 78

MCAS(H), New River
RGIONAL DENTAL
CENTER

27 Feb- Mar 78

AC/S, CCPTROLLER
Admin. Div.
Budget Div.
Accounting Div.

20 24 Mar 78

QTRS. & HOUSING
SPECIAL SERVICES
BASE COMM-ELECT
BACHELOR OFF. QTRS.

i0 l&Apr 78

Laundry Div.
Printing Plant
REG MED CENTER

i, 5 MaE 78

SAFETY OFFICE
STAFF JUDGE ADVOCATE,
MCB
STAFF JUDGE ADVOCATE,
ForTrps
STAFF JUDGE ADVOCATE,
2nd Mar Div.

29 Ma[ 2 June 78

COMMANDING GEEERAL
AC/S, MANPONER
Mlitary Pers. Office

AC/S, PERSONg.I, SVICES
BASE EDUCATION OFFICE
AC/S, TRAINING
AC/S, FACILITIES
BASE CHAPLAIN
JOINT PUBLIC AFFAIRS
OFFICE

MC ENGINEER SCHOOL

BO 12000.1P
26 Sep 1977

6- I0 Mar .8.
Disbursing Div.

27 i Mar 78

FIRE DEPT.

17 21 Apr 78
REG MED CENTER

1 May 78 (cont.).

H&S BN.
Hqs. Co.
Service Co.
MT Co.
MP & Guard Co.
OFFICE OF PROTOCOL
OFFICER
BSE INSPECT(
ADMIN CONT. UNIT

3
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UNITED STATES MARINE CORPS
MARINI CORP BASE

CAMP LE’.JEUNE. NORTH CAROLINA 28542
BO 7420.2B
COMP-A/MHH/lay
18 Nov 1976

BASE, ORDER 7420.2B

From: Commanding General
To: Distribution List

SubJ:

Ref:

EncI

Timekeeplng and Labor Distribution Procedures

(a) NAVCOMPTMANUAL, Vol. 3, Chapter 3 (NOTAL)
(b) BO 12610.IF
(c) BO 12630.1F
(d) BO PTOO0.1F
(e) SECNAVINST 7000.11A (NOTAL)

(I) Definitions
(2) Detailed Instructions for Completion of Time and Labor

Distribution Cards

i. Purpose. To publish procedures for tlmekeeping administration and
labor distribution for all civil service personnel employed at Marine

Corps Base, Camp LeJeune, in accordance with direction and policy
guidance contained in references (a) through (e).

2. Cancellation. BO 7420.2A

3. . First line supervisors carry out a most important role
in the efficient utilization of labor and in recording of data on

allocation of labor costs. Civilian labor costs represent about 60 per-
cent of the total obligational authority (less military personnel
expense) authorized for Operation and Maintenance of this Base. Of

primary importance to the Cost Accounting System is accurate and complete
recording of hours for every Job order. The Job order determines the

specific fund(s) to be charged for the labor costs. Reports submitted

to higher authority, as well as analysis of labor cost and manhours
required for local planning, are based on data provided on attendance
and labor distribution records.

Procedures

a. The Biweekly Time and Cost Card, FEBCL 7310 (Rev. 7-71), properly
certified by designated SUPERVISORY personnel, provides an affirmative

attendance record and is the basis for computing pay of all civilian
employees. This card is the authorization for payments on the biweekly
payroll. False or erroneous recording and certification of attendance
results in an illegal expenditure of Government funds. Attendance is

recorded by two methods. Time clocks are used in all areas where

practical, with manual recording for all other areas. Determination of
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method to be used is by agreement between the Assistant Chief of Staff,
Comptroller and the Fund Administrator. Fund Administrators and Work
Centers are contained in paragraph 509 of reference (d).

b. The cost of individual employment is charged to designated job
orders by the use of labor distribution. Two systems are used to report
labor distribution. For employees who do not work on multlple Job
orders, labor distribution is recorded and reported on the Blweekly Time
and Cost Card, MCBCL 7310. A separate labor distribution card system
(when specified) is used for employees who work on multlple Job orders
during a day or pay period.

c. Definitions of terms used in the tlmekeeplng and related
functions are contained in enclosure (1).

d. Enclosure (2) provides detailed instructions for the completion
of Biweekly Time and Cost Card, MCBCL 7310 and labor distribution cards.

5. Responsibilltles

a. The Assistant Chief of Staff, Comptroller is responsible for:

(I) Procedures and accounting operations pertaining to record-
ing of time, attendance and labor charges.

(2) Providing the cards and forms for all timekeeplng and labor
distribution functions.

(3) Rendering assistance and instruction to supervisors and
other personnel involved in timekeeplng and labor distribution functions.

(4) Performing periodic labor test checks and unannounced
inspections of clocklng stations and mustering procedures to determine
if effective procedures have been established for accuracy of time and
attendance reporting.

(5) Delivering time and labor distribution cards to Fund Admin-
istrators and Work Centers within Fund Administrator I0.

(6) Maintaining a master file of indlvidual name cards (without
signatures), (MBCL 238) of supervisory personnel authorized to certify
attendance and labor distribution.

(7) Maintaining a current file of all documents affecting each
employee’s pay.

2
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b. The Assistant Chief of Staff, Manpower (Civilian Personnel

Officer) is responsible for forwarding all civilian personnel action

forms and related documents initiated by the Civilian Personnel Office

affecting an employee’s pay record and personal history file. Such

forms will be processed and forwarded to the Civil Payroll Accounting

Branch by 1200, Thursday of the week before the beginning of each pay

period in which changes are to be effective.

c. Fund Administrators and Fund Administrator 10 Work Center Heads

listed in reference (d), are responsible for:

(I) Certifying all attendance for employees under their cogni-

zance through their supervisory personnel.

(2) Appointing personnel to perform timekeeping and labor

distribution functions including supervisors to certify time cards.

(3) Determining that individual name cards (MCBCL 238) for

supervisors authorized to certify time and labor distribution cards are

forwarded to the Comptroller Department (Civil Payroll Accounting

Branch).

(4) e administration of overtime and holiday work.

(5) Ensuring the certification of time and labor distribution

records by personnel who are assigned responsibility for supervision

of the employee %%hose attendance and labor distribution is being

reported. In the absence of the imnediate supervisor, refer records to

the next higher supervisor for certification. Assure that an employee

in a subordinate position does not certify the attendance and labor

distribution records of an employee in a senior position.

(6) Ensuring that musters are accurate and, where time clocks

are used, designating supervisory personnel to monitor clocking in and

out operations to determine that no employee clocks in or out for

another employee.

(7) Submitting changes in employee work schedules, shift

schedules and additional pay assignments to the Comptroller Department

(Civil Payroll Branch).

d. Work Center Heads are responsible for:

(I) Ensuring that a time card and labor distribution card is

maintained daily for each employee.
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(2) Reviewing time and attendance cards to assure that employees
are adhering to scheduled work hours.

(3) Determining that late arrivals (after beginning of shift)
and early departures (before end of shift) are reflected on the time
cards.

(4) Ensuring that the "suffer and permit" certification on
reverse of Biweekly Time and Cost Card is signed on all nonexempt
employees by immediate supervisor.

e. Employees are responsible for:

(I) Clocking in and out, by using assigned time clocks, or
reporting to unit timekeepers where clocks are not used. Daily recording
of "in" and "out" on time and attendance cards serves as the official
document for preparation of the payroll. Under no circumstance will
employees certify their own time cards.

(2) Promptly notifying their supervisors of any irregularity
in clocking "in" and "out", so that time cards may be properly posted.

f. The Assistant Chief of Staff, Management Services is responsible
for preparation of a preprlnted Biweekly Time and Cost Card (MCBCL 7310)
and Labor Distribution Cards as necessary for each employee in accord-
ance with instructions provided by the Comptroller Department (Account-
ing Office).

6. Overtime and Holiday Work

a. Overtime shall be limited to cases of necessity and only for
the purposes authorized by reference (e) such as:

(I) Urgent fleet readiness.

(2) Emergencies.

(3) Safeguarding life and property.

(4) Individual incidences where savings can be clearly demon-
strated by the use of overtime.

(5) The above restrictions do not apply to overtime which is
authorized by current regulations, to be regularly scheduled as part of
a normal tour of duty, i.e., civilian firefighters employed under a two
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platoon system and entitled to firefighter premium or overtime entitle-
ment under the FLSA. Holiday work shall be limited to employees
regularly assigned to functions requiring a 24-hour watch, i.e.,
utilities plants, fire alarm and telephone operators.

* b. Overtime Provision of Fair Labor Standards Act

(I) The FLSA introduces a new concept regarding overtime work
into the Federal service. Under this concept, a nonexempt employee
becomes entitled to overtime compensation (for hours worked in excess
of 40 a week) for all work which management "suffers or permits" to be

performed. Under this concept, any work performed prior to or after the
established shift hours or during the prescribed lunch period by an em-

ployee covered by the overtime provision of the Act for the benefit of the
agency, whether requested or not, is working time if the manager or super-
visor knows of or has reason to believe it is being performed. The Act
provides that an employee can seek relief directly from the Civil Service

Commission and/or courts for overtime work performed for which the em-

ployee feels he has not been properly compensated.

(2) It is important to emphasize that the FLSA does not in any
way diminish a supervlsor’s responsibility for ordering or authorizing
overtime work. The FLSA simply adds an additional responsibility to

supervisors, i.e., to see to it that overtime work is not, in fact,
performed except when payment for such overtime is intended.

(3) Supervisors must keep accurate records concerning the hours

worked by their "nonexempt" employees, (see fig. 6

c. OrderlnE and Approving Overtime and Holiday Work

(I) Certain shift employees in Base Maintenance, BOQ and BSNCO
Quarters Operations, Automated Services Center, Base Communications and
Fire Department (fire alarm operators) are required to work their

regular shift on holidays in order that services/work are provided on

a continuous basis. Because of these continuing requirements, the

heads of these activities are hereby delegated authority to approve
regularly scheduled holiday work. In addition, the following Fund
Administrators are delegated authority to order and approve unscheduled
overtlme/holiday work for the purposes indicated:

(a) Base Maintenance Officer. Unscheduled work for
emergency repairs to Utilities Plants/Systems and other facilities such

as living quarters.

(b) Base Connunlcatlons Officer. Unscheduled work for
emergency repair of Base Communication System and related equipment.
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(c) Assistant Chief of Staff, Management Services. Unfore-
seen and emergency requirements to meet processing schedules/deadlines
which cannot be delayed and accomplished duri,g regular work hours.

(d) Base Fire Chief. Unscheduled work when unforeseen
circumstances require a Fire Alarm System Operator to remain on duty
beyond his regular tour or to be recalled to duty prior to his regular
shift.

(e) Commissary Officer. Refrigeration and security check
of Commissary Store equipment.

(2) The signature of the above Fund Administrators or their
designated representatives on the Biweekly Time and Cost Card (FEBCL
7310) reflecting overtime and unscheduled holiday work is considered
approval in writing by competent authority. This signature will appear
below the signature of the certifying official for regular time. Where
the same Individual is authorized to certify both types of tlme/work,
only one signature is required. A list of all persons authorized to
certify overtime and unscheduled holiday work along with specimen
signatures will be submitted to the Comptroller Department (Civil
Payroll Branch). The Base Maintenance Officer, Base Comnuntcations
Officer and the Assistant Chief of Staff, Management Services Base
Fire Chief, and Commissary Officer will submit to the Assistant Chief
of Staff, Controller by Tuesday of each week, a report of all unsched-
uled emergency overtime and holiday work authorized during the previous
week. The report will be by Work Center and contain the employee name,
date and number of hours worked and the reason for the emergency work.

(3) The Assistant Chief of Staff, Comptroller is delegated
authority to approve emergency overtime and unscheduled holiday work
not provided for above. Requests from General and Special Staff Officers
under Command Fund Administrator lO and all other Fund Administrators
not included above will be submitted, in advance of the dae work is
required, to the Assistant Chief of Staff, Comptroller on MCBCL Form
12550 for approval. Advance approval is not required if the employee
elects to take compensatory time off in lieu of being paid for the
extra work and compensatory time is taken within the same pay period.

7. hange Notation. Significant changes contained in this revision
are denoted by asterisks (*) in the outer left margin.

B. }{. CURWEN, JR.
Chief of Staff

DISTRIBUTION "C" less
Categories III and IV
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DEFINITIONS

I. Administrative Work Week. The administrative work week is a period
of seven consecutive days within which the basic work is scheduled,
typically the calendar week of Sunday through Saturday.

2. Basic Work Week. The basic work week is within the administrative work

week and is fixed at 40 hours. It consists of two distinct parts:
scheduled days and hours (shift hours) within each scheduled day.

3. Eay Periods and Pay Day. A pay period at this Activity is a two-

week period beginning every other Sunday and ending the second following
Saturday. Pay day is the Friday following the end of the pay period.
When a holiday is observed on the regular Friday pay date, Thursday
becomes the pay day.

4. Overtime. Actual work or standby time performed in excess of the

regularly scheduled eight hour shift or 40 hour work week. Time

required for travel between home/resldence and place of employment is not

work and is not overtime.

5. Scheduled Overtime. Scheduled overtime is regularly scheduled work
or standby time in excess of eight hours per day or 40 hours per week.
(Scheduled overtime is only authorlzed for flreflghter personnel,)

6. merency Overtime. Emergency overtime is work required to meet

unprogra=ed or emergency situations. Overtime is credited on the basis

of time actually worked except in the case of ’all back overtime."
From tlme-to-tlme, it is necessary to require an employee to return to

his place of employment at a time outside of, and unconnected with, his

scheduled hours of work within the basic work week to perform unscheduled
overtime work of less than two hours duration. When this occurs, the

employee will be credited a minimum of two hours of overtime for each

such ’all back" even though no work or less than two hours work is

actually performed. Call back overtime exists for the purpose of pro-
viding reasonable compensation for the employee who is required to

undergo the inconvenience and/or expense of returning to his place of
employment to perform necessary overtime work which may take only a

brief period to complete, and for which he would not otherwise be ade-

quately compensated.

7. Compensatory Time. Compensatory time is time off during regular
work hours with pay granted in lleu of overtime or holiday premium pay
for irregular or occaslonal overtime/hollday work that has been ordered
and approved. Compensatory time is earned and granted in amounts of

time equal to the amount of overtlme/hollday work which the employee is

required to perform. Compensatory time is applicable only to graded

ENCLOSURE
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employees. In this connection, employees whose basic pay is at or below
the maximum scheduled rate for GS-10 will be given an opportunity to
choose between overtlme/hollday pay and compensatory time off. Employees
whose basic pay is above the maximum scheduled rate for GS-10 may, at
the discretion of the approving authority be paid or given compensatory
time off. Ungraded employees must be paid for all overtime/holiday
work which is ordered and approved.

8. Holiday Work. Work performed on a holiday within the regularly
scheduled eight hour shift and the 40 hour basic work week. Work per-
formed outside the regularly scheduled eight hour shift and/or 40 hour
work week is overtime.

9. Holiday Premium Pay. A hollday is a day on which employees will be
excused from work without charge to leave or if required to work their
regular schedule, will be paid holiday premium pay. Ungraded employees
appointed for 90 days or less are not entltled to holiday benefits
unless they have completed more than 90 days without a break in service.
Employees paid on an annual premium rate basis (such as fireflghters)
are not entitled to holiday premium pay for work on holidays. There
are nine legal holidays as follows:

New Year’s Day I January
Washlngton’s Birthday Third Monday in February
Memorial Day Last Monday in May
Independence Day 4 July
Labor Day First Monday in September
Columbus Day Second Monday in October
Veteran’s Day Fourth Monday in October
Thanksgiving Day Fourth Thursday in November
Christmas Day 25 December

I0. Sunday Premium Pay. Sunday premium pay is addltonal compensation
for employees whose regular basic ork schedule includes any of the
24 hours on Sunday. This period begins midnight Saturday and ends mid-
night Sunday. Premium pay is 25 percent of the employee’s basic
hourly rate.

II. Timekeeper. Person(s) designated by proper authority to zecord
(if manual) or monitor the recording (if time clocks used) of employee
attendance; to determine type of absences and make proper entries;
to record and distribute labor effort to proper cost classlflcatlon(s)
and to attest to the propriety of all entries before the time card is
certified for payment.

ENCLOSURE (I)
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12. qertlfylng Official. Person(s) designated by proper authority to

ensure by actual knowledge that attendance as recorded is factual,
that all other entries are proper and correct and that the voucher is

proper for payment.

ENCLOSURE (I)
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DETAILED INSTRUCTIONS FOR COMPLETION OF TIME
AND LABOR DISTRIBUTION CARDS

1. Timekeepin Procedures

a. General. Responsibility for the accuracy and timely reporting of

time, attendance and labor distribution is delegated to each Fund

Administrator with civilian employees and Work Centers under Fund Admin-

istrator I0.

b. The time and attendance reports, Biweekly Time and Cost Cards

(IBCL 7310) will be certified by the employee’s supervisor, except that

when such practice is not feasible because of the absence of the super-

visor or for any other reason, the certification will be accomplished

by an individual operating in a supervisory capacity who possesses

knowledge of the employee’s actual attendance.

c. Individuals who are not supervisors may be assigned as time-

* keepers but are not allowed to certify time and attendance cards. In the

absence of the immediate supervisor, the certification will be accomplish-

ed by an individual operating in a supervisory capacity who possesses

knowledge of the employee’s actual attendance.

d. Timekeepers will be responsible for the following functions:

(1)

utilized.

Racking of time cards.

Supervision of clocking stations where time clocks are

(3) Entering of time and labor distribution information on time

cards in accordance with established procedures. (See figures 1

through 6.)

(4) Ensuring that muster is accurate daily.

Forwarding time cards to Civil Payroll Branch at times(s)
designated.

2. Preparation and Distribution of Time Cards

a. A blank time card will be utilized for those employees commencing

duty for the first time and headed in the same manner as those cards of

employees already on board. If it is necessary to remake a card that has

been received, the information will be shown across the top as was on the

orlginal card and the original card appended thereto.

ENCLOSURE (2)
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b. Biweekly Time Cards will be dellvered by the Civil Payroll
Branch to each section by 1600 on Friday preceding the beginning of the
pay period. Further distribution will be made by respective sections
to the timekeepers of the different shops before the beginning of the
work week.

c. Two time cards will be received for a split pay period (i.e.,
a pay period beginning in one month and ending in the next) so that the
earned labor accruing during each calendar month involved will be
included in expense reports.

3. Time Card Entries. All entries on the time cards must be legible
and, if done manually, in blue or black ink. Erroneous entries will be
deleted by drawing a llne through the entry and making the correct
entry. No erasures or corrections with Sno-Pak are permitted and a11
corrected entries will be initialed by the timekeeper. (See Appendices
A through F for correct sample entries.)

4. Recording of Attendance

a. All civilian employees will utilize time clocks to record
attendance where there is a time clock located in the building or general
working area except personnel who are GS-9 or WS-9 and above and other
equivalent pay levels such as WD and WN.

b. If an employee is excepted from the use of time clocks, muster
sheets, or muster boards, the time is recorded and certified by the
indivldual who, having authority to so certify, has knowledge of the
employee’s attendance.

c. Extreme care will be exercised by supervisors or timekeepers
to ensure that musters are accurate. NO EMPLOYEE MAY CLOCK IN OR OUT
FOR ANOTHER EMPLOYEE. Penalties are provided for false musters. In
those instances where a special work assignment would make it impracti-
cable for an employee to report or return to the clock station or
muster point, the timekeeper or supervisor may be authorized to check the
employee in or out.

d. Employees who are tardy will report to the timekeeper before
starting work. When tardiness is excused, the time card must be initial-
ed by the supervisor authorized to approve leave for the employee
concerned. Where tardiness is not excused the absence will be handled
in accordance with BO 12630.IF, enclosure (8), paragraph II.

e. If an employee is permitted to leave before the end of a shift,
it will be necessary that he check out with the timekeeper. The actual
time of departure and the type of leave will be recorded at this time.

ENCLOSURE (2)
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f. In those sections where time is recorded by mechanical time

recorders, the following will apply:

(I) Upon reporting for the work day, the employee will remove
his or her time card from the "Out" rack, record the time, and place the
card in the "In" rack. This procedure will be reversed at the end of
the shift.

(2) At 0800 and/or in.nediately after the beginning of a shift,
the timekeeper will pick up all cards from the rack and retain them
until approximately thirty minutes before the end of the shift, (olock-
out time), During this time the necessary postlngs will be made and the
status of absentee employees will be determined. Each employee will be
counseled to make every reasonable effort to inform his/her supervisor
as soon as possible with regard to absences. (See BO 12630.1F for

specific information on absence and leave responsibilities of employees
and supervisors.)

5. Exception Work Codes. The exception work codes to be used on the
labor distribution portion of the time cards are as follows:

CODE EXPLANATION

A Ammo & Toxic Chemicals High Degree

B@ Dirty Work, Cold Work, Hot Work, Low Degree Ammo

C Overtime

E High Work

F Work on Holiday

P Sunday Premium Work

PS Sunday, Second Shift

PT Sunday, Third Shift

S# Second Shift Differential

T Third Shift Differential (ungraded employees only)

6. Work Generator Codes. The work generator codes to be used on the

labor distribution portion of the time card are as follows and when

3
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appllcable:

CODE

01

02

03

04

05

I0

Ii

12

13

14

15

21

22

23

24

25

51

52

54

ENCLOSURE (2)

EXPLANATION

Emergency Work (Base Maintenance Only)

Service Work (Base Maintenance 0nly)

Standing JONNot Estimated (Base Maintenance 0nly)

Standing JON Estimated (Base Maintenance Only)

Specific JON (JON Number Assigned to a Specific
Nonrecurring Task) (Base Maintenance Only)

Shop Supervision (Base Maintenance 0nly)

Administrative and Clerks (Base Maintenance only)

Indirect Support (Base Maintenance only)

Leave (All Work Centers)

Allowed Time (Base Maintenance Only)

Compensatory Time Worked and Taken (Graded Civilians
Only)

Safety Inspection (Motor Transport Only)

Maintenance Service (Motor Transport Only)

Unscheduled Maintenance Service (Repairs Re.ulred
between Maintenance Services or Safety Inspectlon)
(Motor Transport Only)

Breakdown Reulrlng Road Service (Motor Transport
Only)

Damage or Malfunction Resulting from Accidental
Causes (Motor Transport Only)

Principal Instructor (MCSSS Only)

Assistant Instructor (KSSS Only)

Preparation (MCSSS Only)

4



CODE

57

58

59

60

61

62

63

EXPLANATION

Course Design (MCSSS Only)

Lead Time (MCSSS Only)

Duties, etc. (MSSS Only)

Meeting and Training (MCSSS Only)

Advice and Counseling (MCSSS Only)

Temporary Additional Duty (MSSS Only)

Administration (MCSSS Only)

Authorized Absence (MCSSS Only)

7. Labor Distribution

a. Labor distribution is the dstribution of civilian labor costs

by means of Job Order Number. A job order number consists of fourteen

digits, but only ten digits referred to as the Labor Cost Code will be

used for recording on Time and Labor Distribution Cards. These digits
are the fourth through thirteenth digits of the job order number as

shown below.

FUND CODE
FISCAL YEAR
FUND ADMINISTRATOR
JOB ORDER SERIAL
WORK CENTER
EXPENSE ET,EMENT

JON

LABOR COST CODE
AA 2 I0 1234 1031

B0 7420.2B
18 NOV 1976

b. A major portion of civilian employees work on a predetermined
job order number not subject to any degree of change. With this in

mind, this Job order has been computer-loaded and will automatically

distribute regular hours cost. These hours need not be shown in the

top portion of the Biweekly Time and Cost Card. These employees are

so designated by an EX printed on the ’ame" line of the Biweekly Time

and Cost Card. All hours shown less regular hours for EX-type
employees must be accounted for by appropriate job order number within

ENCLOSURE (2)
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the top portion of the Biweekly Time and Cost Card.

c. The balance of employees regular work is charged to variable
job order numbers and as such n_so predetermined job order number has been
loaded. These non-exception employees are so designated by the absence
of EX on the ’ame" line of the Biweekly Time and Cost Card. All hours
shown on the attendance portion (bottom) of the Biweekly Time and Cost
Card must be distributed to the proper job order number and shown in
the top portion of the card.

d. Labor distribution for those sections utilizing Daily Job Cards
(MCBCL 5230/65, Rev. 7-71) will be posted and verified daily.

e. All entries will be checked for accuracy of the Work Generator
Code and the Exception Code used. The labor distribution portion of the
time card will be initialed in the space provided, by the timekeeper or
other authorized person to signify that a check has been made and that
the hours (as required) on the time portion have been reconciled with
the labor distribution portion. The Daily Job Card (MCBCL 5230/65,
Rev. 7-71) used by Base Motor Transport and the Weekly Labor Distribution
Card CBCL 7410, Rev. 7-71) used by Base Maintenance will be initialed
by the timekeeper or supervisor to indicate that the hours distrlbuted
agree with the hours on the Biweekly Time and Cost Card.

8. qert!fying Time Cards

a. Each Work Center will furnish the Civil Payroll Office an
individual name card (MBCL 238) for the Section Head and eaah person
designated to certify time cards. All time cards will be approved with
the full signature of the person authorized to certify. No employee
at this Command =my certify his own time card. (See fig. I.)

b. The certification of the time cards before the end of the period
has expired and all hours of attendance and absence have been recorded
is prohibited.

c. Pay checks of individual employees %/11 be distributed by
designated employees of the section to which the payee is attached. The
designated employees should not participate in the preparation, approval
or certification of the payroll or the personnel action documents or in
maintaining the payroll controls or earnings records o_!r the time and
attendance records. This restriction is not applicable to Base
Maintenance.

d. No person may certify an employee’s attendance if he does not
have actual knowledge of employee’s attendance. For example, a day

ENCLOSURE (2)
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shift supervisor may not certify the attendance of a second shift

employee.

9. Approval of Leave

a. The Civilian Personnel Officer will approve advance sick leave

and all leave without pay for periods in excess of five days.
BO 12630.IF applies. All other absences will be approved by-visory personnel only, and this responsibility will not be delegated to

personnel assigned as timekeepers who do not have supervisory authority
for granting leave. Leave requests and approvals will be handled as

follows:

(I) Standard Form 71, Application for Leave, will be submitted

for all sick leave in excess of three work days and be supported by the

required medical certificate. This form must be submitted with the time

cards or within fifteen days after the employee returns to duty.

(2) Generally all other leaves of absence will be requested
and approved on the Time and Cost Card. This will be accomplished by the

employee and the approving supervisor placing their initials in the

"Extra In and Out" line opposite the day involved. The initials of the

supervisor are not required in those cases where he also certifies the

time and attendance of the employee. In cases where the employee is

not available to initial the leave entries on the Time and Cost Card,
a Standard Form 71, Application for Leave, will be utilized.

b. The following symbols will be used on the time cards to indicate

the various types of absences:

A Annual Leave
S Sick Leave

CL Court Leave
ML Military Leave
C Compensatory Time
L Authorized Leave Without Pay

AWL Unauthorized Absence

H Holiday within Basic Work Week when No Work is Performed

EA Excused Absence (Blood Donors, Voting, etc.)
TI Traumatic Injury with Pay NTE 45 Calendar Days

c. The official leave records for all employees will be maintained

in the Civil Payroll Office and NO AUXILIARY RECORDS will be kept at the

Work Center level.

d. A leave availability report will be furnished biweekly to all

Fund Administrators employing civilians. This report will be in the form

ENCLOSURE (2)
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of a machine listing, indicating the amount of annual and sick leave in
hours used during the year, available balance as of the report date, and
the number of hours annual leave that must be used or forfeited by the
end of the leave year. This information is considered sufficient to
enable supervisors to efficiently schedule vacations and leave and to
maintain an informa accounting of the leave taken by personnel under
their supervision.

e. Employees summoned to court for jury duty or witness in behalf
of the Federal, State, or Local government, will be furnished a Court
Attendance and Pabent Certification Form (5th ND GEN 287) which they
will have completed by the Clerk of Court. This form, along with the
total check received, will be returned to the Base Disbursing Officer
upon returning to duty. Blank forms will be made available to the
employee by the timekeeper or supervisor prior to departing for such
duty.

I0. Forwarding Time Cards to Civil PaTroll Office

a. Time cards will be delivered to the Civil Payroll Office,
Building #1005, NO LATER THAN I000, Monday following the end of the
pay period or on the day following the end of the month, if such day
splits the biweekly pay period.

b. Time cards will be sorted and batched for delivery to the
Civil Payroll Office as follows:

(I) Graded Employees Pay Number by Work Center

(2) Ungraded Employees Pay Number by Work Center

II. Time and Labor Distribution Checks. Time and labor distribution
checks will be performed periodically by personnel of the Base
Accounting Office when not engaged in.the performance of other assigned
duties, for the purpose of checking the clocking In/out operations,
the accuracy of labor distribution reporting by supervisors, cost clerks,
and the compliance with these instructions. All discrepancies will be
reported to the Commanding General, and corrective action will be
directed via official channels.

Figures I through 6 Sample Time Cards

ENCLOSURE (2)
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=DO NOT FOLD
IfE-P DRY

FA

10

10

10

l0

10

TUE

WED

THU

FRI

A
T

N

ANC EXISTING REGULATIONS: H

HOURS

9!00
4,00

8 O0

17 O0

4:25

EXTRA

TOTAL HOURS

E

TUE

WE;

THU

FRI

A
T
LOW FOR PAYROLL USE ONLY

General Coletlon Provisions:

I. No erasures or use of Sno-Pak are permitted.
through and initialed by timekeeper.

Will not be completed until end of
pay period and/or end of month. This
certifies all data contained hereon
is factual, accurate and proper. In-
dividual ust have actual knowledge
of attendance.

Will not be completed until end of
pay period and/or months end. Indi-

entries to be proper, current
nd hours reconciled and distributed
properly.

excused by the supervisor

Sick leave, SFT1 must accompany all
’sick leave in excess of 3 days.

Annual leave

unexcused by the supervisor

hollday thln the basic ork
eek and no ork perforedo

Overtime and unscheduled hollday ork
recorded in units of hours. Record
hours in labor distribution portion

as 25.

Denotes employees whose labor dlstrl-

j-butlon accounts for hours other than
regular ork.

1 hour excused absence to vote

Absence. du.e to jury. duty. Fun.ds received
zor SUCh auty must be turned in to Base
Disbursing Officer.

Corrections will be llned

2. Attendance w111 be recorded dally as occurs. Card I11 not be certified or

Initialed by the timekeeper untll the end of the pay period and/or months end.
Actual times of reporting and departing 111 be recorded.

3. All leave entries w111 be initlaled by the supervisor and employee (does
not apply to sick leave of more than 3 days).

Figure I. SAMPLE TIME CARD WITH EXPLANATIONS
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BI-WEEKLY TIME CERTIFICATION: ATTENDANCE AND ABSENCES
& COST CERTIFIEO CORRECT OVERTIME APPROVED ACCORD-

ANCE WTH EXIST NG LAWS AND REGULATIONS"

OO NOT FOLD
KEEP DRY AUTHORIZED NATURE
FA HOURS

10 91 00

I0 41 O0
10 8’, 00

I0 I7’,

10 4’,

INiTiALS 421 25
REGULAR EX

TOTAL HOURS

T TIMF"

MO!

Leave

rtlme Exception Code

used Tardiness

WEE

THU

All Typs Leave
Work Generator 13

FRI

S
A
T
S
U
N

MON

TUE

THU

FRI

S
A
T

FOF

Overtime Exception
Code C

Denotes Exception Reporting
of Labor

.Leave

PAY.
EG.HRS.

Figure 2. EXCEPTION REPORTING

ENCLOSURE (2)
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23 0101 2305

23 0101 2305

23 01111 2305

23

23 [9950 2305
TKFRS

INITIALS

40] O0

8! O0
8

12

12

88

O0

O0

O0

O0 TOTAL HOURS

TIME

Second (2nd) Shift

Sunday Premium Pay

Overtime

y Work

gular Time Work Generator &
Exception Codes
(blank)

S
U
N

MON

TU

8 2’nd Shift S
and

Sunday Premium Pay P

FIRI

$
A
T
S
U

ON

TUE

Overtime C@

y Work B@

THU 0800

$
A
T

SPACES

Figure 3. DETAIL REPORTINC

ave Work Generator 13

ENcLosuRE (2)
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’
-,
0

I--1coo

0
< o

2353
CENTER

FA

23

23

23

23

23

23

JOS

0001

0002

0003

0004

0005

09500

WC HOURS

2318 16

2318 4

2318 1o

2318 2 I00
2318

9950 2318

TIME KEEPER$/.
INITIALS

8

TOTAL

OURS 46 5C

3
EMPLOYEE TYPE

WG EXC

13

SAM JONES

SUN MGN

8

23
STATION

TUES WED

8

26JUN
HRLY RATE PERIO0

THU FRI SAT

2

8

Figure 4. FKAINTENANCE WEEKLY LABOR CArD



R 2411 13000 3 I B TRUCK

c/c 15-20

STOP
#!

STOP

STOP

STOP

STOP
#6

FA
c/c
??

24j

24

c/c 23=26 c/c 27-30
c/c 3].-35

0892 2411 5

0421 2411 2

9950 2411 1

WORK EXG
GEN CODE

;/c c/c

00 23

oo 24 s

8

24

c/c 40-43

26 JUN
c/c

c/c 44-48
c/c

(Rev, 7-7D

Figure 5. MOTOR TPANSPORT DAILY LABOR CARD
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o
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E Exempt ]NE Nonexempt

1 1031 00841 I.M. HERE I0 EX 14 SEP E/ ,,

REVERSE SIDE

I did not suffer or permit any overtime work other than as
reported on the time and attendance report for this pay period.

(Supervisor s" Signature)

Exempt no certification required
Non-exempt must be certified by immediate supervisor

Figure 6. SUFFER AND PE’T CONCEPT CERTIFICATION

ENCLOSURE.(2)
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UNITED STATES MARINE CORPS
MARINE CORPS BASE

CAMP LEJEUNE, NORTH CAROLINA 28542

B0 12750.1G
CPO/JFS/eab
4 Feb 1977

BASE ORDER 12750.IG

From:
To:

Commanding General
Distribution List

Subj: Discipline, Conduct, and Adverse Ations

Ref: (a) FPM/CMMI 752 (NOTAL)
(b) FPM/CMMI 751 (NOTAL)
(c) FPM/CMMI 735 (NOTAL)
(d) BO 12770.IE
(e) Negotiated Agreement
(f) BO 12750.2C
(g) BO 12792.2

Encl: (i)

(2)
(3)
(4)
(5)

Guideline Schedule of Disciplinary Offenses and
Penalties
Format of Pre-Action Investigation (2)
Sample Letter of Reprimand
Sample Letter of Caution
Sample Letter of Requirement

i. Purpose. To provide instructions and guidance, in
accordance with references (a), (b), and (c), concerning
discipline, conduct, and adverse actions as they apply to
civil service employees. These instructions are available
for review in the Civilian Personnel Office.

2. Cancellation. BO 12750.IF.

3. Policy. It is the policy of this Command that discipline
be administered in a constructive, progressive, and timely
manner for the purpose of maintaining discipline and morale
among employees and correcting offending employees. When
formal disciplinary action is necessary, the penalty imposed
shall be the minimum penalty which can be reasonably expected
to correct the offending employee, consistent with the
Guideline Schedule of Disciplinary Offenses and Penalties
contained in reference (b) and attached hereto as enclosure
(i). Deviation from the application of penalties listed in
enclosure (i) requires supportable justification. However,
the purpose of disciplinary action may be accomplished in
many instances by nonformal actions throu. oral admonish-
ments, or letters of caution or requirement,
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4. Information

a. Employees Covered. The general principles in this

Order are applicable to all civil service employees of Marine

Corps Base; Marine Corps Air Station (Helicopter), New

River; Naval Regional Medical Center; and Naval Regional

Dental Center. The procedural requirements of this Order

and reference (a) for taking disciplinary and adverse actions

are not applicable, however, to all employees; e.g., pro-

bationary employees, temporary employees serving under

definite time limitations or who have not completed one year
of continuous service, re-employed annuitants, and employees

serving under excepted appointments.

b. Definitions

(i) Disciplinary action is defined as a formal

action ranging from a letter of reprimand to a suspension

of 30 calendar days or less, and is grievable only through

the grievance procedures set forth in references (d) and (e).

(2) Adverse action is defined as a formal action

of suspension of more than 30 calendar days, furlough without

pay, reduction in rank or pay, and removal, and is appealable
only to the Civil Service Commission through the procedures

set forth in reference (d).

c. Prior Review. Letters involving disciplinary action

of any kind, and letters of caution or requirement, shall

not be delivered to civil service employees without first

being reviewed by the Civilian Personnel Officer or appro-

priate member of his staff for conformance with the provi-

sions of references (a), (b), (e), and this Order.

Assistance and guidance in civilian disciplinary matters are

available from the Employee Relations and Services Division,

Civilian Personnel Office, to all management officials and

supervisors of organizational units.

5. Delesation of Authority to Effect Disciplinary and

Adverse Actions

a. The authority to propose or effect disciplinary

and adverse actions may be exercised by an official "acting"

in the absence of the official to whom the respective

authority has been delegated, but it may not be exercised

"by direction."

b. Civilian and military supervisors are authorized

to issue letters of reprimand to civil service personnel

under their immediate supervision.

2
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c. Authority to propose and effect disciplinary

suspension actions at Marine Corps Base is hereby delegated
to organizational commanders and heads of staff sections.

This authority may be redelegated to major department/
division heads.

d. Commanders concurring with this Order hereby delegate

authority to effect disciplinary suspension actions respec-
tively as follows:

(i) Marine Corps Air Station (Helicopter), New

River: To commanding officers of subordinate units, heads

of staff sections, and special staff.

(2)
Services.

Naval Regional Medical Center: To Chiefs of

(3) Naval Regional Dental Center:

Administrative Services.

To Director of

e. Authority to render final decisions on adverse

actions taken for disciplinary reasons is retained by the

Commanding General and the respective Commanding Officers

of the commands listed in d above. Notices of proposed
adverse actions will be issued by those officials authorized

to propose and effect disciplinary suspension actions.

f. The authority to render a final decision on non-

disciplinary adverse actions such as those resulting from

the application of new classification or job grading
standards, is hereby delegated to the Civilian Personnel

Officer. Notices of proposed adverse actions in such cases

will be issued by the appropriate division head of the

Civilian Personnel Office.

6. Responsibility of Supervisors

a. The immediate supervisor is responsible for main-

taining discipline and morale among the employees he

supervises and for initiating appropriate action when

warranted. To ensure that supervisors exercise maximum

responsibility over their subordinates, employees will

generally receive instructions or discipline from or through

their immediate supervisors. This does not, however, pre-

clude disciplinary action being initiated by higher levels

of supervision. When this is done, the higher level super-

visor should consult with, and to the extent practicable,

work through the immediate supervisor. When military

personnel serve as immediate supervisors of civilians, they

will exercise the same responsibilities as are exercised by
civilian supervisors.

3



BO 12750.IG
4 Feb 1977

b. When a supervisor observes an infraction of rules
and the immediate supervisor of the employee concerned is
not available, he may take such steps on the spot as appear
warranted. Thereafter, he will locate the supervisor con-
cerned, fully explain the circumstances to him, and place
further responsibility for action in his hands.

c. When an infraction is observed or reported, the
immediate supervisor or other appointed investigator will:

(i) Conduct a thorough investigation to develop
and document all the facts.

(2) Endeavor to obtain statements from the
employee and witnesses or other persons having a direct
knowledge of the circumstances.

(3) Prepare a pre-action investigation as outlined
in enclosure (2), Format for Investigatory Procedure,
recording all information, specifically and in detail, i.e.,
dates, times, specific instances, and other data necessary
to understand the charge. No determination will be made
that disciplinary action is warranted until the written
investigation is shown to and discussed with the employee
and he has had the opportunity to comment.

(4) Hold a discussion with the employee after
advising him of the right to be represented during the
discussion. This right to representation continues and can
be invoked by the employee during any further questioning
of the employee regarding the matter.

(a) Show the pre-action investigation to the

employee and provide him an opportunity to comment orally
and/or in writing. Advise the employee that his reply will
be considered in arriving at a decision.

(b) Advise the employee whether or not cor-
rective action will be recommended.

(5) Complete the pre-action investigation to include
the employee’s oral and/or written comments and the inves-
tigator’s recommendation, and submit it to the next level
of supervision for review and approval.

(6) When a letter of reprimand is considered the
approrpiate action, it should be promptly prepared using
enclosure (3), Sample Letter of Reprimand, as a guide; and
it should be issued to the employee as soon as possible after
review by the Civilian Personnel Officer.
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(7) When a penalty more severe than a letter of
reprimand is considered necessary, the investigation will
be forwarded to the appropriate official author’zed to
initiate such action.

7. Application of Guideline Schedule of Disciplinary
Offenses and Penalties (Enclosure (I)). The Schedule is a
guide to: (a) properly identify the offense, (b) assess
the appropriate penalty within a given range, and (c) achieve
equitable and just treatment among employees. Should an
offense be committed that is not adequately or properly
identified by one of the listed offenses, such terms and
such penalty as best fit the act for which the employee is
being disciplined will be used.

a. Properly Identifying the Offense. When using the
Schedule to describe an offense, care should be taken that
only that portion or phrase is used which actually describes
the offense and which may subsequently be appropriate as a
charge in a disciplinary or adverse action. The use of "and"
or "or" in stating an offense or charge may make the charge
non-specific. The charge must be accurately described and
the supporting explanation specific and supportive of the
charge.

b. Assessing the Appropriate Penalty. The Schedule
provides a range of penalties to give flexibility in dealing
with particular situations. The penalty imposed shall be the
minimum penalty that can be expected to correct an offending
employee and maintain general discipline and morale. Criteria
to be considered when imposing a penalty include the nature
of the offense, the employee’s length of service, past
disciplinary record, nature of position (supervisory, or other
position of trust), and any extenuating or mitigating cir-
cumstances. In view of the responsibilities vested in a

supervisor, the penalty for any offense he commits may justly
be in excess of the penalty in the Schedule which would be
assessed a nonsupervisory employee for the same offense. In
unusual cases, a penalty either less or more severe than the
minimum or maximum range provided for in the Schedule may be
imposed. When a more severe penalty is imposed, justifica-
tion shall be included in the advance notice of proposed
action and the notice of decision.

c. Achieving Equitable and Just Treatment. Management
must ascertain whether there is substantial evidence to

justify the contemplated action. A prima facie case which
can withstand the following tests must exist: that the
action can be demonstrated to be for "such cause as will
promote the efficiency of the service"; that management has

5
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made a good faith effort to assist the employee in correcting

deficiencies and that these efforts’have failed; that the

evidence has been thoroughly documented and can be supported

by testimony or documents in an appeal, which usually involves

a hearing and cross-examination of witnesses; and that the

proposed action is consistent with other actions taken by

the activity. When management has failed to take timely

action on a violation of a rule or employment condition, that

violation may not be used subsequently as a part of a series

or as a basis for increasing the proposed penalty or for

initiating additional charges.

d. Combination of offenses. When a series of offenses

(more than one) are committed by an employee within a

relatively short period of time, on which management has not

had time to take individual action although it proceeded in

timely fashion, such offenses may be combined in a single

action, with a more severe penalty than any one would normally

merit. In the notice of proposed action and decision letter,

each offense will be identified and described as in an

individual action. Included will be an explanation of the

more severe penalty.

8. Nonformal Measures. In many instances, formal disci-

plinary action is not required to correct offending employees

or to maintain discipline and morale among other employees.

The same results may be achieved through nonformal measures

such as:

a. Oral Admonitions. Oral admonitions or warnings are

informal actions and usually constitute the first step in

progressive discipline. As a rule, they are taken by the

immediate supervisor for minor violations of a rule or

regulation, or to call the employee’s attention to certain

deficiencies in his conduct or work performance. Incidents

for which an employee is orally admonished will not be

counted as prior offenses or infractions when determining a

penalty under the Schedule. They may be used in subsequent

actions, however, to show that certain aspects of an

employee’s conduct or performance has been brought to his

attention. The supervisor should retain a record of any

oral admonition for a period not to exceed one year. An

oral admonishment will not be made a matter of record in the

Official Personnel Folder. Oral admonitions may not be

administratively grieved or appealed.

b. Letters of Caution (Example in Enclosure (4)). A

letter of caution is a nondisciplinary, written notice

concerning conduct and/or work performance. It may be

issued to an individual employee or to a group of employees,
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by an immediate supervisor or by a higher level management
official. It advises the recipient(s) of the acceptable
standards of conduct or work performance, and informs the
employee that his conduct or work performance is failing to

meet those standards. Incidents which form the basis for the
issuance of letters of caution will not be counted as prior
offenses when determining the penalty for a subsequent
infraction under the Schedule. Such incidents may, however,
be included in the specifications of proposed disciplinary
action or performance rating warnings in the future, when it

is appropriate to describe a pattern of conduct or perfor-
mance. Such letters will not be filed in the employee’s
Official Personnel Folder, but may be retained by the super-
visor for a period not to exceed one year. They will be
automatically cancelled one year from date of issuance.

Letters of caution may be used during their retention period
to show that a particular matter has been officially noted
and brought to the employee’s attention. Letters of caution
are grievable through the appropriate grievance procedure and
must be reviewed by the Civilian Personnel Officer for con-

formance with prescribed procedures prior to issuance to an

employee.

c. Letters of Requirement (Example in Enclosure (5)).
A letter of requirement is a nondisciplinary, written notice

which levies an employment-related requirement upon the
recipient. It may be issued to an individual employee or to

a group of employees, by an immediate supervisor or by a

higher level management official. A letter of requirement may
levy a requirement on an employee which is over and above that

expected of other employees; e.g., one which requires a

doctor’s certificate to support future requests for sick
leave, or one which subjects an employee to certain controls
not imposed on other employees. Incidents which form the

basis for the issuance of letters of requirement will not be

counted as prior offenses when determining the penalty for a

subsequent infraction under the Schedule. Such letters will

not be filed in the employee’s Official Personnel Folder but

may be retained by the supervisor for a period not to exceed

one year. They will be automatically cancelled one year from

date of issuance. Letters of requirement may be used during
their retention period to show that a particular matter has

been officially noted and brought to the employee’s attention.

Letters of requirement are grlevable through the appropriate
grievance procedure and must be reviewed by the Civilian

Personnel Officer for conformance with prescribed procedures
prior to issuance to an employee.

9. Initiation of Disciplinary and Adverse Actions. In
accordance with the provisions of references (a), (b), (e),
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and this Order, the following procedures must be followed
when disciplinary or adverse action is taken against any
career, career-conditional, term, or indefinite employee who
is not serving a probationary or trial period. Prior to
initiation of any disciplinary or adverse action, compliance
with the requirements of paragraph 6c, above, is required.

a. Letter of Reprimand. A letter of reprimand is the
minimum formal disciplinary penalty for all offenses. It is
appropriate when a breach of the employee-employer relation-
ship is of such nature as to warrant the temporary inclusion
of a record in the employee’s Official Personnel Folder. It
constitutes a fair warning that the employee has failed or

is failing to meet the prescribed standards of behavior of
the organization. A reprimand is the first in a possible
series of formal disciplinary actions, each more progressive
in nature, if the reprimand does not serve its purpose. In
certain types of offenses, such as indebtedness, when a

suspension may not be the correct penalty, a series of
reprimands, progressively more severe in tone would carry the
same weight as suspensions in justifying a subsequent removal
action. Incidents which form the basis for the issuance of
a reprimand may be counted as prior offenses when determining
the penalty for a subsequent infraction under the Schedule.

(i) A letter of reprimand shall:

(a) Cite.the specific reasons for its issuance

and reference the pre-action investigation discussion in

which the employee was shown all evidence against him.

(b) Inform the employee that the letter will
be filed in the Official Personnel Folder for a period of
two years from the date of the letter.

(c) Advise the employee that future offenses
of the same nature may result in a more severe penalty.

(d) Advise the employee of the appropriate
grievance procedure and the time limits involved.

(2) Letters of reprimand are prepared by the
employee’s supervisor. Prior to issuance to an employee,
however, they must be reviewed by the Civilian Personnel
Officer for conformance with prescribed procedures. Delivery

to the employee will be effected by such means as to ensure
two signed, receipted copies are transmitted to the Civilian

Personnel Office for retention.
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b. Suspensions of 30 calendar Days or Less. A
suspension is a formal disciplinary action that may be the
final warning step in the progressive disciplinary process
before removal action. It is a placing of an employee in
one or more days of nonduty status, without pay. A
suspension is appropriate where other nonformal and/or
formal actions have failed to correct unacceptable conduct.
It is also appropriate for first infractions in connection
with serious breaches of conduct. A suspension, however, is

normally not an appropriate penalty for indebtedness or
unsatisfactory performance situations. Most suspensions fall
within a one-to-five-day period. Rarely should a suspension
in excess of i0 workdays be appropriate. The financial
impact upon the employee should be carefully considered in

decisions to suspend, and the number of days set at a point
within the recommended range which will serve to be corrective
rather than punitive. Suspension penalties of less than 30
calendar days are applicable to workdays only and are
grievable through the appropriate grievance procedure on both
merit and procedure. They are appealable to the Civil
Service Commission, Federal Employee Appeals Authority, on

procedure only. Effected suspension actions become a per-
manent record in the employee’s Official Personnel Folder.
A pre-actlon investigation recommendation to suspend an
employee must be forwarded to the cogn’izant management
official designated in paragraph 5 above. If, in the
official’s opinion, a suspension is warranted, such data
shall be forwarded, including the investigatory report, to
the Civilian Personnel Officer with a statement of the number
of days of suspension proposed. The Civilian Personnel
Officer will prepare, in draft form, the advance notice of
proposed suspension for the cognizant official’s approval.
The cognizant official will issue the proposed suspension
letter and effect delivery to the employee. Delivery will
be by such means as to ensure that a copy with a signed
receipt or certification of delivery is transmitted to the
CivillanPersonnel Office for retention.

(i) Advance Notice.
suspension letter must:

An advance notice of proposed

(a) State reasons for the proposed suspension
specifically and in detail.

(b) Allow the employee a reasonable amount of
time (no less than 10 calendar days, excluding date of
delivery and last day to reply) in which to secure affidavits

and submit a written reply. Advise the employee to whom the
reply should be directed. When feasible, the official



BO 12750.IG
4 Feb 1977
receiving the reply should be other than the individual

who proposed the action.

(c) Advise the employee of the opportunity
to be represented by an individual of his or her choice.

(2) Employee’s Reply. If the employee submits a

written reply to the proposal letter, it must be considered in

reaching a decision, and included in the case file. Upon
receipt and consideration of a written reply or at the

expiration of the notice period, whichever occurs first,
the cognizant official will advise the Civilian Personnel
Officer by memo of his decision and the reasons therefore.

(3) Written Decision. The employee must be notified

in writing of the decision at the earliest practicable date.

The decision letter will be prepared, in draft form, for

the cognizant official by the Civilian Personnel Officer.

The notice of decision to suspend must:

suspension.
(a) Inform the employee of the reasons for the

(b) Advise the employee of his right to grieve
through the appropriate grievance procedure and of the time

limit for initiating the grievance.

(c) Advise the employee of his right to appeal
to the Federal Employee Appeals Authority for a review of the

procedures followed in effecting the suspension and of the

time limit for initiating the appeal.

(d) Be delivered to the employee prior to the

effective date of the suspension.

c. Suspensions for More than 30 Calendar Das Removal,
eduction in Rank or Compensation and Furlough Without Pay.
These actions are formal adverse actions appealable only to

the Federal Employee Appeals Authority on both merit and

procedure. A pre-action investigation recommendation of

adverse action must be forwarded to the cognizant official

designated in paragraph 5, above. If, in the official’s
opinion, such action is warranted, he shall forward the

investigation and other pertinent data to the Civilian

Personnel Officer with a statement of the specific action

proposed. The Civilian Personnel Officer will prepare, in

draft form, the notice of proposed adverse action for the

cognizant official’s approval. The cognizant official will

issue the proposed letter and effect delivery of such to the

employee. Delivery will be by such means as to ensure that

a copy with a signed receipt or certification of delivery is

transmitted to the Civilian Personnel Office for retention.

i0
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(a) Suspensions for More than 30 Calendar
Days. A suspension of more than 30 calendar days should not,
generally, be imposed. Some circumstances which justify
such penalties are: (i) when required by law; (2) when
directed by the Civil Service Commission; (3) when the
particular circumstances of a case justify, e.g., an indefinite
suspension pending an investigation or disposition of a

criminal action; or (4) in conjunction with a removal action
where circumstances preclude retaining the employee in a

duty status.

(b) Removal. Removal should be taken only
after less severe measures have failed to correct the
offending employee, or when the first offense is of such a
serious nature that removal action is clearly warranted. A
removal action may be based on an employee’s conduct off the
job as well as on the Job. It may also be based on action
odcurrlng before appointment, e.g., falsification of his

application. Depending on the gravity of previous offense(s),
removal action may be instituted against an employee who has
committed one or more offenses in a two-year period. Removal
action will be initiated only after it has been clearly
demonstrated that the employee does not conform to the
accepted rules of conduct, and where such action will promote
the efficiency of the service. When considering removal
action against an employee, management officials will neither
request that the employee resign or retire to keep from being
disciplined nor imply that a resignation or retirement would
result in a clear record. (A resignation or retirement

obtained under such circumstances may later be challenged as

being obtained under duress and thus found to be an invol-

untary action subject to adverse action procedures.)

(c) Reduction in Rank or Pay. A demotion is

not normally an appropriate disciplinary action since it is

usually related to matters of performance. However, in

situations of misconduct which appear to warrant removal,
demotion to a position of lesser responsibility and authority
may be appropriate and serve as a more moderate penalty;
e.g., demotion from a supervisory to a nonsupervisory position,
and withdrawal of contract approval authority. An employee’s
previous employment record and the prospect for satisfactory

performance in another position should be primary consider-

ations in making this determination.

(d) Furlough Without Pay. A furlough is an

action placing an employee in a nonduty and nonpay status

because of lack of work or funds or other nondisciplinary

ii
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reasons and is therefore not considered further in this
Order.

(2) Advance Notice.
action letter must:

A notice of proposed adverse

(a) Give the employee at least 30 calendar
days’ advance notice of the proposed action. (Less notice

may be given in some cases where a crime may be involved.)

(b) State any and all reasons for the pro-
posed action specifically and in detail.

(c) Advise the employee of the location of

and make available to him for review all the material relied

on to support the reasons in the advance notice.

(d) Advise the employee of his right to answer
personally, in writing, or both personally and in writing
and the official who will receive his answer(s).

(e) Allow the employee, if he is otherwise in
an active duty status, a reasonable amount of official time

(normally, not to exceed six hours), in which to secure
affidavits and prepare his answer.

(f) Advise the employee of the opportunity
to be represented by an individual of his or her choice.

(3) Emploxee’s Reply. If the employee replies in

person, a transcript or summary of the personal reply must

be prepared for the record. The employee should acknowledge,
by signature on the original, the contents of the summary;
and he should be permitted to attach any statement of

explanation he desires. Any and all replies, in person and/
or in writing, must be considered in reaching a decision.

At the expiration of the stated reply period, the transcript

or summary of the oral reply and written reply, if any, will

be forwarded to the Civilian Personnel Office for inclusion

in the case file, with a statement of the decision to be

issued.

(4) Written Decision. The Senior Command Official

is the deciding official in all adverse actions. The employee
must be notified in writing of the official’s decision at the

earliest practicable date. Decision letters will be prepared
by the Civilian Personnel Officer for the signature of the

12
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Senior Command Official. Such letters may be signed by an
official "acting" in the absence of the Senior Command
Official, but not "by direction." Delivery will be by such
means as to ensure that a copy with a signed receipt or
certification of delivery is transmitted to the Civilian
Personnel Office for retention. The notice of decision in
all adverse actions must:

(a) Be delivered to the employee before the
adverse action is effected.

(b) State which of the reasons in the advance
notice have been found sustained and which have been found
not sustained.

(c) Inform the employee of his right of appeal
to the Federal Employee Appeals Authority and of the time
limit for appealing.

i0. Probationary Indefinite Employees Servin$ a Trial

Period and Temporary Employees with Less than One Year of
Continuous Service. The procedures in paragraph 9 above do
not apply to these employees. Prior to initiating disci-
plinary or separation actions on such employees, the Employee
Relations and Services Division should be contacted as to the
appropriate procedure. Those officials delegated the authori-
ty to effect disciplinary suspension actions in paragraph 5,
above, are hereby delegated the authority to separate
probationary, indefinite employees serving a trial period,
and temporary employees with less than one year of continuous

service.

ii. General Prohibitions and Problems

a. Use of Government Property. Facilities and Manpower.
An employee is prohibited from directly or indirectly using
or allowing the use of Government property of any kind, in-

cluding property leased to the Government, for other than
officially approved activities. An employee has a positive
duty to protect and conserve Government property, including
equipment, supplies, and other property entrusted or issued

to him.

b. Misuse of Information. An employee is prohibited
from directly or indirectly using or allowing the use of
official information obtained through or in connection with

his Government employment which has not been made available

to the general public, for the purpose of furthering a

private interest.

13
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c. Contributions or Presents to Superiors. An employee
shall not solicit contributions from another employee for a

gift to an employee in a superior official position; an

employee in a superior official position shall not accept
a gift presented as a contribution from employees receiving
less salary than himself; and an employee shall not make
a donation as a gift to an employee in a higher official

position. This does not, however, prohibit a voluntary gift
of nominal value or a donation in a nominal amount when
made on a special occasion such as marriage, illness, or

retirement.

d. Outside Employment

(i) Incompatible Activities. An employee is pro-
hibited from engaging in outside employment or other outside

activity not compatible with the full and proper discharge
of the duties and responsibilities of his Government employ-
ment. Outside employment which tends to impair the employee’s
mental or physical capacity to perform his Government duties

and responsibilities in an acceptable manner is forbidden.
Other incompatible activities include, but are not limited to,
acceptance of any favor, pay, gift, payment of expenses, or

any other thing of monetary value in circumstances in which

acceptance may result in or create the appearance of conflicts

of interest. Employees who intend to run for office in non-

partisan elections or who desire to hold an appointive office

with a state or local government, concurrent with their

Federal government position, must obtain prior approval of

such outside employment from the Senior Command Official.

Such approval is contingent upon a determination by the Com-
mand that the holding of office is not incompatible with,
and would not interfere with, the regular and efficient

discharge of the duties of the employee’s Federal position.

(2) Additional Compensation for Services. An
employee is prohibited from receiving any salary or anything
of monetary value from a private source as pay for his services

to the Government.

(3) Teachlng Lecturing, and Writing. Employees
are encouraged to engage in teaching, lecturing, and writing

that is not incompatible with the applicable restrictions

and requirements, in accordance with reference (c).

e. Conduct Prejudicial to the. Government. An employee
shall not engage in criminal, infamous, dishonest, immoral,
or notoriously disgraceful conduct or other conduct pre-
judicial to the Government. Employees shall avoid any action,

whether or not specifically prohibited, which might result

14
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in or create the appearance of using public office for
private gain, giving preferential treatment to any person,
impeding Government efficiency or economy, losing complete
independence or impartiality, making a Government decision
outside official channels, or affecting adversely the
confidence of the public in the integrity of the Government.

f. Indebtedness. Employees are required to pay each
just financial obligation in a proper and timely manner,
especially one imposed by law such as State, Federal, or
local taxes. Complaints of private indebtedness will be
processed in accordance with reference (f).

g. Reporting for Duty or Being on Duty Under the
Influence of Intoxicants. An employee suspected of reporting
for duty or being on duty under the influence of intoxicants
will be taken by a supervisor to the Branch Clinic, Building
15, for medical evaluation by a medical officer whenever
this is practicable. Items 1 through 12 of Competence for
Dty Examination Form, NAVMED 6120/1 (available through
Self-Service) will be completed by the organizational
commander, head of staff section department head, or chief
of service, as appropriate, or their designated representative,
and submitted to the examining physician for the requested
examination. Upon completion of the examination, NAVMED 6120/1
and the employee will be released to the official who
requested the examination. If it is determined that the
employee is under the influence of intoxicants, he will be
placed on annual leave for the emainder of the day and
appropriate action, in accordance with this Order and
reference (g), will be taken.

h. Refusal to Perform Properly Assigned Duties. An
employee who refuses to perform properly assigned duties in
effect places himself in a nonduty, nonpay status. Such
nonduty, nonpay status will not extend beyond the workday
(shift) during which the refusal occurs, and the employee
Will be instructed to return to duty no later than the
beginning of the next scheduled workday (shift). In such a

case action taken to relieve the employee from duty is

nothing more than administrative recognition of the employee’s
own actions and does not constitute a suspension from duty.
Additionally, an employee who refuses to perform properly
assigned duties is subject to appropriate disciplinary action.

i. Unsatisfactory Performance of Duties. When ineffi-
ciency is not due to disability, an employee whose performance
is not satisfactory may be reassigned, changed to lower grade,
or separated, as appropriate. Before initiating such action

against an employee with a performance rating of satisfactory

15
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or better, the employee shall be advised, in writing, of his

shortcomings and the consequences of failure to improve. If
an adverse action becomes necessary, the notice of proposed
action must state specifically and in detail what the
requirements for the position are and how the employee failed

to measure up to the performance required or expected. The
fact that an employee has a current official performance
rating of satisfactory or better does not prevent taking
otherwise appropriate adverse action.

12. Change Notation. Significant changes contained in this

revision are denoted by asterisks (*) in the outer left

margin.

13. Action. It is the responsibility of supervisors to

ensure that all employees under their supervision are familiar

with the contents of this Order. Questions on interpretation
and application should be referred to the Civilian Personnel

Office, telephone extension 1579 or 1458.

14. Applicability. Having received the concurrences of the

Commanding Officers of Marine Corps Air Station (Helicopter),
New River, Naval Regional Medical Center, and Naval Regional
Dental Center, this Order is applicable to those commands.

Chief of Staff

DISTRIBUTION: "C" less Cat III
plus 50 to CivPersOff

16
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FORMAT OF
PRE-ACTION INVESTIGATION

From:
To:
Via:

(Title of person conducting investigation)
(Cognizant official designated in paragraph 5)
(Appropriate line of supervision)

Subj: Report of pre-action investigation; case of (Employee’
Name, Title, Pay No. )

Ref: (a) BO 12750.IG

Encl (i) Subject investigation report
(2) Copy of letter of reprimand (if appropriate)

(Use one of the following statements, as appropriate.)

i. In accordance with the provisions of reference (a), an

investigation was conducted by the undersigned regarding
(state the offense) of/by the subject employee. In view
of the circumstances and facts developed, as outlined in
enclosure (i), it is considered that (state the penalty;
i.e. removal from employment or suspension of days)
is warranted as the minimum corrective action which will be
effective in this case. Accordingly, such action is

recommended.

(OR)

i. In accordance with the provisions of reference (a), an

investigation was conducted by the undersigned regarding
(state the offense) of/by the subject employee. In view of
the circumstances and facts developed, as outlined in

enclosure (i), it is considered that a letter of reprimand
will constitute sufficient action. The letter of reprimand
will be issued upon review and approval of enclosure (2).

Copy to:
CivPersOff (w/encl(s))

Is

ENCLOSURE (2)

1
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FORMAT OF
PRE-ACTION INVESTIGATION

Employee: (Name, Title, Pay No. _, and Organi-
zation)

Offense: (Unauthorized Absence/Insubordination)
Investigator: (Name, Title, Organization)

Ref: (a) BO 12750. IG

i. As required by reference (a), the circumstances con-

cerning the above cited offense(s) as related to the named

employee has/have been investigated. The following infor-

mation and facts were developed.

CIRCUMSTANCES

WITNESSES

a. State the circumstances (include
all information, specifically and
in detail, including time, date,
and places; specific instances and
other data sufficient to fully
explain and support the offense
cited; check personnel record to

establish violation as a ist, 2d,
or 3d infraction; indicate what
steps were taken to verify facts;
attach pertinent documentation).

b. List all witnesses by name, job/
position title, and telephone
extension. Signed statements of
witnesses should be included if
possible. Where signed statements
are not possible, a detailed
summary of any discussions with
witnesses shall be included.

DISCUSSION WITH
EMPLOYEE

ENCLOSURE (2)

c. (Investigation should be completed
and typed to this point. A time

should be set for the discussion
and the employee advised of the
right to have a representative.
After discussion, complete inves-

tigation.) Indicate: (I) when and
where discussion took place and who
was present; (2) that employee was
shown the investigation; (3) advice
to employee of the specific instance

of misconduct, inefficiency, vio-
lation of Guideline Schedule of
Disciplinary Offenses and Penalties,
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or other reason for the discussion;
(4) that the employee was permitted
to present his side of the matter
and what was said (if the employee
desires to make a written state-
ment, it should be signed and for-
warded with this report); and (5)
that the employee was advised that
he would be notified whether
corrective administrative action
was’to be recommended.

SIGNATURE OF
INVESTIGATOR Is

Date:
Tel. Ext.:

The aforestated report of investigation has been reviewed
and is approved.

SIGNATURE OF
APPROVING OFFICIAL Is

(Name and job/posltion title of
investigator’s supervisor or
reporting military senior)
Date:
Tel. Ext.:

ENCLOSURE (2)





BO 12750.IG

4 Feb 1977

SAMPLE LETTER OF REPRIMAND

From: (Title)
To: (Name, Title, Pay No.

)

Subj Reprimand

Charge: Para i. Cite
specific reason for
issuance of reprimand
(use parts of blanket
statement in Guide-
line Schedule which
describe actual
conduct). Be
specific and detailed
as to all circum-
stances. Cite all
oral or written
instructions violated.

Discussion: Para i.
Summarize discus-
sion(s) with employee.
Cite action employee
was advised would be
taken or recommended.

Ref: (a) BO 12630.IF
(b) BO 12750.IG

i. You are hereby charged with
unauthorized absence on 12 through
16 April 1976. You did not report
for work on 12 April and did not

advise your supervisor of the reason
for your absence as required by
reference (a). No information was

received from you until you reported
for work on 19 April. When this
absence was discussed with you on 19
April, you stated that you asked a

neighbor to call in for you but he
had apparently forgotten to do it.

You were asked if you were familiar

with the leave regulations outlined
in reference (a), which state that
annual leave must be requested and

approved in advance or reported on

the first day of such absence if

required for an emergency. You stated
that you knew what was required but

you thought your neighbor would take
care of it. On 21 April you were

shown the pre-action investigation
and were given the opportunity to corn-
rnent on the information contained
therein. You stated that you did

not desire to comrnen on the pre-mctlon
investigation, orally or in writing.
After consideration of your reply, you
were advised that a reprimand would
be issued.

Decision: Para 2.
Cite all information
consldered--show
finding and decision
on each charge.

2. The charge in paragraph i and your
reply thereto have been carefully
considered. The charge has been

found to be supported by substantial
evidence. It has, therefore, been

decided that the charge is sustained

ENCLOSURE (3)

i
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and sufficient to warrant a reprimand.
Accordingly, this letter constitutes
a reprimand in accordance with
reference (b) and will be made a
matter of record in your Official
Personnel Folder for a period of
two years from the date of this
action. Future offenses of the same
nature may result in a more severe
penalty as Warraned by circumstances.

Grievance Rights: Para
3. Required in all
reprimands of Unit
employees. For em-
ployees excluded from
the Unit, contact the
Employee Relations
Office, extension 1579.

Sisnature: Person
authorized to issue.

Certification of

Delivery: Obtain
signed receipt or
submit certification
concerning delivery/
mailing.

3. If you conider this reprimand
improper, you may grieve through
the Negotiated Grievance Procedure
as set forth in the current Negoti-
ated Agreement. If you exercise this
right, your grievance must be initi-
ated within 15 calendar days from the
date of receipt of this letter.

Is/

Copy to

CivPersOf f (2)

This is to certify that I received
the original of this letter on this
date.

(date)

(signature)

ENCLOSURE (3)
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From: Normally, the
employee’s immediate
supervisor (one who
approves leave and
assigns performance
ratings).

Circumstances: Para i.
Be specific and detailed
as to what deficiencies
in conduct or perfor-
mance are being
brought to his atten-
tion. Explain what
is expected as accept-
able standards of
conduct or performance
and how the employee
may improve.

From: (Supervisor’s Title)
To: (Name, Title, and Pay No.

)

Subj: Letter of caution

Ref: (a) BO 12750.IG

i. On 23 March 1976, you attended
a meeting with all the employees of
your section in which the matter
of leaving work sites dirty at the
close of business was discussed.
At this meeting, everyone was
advised that the supervisor would
make daily inspections prior to the
close of business, to ensure that
all work sites were left in an
orderly condition. During the
inspection at 1625 on 29 March, you
were informed that your work site
was not clean and that it should be
taken care of before 1630. No
further inspection was made on 29
March. At 0800 on 30 March, however,
your work area was again inspected.
At that time, it was noted that the
site was still dirty and it did not
appear that any effort had been
made to clean it as instructed.

Caution: Para 2.
Explain what may result
if there is a recur,-

rence of the matter
and the improvement
expected. Offer
assistance.

2. In accordance with the pro-
visions of reference (a), you are
hereby cautioned that any further
occurrence of failure to carry out
instructions of superiors may
result in appropriate disciplinary
action. You will be given reason-
able assistance to improve. Special
assistance will be given upon
request.

Retention and future
use: Para 3. Required
in all letters of
caution.

3. Although this letter is not
considered to be a formal action
and will not be included in
your Official Personnel Folder,
it will be retained by your
supervisor during its effective

ENCLOSURE (4)
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Grievance Rights: Para
4. Required in all
letters of caution of
Unit employees. For
employees excluded
from the Unit, contact
the Employee Relations
Division, extension
1579.

Signature: Person
authorized to issue.

Certification of
Delivery: Obtain
signed receipt or
submit certification
concerning delivery/
mailing.

period and may be used in any
future actions to describe a pattern
of conduct/performance (as appro-
priate). This letter will be can-

celled not later than one year from
date of isuance.

4. You may grieve this action
through the Negotiated Grievance
Procedure as set forth in the
current Negotiated Agreement. If
you exercise this right, your
grievance must be initiated within
15 calendar days from the date of
receipt of this letter.

Is

Copy to:
CivPersOff

This is te certify that I received
the original of this letter on
this date.

(date)

(signature)

ENCLOSURE (4)
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SAMPLE LETTER OF REQUIREMENT

(Date)

From: Normally the
supervisor who
assigns performance
appraisals and
ratings.

From: (Title)
To: (Name, Title, Pay No.

)

Subj Letter of requirement

Ref: (a) BO 12630.IF

Circumstances: Para i.
Explain fully as to
what deficiencies in
conduct or performance
are being brought to
his attention. Note
counseling given and
date.

i. In reviewing your past appli-
cations for sick leave, it appears
that in some instances you have
abused your sick leave privilege.
Your leave record shows that in most
cases your sick leave has been taken
in intervals of from one to three
days, which did not necessitate
medical certification. From person-
al observations and reports from
various sources, I am of the opinion
that in many instances your sick
leave was abused. On (date)
this matter was discussed with you.
You were advised orally on (date)
that consideration was being given
to requiring medical certification
for each such absence since the
abuse of sick leave was indicated.

Requirement: Para 2.
Explain what is being
required and what
action may result if
the requirement is not
met.

2. Your sick leave record has not
improved. Consequently, it has been
determined that in accordance with
reference (a), your future applica-
tions for sick leave must be sup-
ported by medical certification
regardless of the length of such
absence. Failure to provide medical
certification for any absence because
of illness may result in disciplinary
action based on unauthorized absence.

Guidance: Para 3.
Explain what is expected
as acceptable standards
of conduct or perfor-
mance and how the

3. It is to your benefit to correct
any physical disability which may be
causing recurrent absences. If you
have any physical ailment of any kind,
it is also to your benefit to have

ENCLOSURE (5)
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employee may improve.

Retention. and future
use: Para 4. Required
in all letters of
requirement.

such condition medically corrected
in order that your job may not be
jeopardized by repeated absences.
You are urged to attend to this
matter promptly by consulting your
private physician.

4. Although this letter is not
considered to be a formal action
and will not be included in your
Official Personnel Folder, it will
be retained by your supervisor
during its effective period and may
be used in any future actions to
describe a pattern of conduct. This
letter will be cancelled not later
than one year from date of issuance.

Grievance Rights: Para
5. Required in all
letters of requirement
of Unit employees.
For employees excluded
from the Unit, contact
the Employee Relations
Division, extension
1579.

Signature: Person
authorized to issue.

Certification of
Delivery: Obtain
signed receipt or
submit certification
concerning d’elivery/
mailing.

5. You may grieve this action

througk_.the Negotiated Grievance

Procedure as set forth in the
current Negotiated Agreement. If

you exercise this right, your
grievance must be initiated within
15 calendar days from the date of
receipt of this letter.

Is

Copy to:
CivPersOff

This is to certify that I received
the original of this letter on

this date.

(date)

(signature)

ENCLOSURE (5)
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BASE ORDER IZZ70. 1

From: Commanding General
To: Distribution List

Subj: Travel Orders for Civil Service Personnel

Ref: (a) DoD Joint Travel Regulations Volume Z (NOTAL)
(b) BO 12410.3F
(c) BO P7000. IF (NOTAL)

Ench (I) Sample memorandum request
(2) Preparation of Form DD 1610

i. Purpose. To promulgate instructions concerning issuance of travel
orders to civil service personnel.

2. Cancellation.. BO 1320.4G.

3. Background. Reference. (a) authorizes the Commanding General to
issue certain travel orders to cizil service personnel and contains regu-
lations governing payment of certain travel and transportation expenses.
Reference (b) contains information concerning participation in training.
Reference (c) contains a list of Fund Administrators.

4. Policy. It is the policy of this command that travel and transporta-
tion at Government expense will be directed only when officially justified
and by those means which meet mssion requirements at the lowest pos-
sible cost consistent with good management practices. Rates of reim-
bursement will be as prescribed by reference (a). Persons directed to
travel on official business will exercise the same care in incurring ex-

penses and accomplishing a mission that a prudent person would exercise
if traveling on personal business. Excess costs, circuitous routes,
delays, or luxury accommodations unnecessary or unjustified in the
performance of a mission are not considered acceptable as exercising
prudence.

5. Temporary Duty Orders

a. Travel-Requestin Official

(I) Overtime. Before requesting travel, the travel-requesting
official should consider the possibility of the traveler being subject to
overtime. Line management is responsible for specifying, within
reasonable limits, the time during which authorized travel will be
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performed by employees. There are two different statutes covering
time spent traveling away from official duty station.

(a) Title 5, United States Code. Under this statute, time
spent by an employee in travel status away from his official duty station
is considered as hours of employment for overtime pay purposes only
(a) when travel is performed within the days and hours of his regularly
scheduled administrative workweek, including regular overtime work,
or (b) when the travel involves the performance of actual work while
traveling, is incident to travel that involves the performance of work
while traveling, is carried out under arduous conditions, or results
from an event which could not be scheduled or controlled administra-
tively. (Non-government sponsored meetings, conferences, or training
cannot be scheduled or controlled administratively. Any employee may
be subject to overtime under Title 5.

(b) Fair Labor Standards Act (FLSA). Overtime entitlement
under FLSA does not begin to accrue until the employee has completed
40 hours of actual work in a week. For example, an employee who has
any paid time off during the week (holiday, annual leave, sick leave, or
any excused absence with pay) will not accrue any entitlement to over-
time pay under FLSA until additional actual work exceeds the paid hours
of nonwork, and is in excess of 40 hours of actual work in the week.
Whether time spent traveling outside regular working hours is considered
"hours of work" under FLSA depends upon the kind of travel involved.
In general, authorized travel time outside regular working hours is
"hours of work" under FLSA if an employee (1) performs work while
traveling (including travel as a driver of a vehicle), (2) travels as a
passenger to a temporary duty station and returns during the same day,
or (3) travels as a passenger on nonwork days during hours which cor-
respond to his/her regular working hours. Only nonexempt employees
are subject to overtime under FLSA. There is no statutory provision
under FLSA for granting compensatory time off in lieu of overtime pay.

(Z) A memorandum should be sent to the Civilian Personnel
Officer toque sting estimated cost information for completion of Request
and Authorization of TDY Travel of DoD Personnel, DD Form 1610, at
least two weeks prior to the date the proposed travel begins. Enclosure
(1) is the format to use for the memorandum request.

(3) When it is determined that common carrier is not advan-
tageous to the government because of the location or short distance
involved and that a vehicle is required for official travel, a government-
furnished vehicle shall be used whenever it is reasonably available. The
travel-requesting official will contact Base Motor Transport to determine
the availability/nonavailability and indicate same On enclosure {1). If
a government-furnishe d vehicle is available, the traveler will indicate
by signing the statement on enclosure {1) whether he will/will not operate
the government-furnished vehicle. If a government-furnished vehicle is
available, but a privately-owned vehicle is authorized mileage reimburse-
ment will be computed at 0. 11# per mile. When use of a government

Z
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furnished vehicle is directed and the traveler refuses (in writing) to use
it, mileage reimbursement will be computed at 0.06 per mile. Mileage
reimbursement will be computed at 0. 155 per mile if a government-
furnished vehicle is not available.

(4) When the information regarding mode of transportation, per
diem and estimated costs of travel has been furnished, the travel-
requesting official will complete the DD Form 1610. When requesting
social security number for use on the DD Form 1610, furnish the
traveler a Privacy Act Statement. All spaces on the form will be
completed except Items 16, 20, 21 and 22. Detailed instructions are
contained in enclosure (2) for completion of DD Form 1610.

(5) After signing in Item 17, retain one copy, forward to the
Fund Administrator for funding approval signature in Item 18.

(6) When temporary duty is for training, submit Training Request,
Authorization and Record, NAVSO Form I.410/19 along with DD Form
1610. If training is to be provided by, in or through non-government
facilities of more than 80 hours duration, also submit a Training Assign-
ment Agreement, NAVSO Form IZ410/iZ in accordance with reference (b).

(7) When temporary duty is for attendance at non-government
sponsored meetings; submit Request and Approval for Attendance at
Meetings, NAVEXOS Form 12000/2.

(8) When approved orders are returned by the Civilian Personnel
Office, deliver immediately to traveler. If private automobile has been
authorized for the convenience of the traveler, work time spent in travel
outside common carrier schedule will be charged to annual leave or

LWOP, mileage reimbursements and per diem will be limited to con-

structive cost of common carrier transportation.

(9) Complete the Travel Voucher or Subvoucher, DD Form
1351-2, upon return to work by the traveler. Forward one copy of
DD Form 1351-2 to the Civilian Personnel Office on each employee
subject to overtime pay for time spent in travel.

(I0) Unused travel orders will be returned promptly to the Order
Authorizing Official (CivPersO) with a written explanation.

(l l) Permissive Travel Orders are prepared when an employee
wishes to defray all expenses. DD Form 1610 is sent directly to Order
Authorizing Official.

(12) Whenever a nonexempt employee is required to travel out-
side his regularly scheduled workweek, under circumstances for which
he will not be paid overtime, the requesting official must record his
reasons for ordering the required travel at those hours and must, upon
the request of the employee, furnish him a copy.

3
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b. Fund-Approvin Official (Fund Administrator). Fund Adminis-
trators in reference (c) are responsible for administering travel funds
for activities included in their funding responsibilities. When a Request
and Authorization for TDY Travel of DoD Personnel is received:

(i) If the expenditure of funds is approved, indicate approval
by signing Item 18. The signature in Item 18 must be the Fund Adminis-
trator or in his absence the acting Fund Administrator. ("By direction"
signatures are not acceptable.

(2) Forward via Assistant Chief of Staff, Comptroller and Chief
of Staff for final approval of funding to Civilian Personnel Officer for
assignment of travel order number and signature at least seven working
days in advance of departure date.

(3) If travel funds are not approved, return all copies to the
Requesting Official with appropriate explanation.

c. Order Authorizin Official (Civilian Personnel Officer). In
accordance with paragraphs C3000 and C3001 of reference (a), the
Civilian Personnel Officer is designated to act for the Commanding
General for the purpose of authorizing and authenticating travel orders
for civil service pe.rsonnel. Civilian Personnel Officer will:

(1) Furnish reply to memorandum request from Travel-Requesting
Official regarding mode of transportation, per diem and estimated costs
of travel. Furnish Privacy Act Statement for use in requesting social
security number from the traveler.

(2) Review all information entered in DD Form 1610 to ensure
that it meets the requirements of reference (a).

(3) Complete Item 16 (Remarks), Item 20 (Order Authorizing
Official), Item 21 (Date Issued), and Item 22 (Travel Order Number).
Attach actual expense statement, when necessary.

(4) Retain five copies of the Request and Authorization for TDY
of DoD Personnel for distribution as follows: Assistant Chief of Staff,
Comptroller; Base Fiscal Officer; Fund Administrator; Civilian Person-
nel Training Division and a file copy. Return the original and remaining
copies to the Reque sting Official.

(5) Upon receipt of completed Travel Voucher or Subvoucher,
DD Form 1351-Z, determine if the employee is subject to overtime
under Title 5 or FLSA and prepare the Civilian OvertimeTime/Holicay Premium Pay Authorization, MCBCL Form lZ550. The
Civilian Personnel Officer will sign as the requestor, and forward it to
the department concerned for concurrence. After concurrence, the
department will forward the form to the Assistant Chief of Staff, Comp-
troller.

4
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d. Traveler

(1) If a Transportation Request (T/R) is required, deliver the
original and all remaining copies of approved orders to the Passenger
Traffic Office, Building 233, for issuance of the T/R and endorsement
on the orders at least five working days prior to date of departure.

(Z) If an advance of travel funds is required and authorized,
deliver the original and remaining copies of travel orders to the
Disbursing Office, Building 1005, for the advance and endorsement
on the orde r s.

(3) If TDY is in a high cost area, it is mandator)r that the actual
expense statement be filled out. In all cases, receipts for lodging, all
items in excess of $15, and registration fee must be submitted with the
Travel Voucher to Disbursing.

(4) If private automobile has been authorized for the convenience
of the traveler, work time spent in travel outside common carrier
schedule will be charged to annual leave or LWOP, mileage reimburse-
ment and per diem will be limited to constructive cost of common carrier
transportation.

(5) Upon rturn to work report to the Travel Requesting Official
for completion of Travel Voucher or Subvoucher, DD Form 1351-2.

(6) Within three working days after travel is completed, report
to the Disbursing Office, Building 1005, with the original and four copies
of DD Form 1610; DD Form 1531-2; receipts, and actual expense state-
ment when applicable.

6. Permanent Duty Travel. When considering an employee from
another activity for a vacancy, travel/moving entitlements as authorized
in reference {a) will be discussed during the interview. Approval from
the Fund Administrator and/or Assistant Chief of Staff, Comptroller
must be obtained before a commitment is made to pay any travel/moving
expenses. The Civilian Personnel Officer is responsible for obtaining
necessary data and completion of Request and Authorization for DoD
Civilian Permanent Duty Travel, DD Form 1614. Authority to sign this
form by direction is delegated to the Civilian Personnel Officer.

7. Assistance. Questions concerning travel of civil service employees
should be referred to the Civilian Personnel Office, telephone extension
1886.

8. Chane Notation. Significant changes contained in this revision are
denoted by asterisk () shown in the outer left margin.
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9. Applicability. The provisions of this Order apply only to Marine
Corps Base civil service personnel.

DISTRIBUTION: "C" less Categories III&

6
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SAMPLE MEMORANDUM REQUES Feb 1977

MEMORANDUM

From: (Reque stin Official)
To: Civilian Personnel Officer

Subj: Travel Orders for (Traveler’s Name)

Ref: (a) BO 12270. 1

1. It is requested that estimated cost information be furnished to
complete DD Form 1610 on the subject employee. The following
information is forwarded in accordance with reference (a):

l:urpose of TDY:

Government Sponsored: 7 Yes No

Government Vehicle Available: 7 Yes No

-Mode of Transportation Preference:

Location of Training Site:

Type of Ouarters:

Date and Time Training Begins:

Date and Time Training Ends:

Registration fee or tuitio involved: Yes/No Amount:

Employee is Exempt or Nonexempt under the Fair Labor
Standards Act.

(Signature of Requesting Official)

: If POV is shown, the following written certification by the traveler is
required in accordance with JTR Volume 2, C2157.

I (will) (will not) operate a Government owned vehicle for the purpose of
performing travel required by temporary duty.

(Signature of Traveler)

ENCLOSURE (I)
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PREPAIbkTION OF FORM DD 1610

1. Most of the items on DD Form 1610 are self-explanatory. In
general, it should be completed as follows:

Item 1: Date of Request Enter day, month, and year.

Item 2: Name Enter name and social security number of traveler.

Item 3: Position Title and Grade or Rating Self-explanatory.

Item 4: Official Station Enter name and location of permanent duty
station.

Item 5: Organization Element Enter division, branch, or unit to
which traveler is assigned.

Item 6: Phone No. Enter that of the traveler at organizational
element.

Item 7: Type of Orders Indicate as appropriate, e. g. confirmatory,
amendme.nt, extension, blanket, group.

Item 8: Security Clearance The degree of security clearance for the
period of temporary duty will be included in the order as
interim or final security clearance; TOP SECRET, SECRET,
or CONFIDENTIAL, as appropriate, i.e., "Individual is
cleared for access to classified material up to and including
(classification) for the period of this temporary duty. " The
statement "Access’ to classified data not required" will be
include d when appropriate..

Item 9: .Pur]?ose of TDY Enter the dates of temporary duty less
travel time, the location of the training and reference any
pe rtinent communication or die ctive.

Item 10: (a) .Apprgx No. of Days of TDY (Including travel time). Self-
explanatory.

(b) Proceed O/A (Date) Indicate date for beginning of official
’avel which will be as accurate as possible.

Item 11: Itinerary Indicate places from and to which official travel is
authorized and "return to" point. If it is expected that the
traveler may have to vary from a prescribed itinerary to
accomplish the mission assignment, indicate by "X" in the
block preceding, "variation authorized. "

ENCLOSURE (Z)
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Item iZ: Mode of Transportation Indicate in the block(s) provided,
the mode(s) authorized. If travel is to be authorized via
privately owned conveyance, state the appropriate mileage
rate in the space provided. Indicate in the appropriate block
if such travel is determined to be advantageous to the Govern-
ment or if reimbursement is limited.

Item 13: Per Diem Check the block "Per Diem authorized in accord-
ance with JTR" unless a specified rate has been set for that
area.

Item 14: Estimated Cost Self-explanatory.
Which line of accounting data in Item
cost.

Indicate by asterisks(s)
19 applies to particular

Item 15: Advance Authorized Show amount authorized as an advance
of travel funds. This amount should not include travel expense
unless privately owned conveyance is used. Regulations for
advance of funds are contained in reference (a), CllOZ.

Item 16:

Item 17:

Item 18:

Item 19:

See Item
FY 1976.

Remarks: Leave Blank. (This will be filled out by Civilian
Personnel Office.

Requesting Official: Enter title and name of the unit or staff
section head concerned.

Approving. Official: Fund Administratorts title and name.

Accountin.g Data:, The complete Accounting fiassiicat/on
Code consisting of nine coding elements shall ] show**.
The data will be listed horizontally in sequenCe as follows:

(1) Appropriation (1751106 or 17"1804 as applicable)
(2) Subhead (applicable four digits)
(3) Object Class (insert 3 zeros)
(4) Bureau Control Number (67001)
(5) Suballotment (insert 1 zero)
(6) Authorization Accounting Activity (067001)
(7) Transaction Type Code
(8) Property Accounting Activity (insert 6 zeros)
(9) Cost Code (the last 12 digits of job order number)

Insert |at digit of fiscal year.

19 on DD Form 1610 for lateral spread of accounting data for

ENCLOSURE (2)
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Insert numerical character over each element and maintain spacing as
given in Item 19. Separate Cost Codes must be cited when tuition and
registration fees are required. When TDY starts in one fiscal year and
ends in the next fiscal year, show accounting information for each fiscal
year and the amount charged to each year.

Item 20: Order Authorizing Official or Authentication Leave Blank
(Civilian Personnel Office will fill this out.

Item 21: Date Issued Leave Blank (CivPersOff will fill out.

Item Z2: Travel Order Number Leave Blank (CivPersOff will fill out.

3
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REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD PERSONNEL

Travel Authorized as Indicated in Items 2 through 21.

BO 12270. 1

4 Feb 197,[
DATE OF
RE(USr

2Z June 1976
REQUEST FOR OFFICIAL TRAVEl.

2. NAME (Z,41It- ,i’b’l ’/,z/, Tn/t//) 3. POSITION TITLE AND GRADE OR RATING

DOE, John H. SSN: 634-001-1809 Employee Relations Specialist, GS-9
4. OFFICIAL STATION S. ORGANIZATIONAL ELEMENT 6. PHONE NO

IVIarine Corps Base
Camp Lejeune, NC ?-8542 Civilian Personnel Office 1886

7. TYPE OF ORbERS

Single
10 APPROX NO. OF DAYS OF’

TOY Z-’l.’U.)

I. mNERARY

8. SECURITY CLEARANCE

b. PROCEED O/A

14 Aug 1976
[] VARIATION AUTHORIZED

9. PURPOSE OF TDY

To attend a Labor and Employee Relations
Specialist Workshop on 15-16 August 1976

Ref: AFDOCMNINOTE IZ410 of Z0 Jun 1976

From Camp Lejeune, N.C. to Norfolk, Virginia and return

12. MODE OF TRANSPORTATION

COMME.RCIAL GOVERNMENT PRIVATELY OWNED CONVEYANCE

] DETERMINED APPROPRIATE TRANSPORTATION
Om:’CER (Ouene: "rmu only)

] MORE ADVANTAGEOUS GOVERNMENT

MILBAGE AND LIMITED TO CON-
LJ STRUCTWE COST COMMON CARRIER &

RELATED DIEM TRAVEL
LIMITED AS INDICATED JTR.

13 PER DIEM AUTHORIZED IN ACCORDANCE WITH JTR,. OTHER RArE OF PER DIEM

14. ESTIMATED COST 15. ADVANCE
AUTHORIZED

PB o,m TVm. OTHES(l:{eg fee) TOL

$8Z. 50,: 158. 50: ll0. 00 $151. 00 IIZ0. 00
16. RARKS l# [or r,UIr 100, b [i,

L E A V E B L A N K (CivPersOffwill fill out)

17. REQUESTING OFFICIAL t’l/e and ,,m’#) 18. APPR(VING OFFICIAL( and

JOHN H. BROWN
Civilian Pers onne I Office r FUND ADMINISTRATOR

AUHORIZAIION
19. ACCOUNTING CITATION

(1) (z) (3) (4) (5) (6) (7) (8) (9)
=:-" 1761106. ZTZ0 000 67001 0 067001 ZD 000000 6 10 0839 10Z8E

;::,-" 1761106. Z7Z0 000 67001 0 067001 2D 000000 6 10 0837 10Z8Q

20. ORDER AUTHORIZING OFFICIAL (’e and a/n’e)OR AUTHENTICATION 21. DATE ISSUED

BLANK (CivPe rsOff)
B L A N K (CivPersOff will fill out)

DD,’" 1610JUN

2:. TRAVEL ORDER NUMBER

BLANK (CivPe r sOff)

Appendix A to
ENCLOSURE (Z)





USE FOR PERMISSIVE ORDERS ONLY
REQUEST AND AUTHORrZATION FOR TDY TRAVEL OF DOD PERSONNEl.

(Pferen: Joint Travel Regulations)

Travel Authorized ! Imdlted In Items 2 through 21.

BO IZZ70.1
4 Feb 1977

DATE OF
ROUEST

2Z June 1976
|EQUESl" FOR OFFICIAL TRAVEL

2. NAME (t,

DOE, JohnH. SSN: 634-001-1809
BROWN, Jack A. SSN: 512-334-1842
4. OFFICIAL STATION

Marine Corps Base
Camp Lejeune, NC Z854Z. TYPE OF ORDERS

Group Permissive
10 APPROX NO. OF DAYS OF

TOY llZn’l)

B. SECURITY CLEARANCE

N/A
PROCEED O/A (Z)oJe)

I0 July 1976

3. POSITION TITLE AND GRADE OR RATING

Employee Relations Specialist, GS-9
Personnel Staffin Specialist, GS-9
S. ORGANIZATIONAL ELEMENT 6. PHONE NO.

Civilian Personnel Office
9. PURPOSE OF TDY

1886

To attend Semi-Annual Labor Relations
Workshop 10 July 1976 in Raleigh

Ref: RAO Bul 76-7 dtd 28 May 1976

ITINERARY [] VARIATION AUTHORIZED

Jacksonville, North Carolina to Raleigh, North Carolina and return

2. MODE OF TRANSPORTATION

PRIVATELY OWNED CONVEYANCE (CI ORS)ERCA GOVERN ENT

[] DETERMINED APPROPRIATE TRANCPORTATION
OFFICER OI)lerll

MILE:

] ADVANTAGEOUS GOVERNMENT

MILEAGE REIMBURSEMENT CON-
] COST COMMON TRANSPORTATIONSTRUCTIVE

RELATED DIEM DETERMINED TRAVEL
LIMITED

13. [---] PER DIEM AUTHORIZED IN ACCORDANCE WITH JTR.

[] OTHER RATE OF PER DIEM

14. ESTIMATED COST 15. ADVANCE
AUTHORIZED

TRAVEL IOTHER TOTAL

$ $ $
16. REMARKS ([$

L F. A V F. B LANK (CivPersOffwillfi11out)

17, REQUErlNG OFF|CIkL (’
JOHN H. BROWN
Civilian Personnel Officer

18. APPROVING OFFICIAL(

FUND ADMINISTRATOR
AUTHORIZA’flON

19. ACCOUNTING CITATION

LEAVE BLANK

20. ORDER AUTHORIZING OFFICIAL (Te we) OR AUTHENTICATION

B L A N K (CivPersOff will fill out)

DO 1610

21. DATE ISSUED

.B L A N K (CivPersOff)
22. TRAVEL ORDER NUMBER

B L A N K (CivPersOff)
Appendix B to
ENCLOSURE (Z|





UNITED STATES MARINE CORPS
MARINE CORPS BASE

CAMP LEJEUNE, NORTH CAROLINA 28542

BO 12335.1B
CPO/HH/hlm
6 Oct 1976

BASE ORDER 12335.1B

From:
To:

Commanding General
Distribution List

Subj: Merit Promotion Program

Ref: (a) FPM Chapter 335
(b) CMMI 335
(c) MCO 12000.7B (NOTAL)
(d) BO 12335.2B

Encl: (i) PLAN Promotion Plan for Wage Supervisory
Positions

(2) PLAN B Promotion Plan for Nonsupervisory Wage
Positions

(3) PLAN C Promotion Plan for Nonsupervisory White
Collar Positions Under the General
Schedule

(4) PLAN D Promotion.Plan for Supervisory White
Collar Positions Under the General
Schedule

i. Purpose. To promulgate the Base Merit Promotion Program
in accordance with references (a), (b) (c) and (d)
applicable to positions in the competitive service, and to

prescribe policy and procedures for administering the program.

2. Cancellation. Base Order 12335.1A.

3. Policy. It is the policy of this command to select
employees for promotion solely on the basis of merit and
fitness under systematic and equitable procedures as
described herein. This policy does not restrict the right
to fill positions by methods other than promotion whe_.
best qualified applicant available can be
other sources. Promotion plans will be integrate_..’Wlt\q.ner..,
aspects of the personnel systems, especially
training, career development career management og.r,
and recruitment. In filling positions by promon,MSr by
any other source such as reinstatements, transf, or
appointments, there will be no discrimination bese of
race, sex, color, religion, national origin, lawf.olitic\/
affiliation, physical handicap, membership or non-,/
in an employee organization, age, or marital status
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4. Objectives. A sound promotion program is essential to
assure that this Base is staffed by the best qualified
employees available and to assure that employees have an
opportunity to develop and advance to their full potential
according to their capabilities. To this end, the program
seeks the following objectives:

a. To bring to the attention of management, on a timely
basis, highly qualified eligibles from whom to choose;

b. To give employees an opportunity to receive fair and
appropriate consideration for higher level jobs;

c. To assure the maximum utilization of employees;

d. To provide an incentive for employees to improve
their performance and develop their skills, knowledges, and
abilities, and

e. To provide attractive career opportunities for
employees.

5. Establishment of Program Responsibility. All levels of
management, as well as employees, have a vital interest and
responsibility in establishing and maintaining a sound
promotion program. Consideration will be given to the
views and ideas of both in the development of specific
promotion plans and major revisions of such plans. Officials
of recognized employee organizations have a legitimate
interest in the promotion program that affects employees of
this Base. They will be consulted in the development of
promotion plans and major revisions to such plans. Specific
responsibilities follow:

a. Civilian Personnel Officer will:

(i) Coordinate the development, evaluation, and
monitoring of on-going operations through periodic evaluations.

plans.
(2) Ensure effective administration of the promotion

(3) Ensure the technical competenceof personnel
assigned to develop, modify or administer promotion plans.

(4) Provide for appropriate continuing publicity for
the program.

(5) Provide or assist in the development and conduct



BO 12335.1B
6 Oct 1976

of appropriate training.

(6) Ensure that all necessary records are maintained

and gather any data required by the Civil Service Commission;

Office of Civilian Personnel, Navy Department; or Headquarters,
Marine Corps, for evaluation of operations.

(7) Provide for career planning and counseling of

employees.

(8) Establish and maintain a Voluntary Application
File consisting exclusively of voluntary applications from

Navy employees outside the minimum area of competition.

b. Management Officials and Supervisors will:

(i) Be responsible for supporting the program,

participating in the development and modification of promotion

plans, evaluating the results on a continuing basis, planning

for and projecting staffing needs, appraising employees and

providing them with a copy of appraisal and rating report,

and assisting in qualifications development and rating.

(2) Ensure that each eligible referred for selection

is given full and equal consideration.

(3) Advise and assist employees interested in

developing themselves for promotion.

(4) Ensure that employees understand the contents of

this Order.

(5) Promptly post all promotion announcements
received for distribution on official bulletin boards and

ensure that employees who return from official travel or

leave are made aware of promotion announcements that were

opened during their absence. Also make a reasonable attempt to

notify employees who are on leave or officially absent from duty

and will not return prior to the closin date of announcement.

c. Employees should:

(i) Participate in the development of promotion plans.

(2) Keep informed of the provisions of the Merit

Promotion Program and comply with its requirements.

(3) Compete for positions for which qualified and

interested.
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(4) When rated ineligible for positions, determine
areas of individual weakness and seek guidance and counsel
toward improvement.

(5) Accept responsibility for and indicate an
interest in advancement by acquiring the skills and training
needed for advancement.

6. Promotion Announcements. Promotion announcements will be
used to publicize positions. From applications received as
a result of these announcements, lists of candidates will
be developed and certificates issued to fill vacancies.
Examination announcements may cover several positions or
ratings or may be restricted to one position. As a minimum,
they will contain the following information:

a. Title, series, grade and salary.

b. Area of consideration.

c. Brief description of the duties of the position.

d. Basis of rating and qualification requirements for
the position.

e. Non-discrimination statement.

f. Closing date for receipt of applications.

g. Location of the position.

h. What forms to file.

i. Where to file.

7. Qualification Requirements. Minimum qualification
standards used for promotion will be the standards prescribed
by the Civil Service Commission for in-service placement
actions. All applicants who meet the appropriate standard
have basic eligibility for promotion.

8. Promotion Lists. All qualified candidates will be
placed on the appropriate lists according to their ratings.
Ratings assigned will be in one of two categories, Highly
Qualified or Qualified. Numerical ratings will be assigned
within the highly qualified category if this category
includes more than five candidates. Lists will normally
remain in effect for one year from establishment unless the
qualification requirements change, or they fail to produce

4
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a sufficient number of highly qualified candidates.

9. Selection. Selecting officials will interview all local
candidates certified for a position unless they were

previously interviewed for the same or a similar position
within the past three months, or the selecting officials are
sufficiently familiar with the background of the candidate to

make an interview unnecessary. Care should be taken to

avoid giving candidates not interviewed the impression that
they were not given proper consideration. The act of selec-

tion for promotion is a management prerogative involving the
exercise of informed judgement coupled with responsibility
for the consequences and, as such, is not subject to review

by candidates who were not selected. Selecting officials are

not required to explain or justify their selections to

non-selected candidates in the best qualified category in

the absence of a prima facie case of discrimination or

improper action. Selecting officials will review the

personnel folders of all Base employees who are referred

except those with whose background they are thoroughly
familiar. Awards received by candidates under the Incentive

Awards Program will be taken into consideration in making the

selection. Consideration will be given to the number and

quality of awards and assessed in terms of their bearing on

the requirements of the job tQ be filled.

i0. Release of Employees. In effecting promotions between

organizational components of the Base or between commands
within the Camp Lejeune complex, the promotion will normally
be effected the first pay period after selection. In cases
where the selection is not made in sufficient time to allow

for recruitment to fill a vacated position, the effective

date may be delayed until the following pay period.

ii. Records of Promotion Actions

a. For each promotion action taken, records will be

maintained for two years or until inspected by the Civil

Service Commission. Records will contain:

(i) Position title, series and grade.

(2) Organizational location of position.

(3) Information on written test used.

(4) Area of consideration and other appropriate
sources considered concurrently.
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(5) Qualification standard, including justification
for use of any selective acement factors used.

(6) Copy of vacancy announcement.

(7) Evaluation methods and system for combining
evaluations to obtain final rating.

(8) Evaluations of candidates (including supervisory
appraisals, test scores).

(9) Names of candidates as they appeared in the final
ranking.

(i0) Names of candidates who were in the group from
which selection was made.

(ii) Name of employee selected.

(12) Justification for any changes in qualification
requirements, additions to certificates, and reappraisals
of candidates.

b. Documentation in the employee’s Official Personnel
Folder must show:

(i) Whether the promotion was made under competitive
procedures, as a career promotion, or as an exception to
competitive promotion procedures; and

(2) That at the time of promotion the employee met
qualification standards and other legal and regulatory
requirements.

12. Employee Grievances. Informal procedures must be
utilized in grievances concerning Merit Promotion matters.
Employees desiring to initiate an informal grievance con-
cerning their rating should do so by orally advising their
immediate supervisor, then contacting the Civilian Personnel
Office within 15 calendar days of receipt of Notice of Rating.
The employee has the right to be accompanied by a represen-
tative. The Civilian Personnel Office staff will respond
to an employee’s questions or complaints about the promotion
program or about a specific promotion action and provide
the employee with any appropriate information or explanation.
He will be permitted to examine all of his records necessary
to process the grievance, such as records of awards, training,
experience, and education. He will not be allowed to review
the records of other employees. He will not be shown the
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rating schedule but will be advised of the measurement

devices used in evaluation (for example, evaluation of ex-

perience and training, written tests, supervisory appraisals).
If the matter cannot be resolved on an informal

basis and the employee submits a formal grievance it will be

processed under CMMI 770 or the Negotiated Grievance Pro-
cedure, as appropriate. Mere failure to be selected for

promotion when proper promotion procedures are used (that
is, non-selection from among a group of properly ranked
and certified eligibles) is not a basis for a formal complaint.

13. Selection by Transfer, Reinstatement, Chane of Appointing
Office, Appointment or Reassignment. Competitive promotion

procedures apply to filling a position by transfer, rein-

statement, change of appointing office or appointment to a

higher grade position than the candidate’s last position.
The action may be taken only if the candidate ranks among
the best qualified when evaluated with employees eligible
for promotion. A voluntary application file will be

established and maintained in the Civilian Personnel Office

consisting exclusively of voluntary applications of Navy
employees of other activities not covered by this Order.

Such applicants will be evaluated and considered along with
local candidates at such time as the position for which they
have applied is publicized. Applications for reassignment
to a position in the same series and grade will not be

considered under the Merit Promotion Program. Merit

promotion announcements will indicate if the position has

known promotional potential and in such cases applications
for reassignment may be accepted. Other applications for

reassignment may be accepted by the Civilian Personnel
Office for medical reasons or other reasons considered in

the best interest of the activities covered by this Order.

14. Selection for Details. A detail of more than. 60 days to

higher grade position or to a position with known promotion

potential will be made under competitive promotion procedures.

15. Career Promotions.

a. Career promotion is the promotion of an employee
without current competition when:

(i) Competition was held at an earlier stage, that

is, the employee was selected from a Civil Service register

or under competitive promotion procedures for an assignment
intended to prepare him for the position to be filled, or

(2) The employee’s position is reconstituted in a
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higher grade because of the accretion of additional duties
and responsibilities not the result of planned management
actions.

b. A career promotion of an employee in a position with
known potential is authorized in any of the situations
identified below:

(i) Career ladder position. Successive career pro-
motions may be made until the employee reaches the full per-
formance level in a career ladder if he is one of a group in
which all employees are given grade building experience and
are promoted as they demonstrate ability to perform at the
next higher level and, if there is enough work at the full
performance level for all employees.

(2) Apprentice positions. Career promotions are
authorized in the case of apprentices in recognized trades
or crafts through the various phases of his apprentice
program up to and including assignment to a journeyman
position.

(3) Trainee positions. Career promotions are autho-
rized in the case of employees in trainee positions upon the
satisfactory completion of the training period. A trainee
position is one involving a well-defined training program
(which may include both on-the-job and classroom training)
of a definite duration and the performance of assigned tasks,
on a rotating or non-rotating basis, under close guidance and
instructions, with promotion scheduled upon satisfactory
completion of training period.

(4) Understudy position. A career promotion is autho-
rized in the case of an understudy to the target position
when it is vacated. An understudy is an employee selected
for the purpose of being trained to assume the duties of a
position scheduled to be vacated in a definite period of time,
normally one year or less.

(5) Positions filled at a grade below the established
or anticipated grade. A career promotion is authorized of
an employee in a position that was filled at a grade below
the established or anticipated grade.

c. A career promotion of an employee undergoing training
or evaluation is authorized in any of the situations identified
below:

(i) Employee under a training or executive develop-
ment oareement. A career promotion is a’u’thorized in the
case an employee who satisfactorily completes training
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under a Commission approved training agreement or executive

development agreement if the agreement specifically provides
for this promotion and if the employee was chosen under

competitive promotion procedures or from a Civil Service

register.

(2) Employee detailed for training or evaluation. A

career promotion is authorized in the case of an employee
detailed to a higher grade position for the purpose of

training or evaluation or to a position with known potential
if selection for the detail was made under competitive

promotion procedures, and the fact that the detail could

lead to promotion without further competition was made known

to all potential candidates.

(3) Career promotion of an employee whose position is

reconstituted in a higher grade. A career promotion is

authorized in the case of an employee whose position is

reconstituted in a higher grade because of the accretion of

additional duties and responsibilities. In these situations,

the employee must continue to perform the same basic function

and his former position must be administratively absorbed in

the new one.

16. Promotions as Exceptions to Competitive Procedures. A

promotion as an exception to competitive promotion procedures
is authorized in any of the situations identified below:

a. Promotions to positions upgraded without significant

changes in duties and responsibilities. Such change may be

brought about either by application of a new position

classification standard or the correction of a classification

error.

b. Repromotion of employees of the Navy to grades or

positions from which demoted without personal cause. Con-

sideration of an employee eligible for repromotion under

these conditions must precede efforts to fill the vacancy by

other means, including competitive promotion procedures. If

a selecting official considers an employee under this

provision but decides not to select him for promotion and

then the employee is certified to the selecting official as

one of the best qualified under competitive promotion

procedures for the same position, the official must state his

reasons for the record if he does not then select the

employee. The provisions of this paragraph apply to an

employee who was separated by reductlon-in-force and later

reemployed at a lower grade.
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c. Promotions during reduction-in-force. An exception
is authorized for a position change required by reduction-
in-force regulations which is technically termed a promotion
because the Navy’s pay fixing policy gives an employee the
benefit of a slightly higher rate of pay, or because the
minimum rate for the new job exceeds the rate the employee
received in his old job. Movements between positions under
different pay systems, called promotions because the
individual receives an increase in pay rate, may be made
without regard to competitive procedures, unless the movement
also involves an increase in representative rate (4th step
for Graded positions and 2nd step for Wage Grade positions).

d. Promotion to a higher grade for 120 days or less. A
temporary promotion limited to 120 days or less is authorized
as an exception to competitive procedures. This exception
will not be used to circumvent competitive promotion re-
quirements by a series of temporary high-level assignments.
Therefore, competitive promotion procedures must be used if,
after completing the period of service under temporary
promotion, an employee will have spent more than 120 days
(Prior service under details and previous temporary
promotions included) in higher-grade positions during the
preceding year. Temporary promotions will not be made for
periods of less than 30 days. Reference (d) provides
additional information.

e. Promotion after failure to receive proper considera-
tion. If an employee fails to receive proper consideration
in a promotion action and the erroneous promotion is allowed
to stand, the employee must be considered for the next
appropriate vacancy to make up for the consideration he lost.
He may be selected for this vacancy in competition with others
entitled to the same consideration, as an exception to
competitive promotion procedures. An employee is entitled to
only one consideration under this provision.

17. Promotion Plans. Specific plans for various Dositions
are established in enclosures (i) (2) (3) and (4)

18. Assistance. Additional information and assistance
regarding the Merit Promotion Program can be obtained by
contacting the Employment Superintendent of the Civilian
Personnel Office, phone 5918 or 2763.

19. Applicability. Having received the concurrence of the
Commanding Officers of Marine Corps Air Station (H), New

i0
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River; Naval Regional Medical Center, and Naval Regional
Dental Center, this Order is applicable to those Commands.

DISTRIBUTION:
Less Category III

ii
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PLAN A

PROMOTION PLAN FOR WAGE SUPERVISORY POSITIONS

i. Coverage.
positions.

This promotion plan covers all wage supervisory

2. Promotion Announcements. Promotion announcements will

be the means used to establish lists from which to issue

certificates for positions covered by this plan. Separate
examination announcements may be issued for each rating or

a single announcement covering several trades or ratings.
The announcement will contain as a minimum, the following

information:

a Area of consideration.

b Brief description of the duties of the position.

c Qualification requirements and basis of rating.

d Non-discrimination statement.

e Delayed filing.

f Closing date for receipt of applications.

g What to file (i.e., application, forms).

h Location of the position.

i Where and how to apply.

j Salary.

3. Area of Consideration. The initial minimum area of

consideration will be limited to career or career conditional

employees of the activities covered by this "Order. In any

case, the area of consideration should be sufficiently broad

to assure an adequate supply of highly qualified candidates.

4. ualification Standards. The minimum qualification
standards used for promotion under this plan will be the

standards prescribed by the Civil Service Commission and

defined by the Evaluation Examining Guide for this plan.
The examination announcement will furnish more detailed

information on the qualification requirements for a given

position.

ENCLOSURE (i)
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5. Method of Evaluation. Applicants will be evaluated on
the basis of the skills, knowledges, and potential required
to perform the duties of he position. Applicants will be
ranked by the job elements considered pertinent to the job.
The following techniques will be used to obtain information:

a. Application form and personnel folders.

b. Supplemental application form related to job elements.

c. Supervisory appraisals.

d. Written test (when appropriate).

6. Ranking Applicants. Applicants will be ranked in one of
two categories, Highly Qualified or Qualified. Experience,
training, education, awards, appraisals and written test
(when appropriate) may be considered in determining the
category in which the employee is ranked. Ranking within the
highly qualified group will be based on training, education,
experience, awards, written test, and supervisory appraisals
as appropriate.

7. Promotion Lists. Lists established on the basis of
announcements will normally remain in effect for one year
from the establishment of the list unless they fail to
produce sufficient highly qualified candidates.

8. Certification and Selection. Certification will be from
among the best of the highly qualified candidates on the
list. At least three but not more than five available
candidates will be certified for a vacancy. Should ties
occur among the top candidates as many as eight names may be
certified. When there are less than three highly qualified
candidates available, a sufficient number of the best
candidates in the qualified group may be furnished to provide
the selecting official with five candidates from which to

select. If selection is made from below the highly qualified
group, the promotion records must reflect the selectinK
official’s reasons for his choice. Department heads will
establish panels or committees to make recommendations
concerning the selection of employees to fill positions
under this Plan. The panel will be composed of at least
three members who have a good knowledge of the requirements
of the position and are serving at or above the level of the
position being filled. Employees initially selected for
first level supervisory positions must complete NTTC course
"Supervision and Management for Navy Civilian Personnel"
within six months of the assignment to the supervisory position.

ENCLOSURE (i)
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9. Consideration to Absent Emplpyees. Consideration will
be given to qualified employees absent in the military
service, and employees on official travel during the period
of evaluation or consideration for selection.

i0. Career Promotion. Career promotions, as defined and
prescribed in paragraph 15 of the basic Order, are authorized
under this Plan if the prescribed conditions are met.

ii. Exceptions. Promotions as exceptions to this Plan may be
made in accordance with paragraph 16 of the basic Order.

12. Temporary Promotion. Temporary promotions may be made in
accordance with paragraph 16d of the basic Order and Base
Order 12335.2B.

ENCLOSURE (i)
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PLAN B

PROMOTION PLAN FOR NONSUPERVISORY WAGE POSITIONS

i. Coverage. This promotion plan covers all nonsupervisory
wage positions above the entrance level.

2. Promotion Announcements. Promotion announcements will be
the means used to establish lists from which to issue

certificates for positions covered by this Plan. Separate
examination announcements may be issued for each rating or a

single announcement covering several trades or rating. The
announcement as a minimum will contain the following
information:

a Area of consideration.

b Brief description of the duties of the position.

c Qualification requirements and basis of rating.

d Non-discrimination statement.

e Closing date for receipt of applications.

f Delayed filing.

g What to file (i.e., application, forms).

h Where to file.

i Salary.

3. Area of Consideration. The initial minimum area of
consideration will be limited to career or career conditional
employees of the activities covered by this Order. When

there are only one or two highly qualified candidates in

the minimum area of consideration, the selecting official

will be given the opportunity to choose one of these
candidates if,he wishes. If the selecting official does not

choose one of the candidates under these circumstances, he

may request the area of consideration be extended and consider
other candidates; however, the.area of consideration will not

be extended if there are at least three highly qualified
candidates and will not normally be extended beyond the
commuting area.

4. Qualification Standards. The minimum qualification
standards used for promotion under this Plan will be the

ENCLOSURE (2)
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standards prescribed by the Civil Service Commission.

5. Method of Evaluation. Candidates will be evaluated on
the basis of the skills, knowledges and potential required
to perform the duties of the position. The following
techniques, as appropriate, will be used to obtain
information:

a. Application form and personnel folders.

b. Supplemental application forms related to job elements.

c. Supervisory appraisals.

d. Written test (when appropriate).

6. Rankin$. Candidates will be ranked in one of two
categories, Highly Qualified or Qualified. Experience,
training, education, awards, appraisals, and written test
scores, as appropriate, may be considered in determining the
category in which the employee is ranked. If ranking within
the highly qualified group is necessary, it will be based on
the same factors as mentioned above and determined by the job
element rating plans prescribed by the Civil Service
Commission.

7. Promotion Lists. Promotion lists established on the basis
of announcements will normally remain in effect for one
year from establishment unless they fail to produce suf-
ficient highly qualified candidates.

8. Certification and Selection. Certification will be from
among the best of the highly qualified candidates on the
list. At least three but not more than five available
candidates will be certified for a vacancy. Should ties
occur among the top candidates as many as eight names may be
certified. When there are less than three highly qualified
candidates available a sufficient number of the best
candidates in the qualified group may be furnished to provide
the selecting official with five candidates from which to
select. If selection is made from below the highly qualified
group, the promotion records must reflect the selecting
official’s reasons for his choice.

9. Consideration to Absent Employees. Consideration will be
given to qualified employees absent in the military service,
and employees on official travel during the period of
evaluation or consideration for selection.

ENCLOSURE (2)
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i0. Career Promotion. Career promotions as defined and
prescribed in paragraph 15 of the basic Order are authorized
under this Plan if the prescribed conditions are met.

ii. Exceptions. Promotions as exceptions to this Plan may
be made in accordance with paragraph 16 of the basic Order.

12. T.emporary Promotion. Temporary promotions may be made in

accordance with paragraph 16d of the basic Order and Base

Order 12335.2B.

ENCLOSURE (2)
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PLAN C

PROMOTION PLAN FOR NONSUPERVISORY WHITE COLLAR POSITIONS
UNDER THE GENERAL SCHEDULE

i. Coverage. This promotion plan covers all white collar
positions under the General Schedule at the GS-6 level and
below that are not supervisory in nature.

2. Promotion Announcements. Promotion announcements will
be used to establish lists of candidates from which to
issue certificates for positions covered by this Plan.
Separate examination announcements may be issued for each
position or a single announcement may cover several similar
positions. Announcements will not be issued for GS-2 and
GS-3 clerical positions. Employees will be placed on these
promotion lists upon their request and as they meet the
qualification requirements. Announcements will contain,
as a minimum, the following information:

a. Area of consideration.

b. Brief description of the duties of the position.

c. Qualification requirements and basis of rating.

d. Non-discrimination statement.

e. Closing date for receipt of applications.

f. Delayed filing.

g. What to file (i.e., forms, applications).

h. Where to file.

i. Salary.

3. Area of Consideration. The initial minimum area of
consideration will be limited to career or career conditional
employees of the activities covered by this Order. When
there are only one or two highly qualified candidates in the
minimum area of consideration, the selecting official will
be given the opportunity to choose one of these candidates
if he wishes. If the selecting official does not choose
one of the candidates under these circumstances, he may
request the area of consideration be extended and consider
other candidates. The area of consideration will not
normally be extended beyond the commuting area for positions

ENCLOSURE (3)
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at the GS-6 level and below.

4. Qualification Standards. The minimum qualification
standards used for promotion under this Plan will be the
standards prescribed by the Civil Service Commission.

5. Method of Evaluation. Candidates will be evaluated on
the basis of the skills, knowledges and potential required
to perform the duties of the position. The following
techniques, as appropriate, will be used to obtain
information:

a. Application form and personnel folders.

b. Supplemental application forms related to job elements.

c. Supervisory appraisals.

d. Written test (when appropriate).

6. Ranking. Candidates will be ranked in one of two
categories, Highly Qualified or Qualified. Experience,
training, education, awards, appraisals, and written test
scores, as appropriate, may be considered in determining
the category in which the employee is ranked. If ranking
within the highly qualified group is necessary, it will be
based on the same factors as mentioned above and normally
determined by the job element rating plans prescribed by the
Civil Service Commission.

7. Promotion Lists. Promotion lists established on the basis
of announcements will normally remain in effect for one year
from establishment unless they fail to produce sufficient
highly qualified candidates.

8. Certification and Selection. Certification will be from
among the best of the highly qualified candidates on the list.
At least three but not more than five available candidates
will be certified for a vacancy. Should ties occur among the
top candidates as many as eight names may be certified. When
there are less than three highly qualified candidates avail-
able a sufficient number of the best candidates in the
qualified group may be furnished to provide the selecting
official with five candidates from which to select. If
selection is made from below the highly qualified group, the
promotion records must reflect the selecting official’s
reasons for his choice.

9. Consideration to Absent Employees. Consideration will

ENCLOSURE (3)
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be given to qualified employees absent in the military

service, and employees on official travel during the period

of evaluation or consideration for selection.

I0. Career Promotion. Career promotions as defined and

prescribed in paragraph 15 of the basic Order are authorized

under this Plan if the prescribed conditions are met.

ii. Exceptions. Promotions as exceptions to this Plan may

be made in accordance with paragraph 16 of the basic Order.

12. Temporary Promotion. Temporary promotions may be made in

accordance with paragraph 16d of the basic Order and Base

Order 2335.2B.

ENCLOSURE (3)
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PLAN D

PROMOTION PLAN FOR SUPERVISORY WHITE COLOR POSITIONS
UNDER THE GENERAL SCHEDULE

i. Coverage. This Plan covers all graded positions at the
GS-7 level and above that are managerial, professional or
supervisory in nature.

2. Promotion Announcements. Promotion announcements will be
used to publicize vacancies under this Plan in conjunction
with any Navy-wide Central Rosters which are currently in
operation. Advantage will be taken of Navy-wide referral
services. Announcements will, as a minimum, contain the
following information:

a. Area of consideration.

b. Brief description of the duties of the position.

c. Qualification requirements and basis of rating.

d. Non-discrimination statement.

e. Closing date for recelpt of applications.

f. What to file (i.e., forms, application).

g. Where to file.

h. Salary.

3. Area of Consideration. The initial minimum area of
consideration will be limited to career or career conditional
employees of the activities covered by this Order if it is
anticipated that competition will provide a sufficient
number of highly qualified candidates. Positions at the
GS-12 level and above may be publicized by the Office of
Civilian Personnel, Navy Department, through their vacancy listing.

4. Qualification Standards. The minimum qualification
standards used for promotions under this Plan will be the
standards prescribed by the Civil Service Commission.

5. Method of Evaluation. Candidates will be evaluated on
the basis of the skills, knowledges and potential required
to perform the duties of the position. The following
techniques, as appropriate, will be used to obtain
information:

ENCLOSURE (4)
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a. Appllcation form personnel folders.

b. Supplemental application form related to job elements.

c. Supervisory appraisals.

d. Written test (when appropriate).

6. Ranking. Candidates will be ranked in one of two

categories, Highly Qualified or Qualified. Experience,
training, education, awards, appraisals, and written tests,

as appropriate, may be considered in determining the category

in which the employee is ranked. If ranking within the

highly qualified category is necessary, it will be based on

the same factors.

7. Promotion Lists. Promotion lists established on the
basis of announcements will normally remain in effect for

one year from establishment unless they fail to produce
sufficient highly qualified candidates.

8. Certification and Selection. Certification will be from

among the best of the highly qualified candidates on the

list. At least three but not more than five available
candidates will be certified for a vacancy. Should ties

occur among the top candidates as many as eight names may
be certified. When there are less than three highly qualified
candidates available a sufficient number of the best
candidates in the qualified group may be furnished to provide

the selecting official with five candidates from which to

select. If selection is made from below the highly
qualified group, the promotion records must reflect the

selecting official’s reasons for his choice. Supervisory
training will be required and selection" panels will be used
in accordance with paragraph 8 of Plan A.

9. Consideration of Absent Employees. Consideration will be

given to qualified employees absent in the military service,

and employees on official travel during the period of

evaluation or consideration for selection.

i0. Career Promotion. Career promotions as defined and

prescribed in paragraph 15 of the basic Order are authorized

under this Plan if the prescribed conditions are met.

ii. Exceptions. Promotions as exceptions to this Plan may be

made in accordance with paragraph 16 of the basic Order.

12. Temporary Promotion. Temporary promotions may be made in

ccordance with paragraph 16d of the basic Order and Base

Order 12335.2b

ENCLOSURE (4)
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Encl: (i) Guidelines for Supervisors in Administering Sick
Leave

i. Purpose. To emphasize the importance of administering a

fair but firm sick leave program for civil service employees.

2. Background

a. Recent audits by the Naval Audit Service of tlmekeeplng
and civilian payrolls indicated that guidance is needed for
administration of civilian sick leave, particularly relating to

employees who are eligible for retirement. The audits revealed
that sick leave administration varied widely from activity to

activity resulting in inequitable treatment of employees. A
review of many applications for sick leave indicated that the

employee was not totally disabled for useful and efficient

service nor otherwise entitled to use sick leave. There were

instances where the supporting statement of either the em-

ployee’s superior officer or his physician did not adequately
support the claimed sick leave, and in one instance the work

from which the employee was restricted was not required by his

job description. The audit disclosed that activities were not

requiring certificates or other supporting evidence at appro-
priate intervals during the prolonged illness indicated by the

extended sick leave. Nor were possible reassignments to duties

within the employee’s capabilities being considered as opposed
to extended sick leave absences.

b. A review of sick leave usage at Marine Corps Base
indicates that a significant number of employees use their sick

leave almost as rapidly as it is accrued. Except in those

unfortunate cases where an apparent illness or physical impair-

ment has depleted sick leave, this is indicative of sick leave

abuse. An analysis of disciplinary actions involving absence
without leave has disclosed that in most cases abuse of leave
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occurred before corrective action was attempted. These prac-
tices are extremely costly and inequitable, and the burden
rests heavily on management to correct such laxity in program
administration.

3. Action. Heads of staff sections and commanding officers
of subordinate units employing civil service employees will
ensure that supervisors authorized to approve leave are aware
of the guidelines set forth in enclosure (i). The guidelines
must be administered in consonance with references (a) and (b).

4. Self-cancellatlon. 15 November 1975.

Chief of Staff

DISTRIBUTION: "C" less category III
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GUIDELINES FOR SUPERVISORS
IN ADMINISTERING SICK LEAVE

I. The following specific procedures to be observed in admin-

istering a fair but firm sick leave program are reemphaslzed
or redefined:

A. Sick leave is to be granted onl for:

i. incapacitation to perform regular duties, or

lihter duties if available, due to illness or injury;

2. medical, dental, or optical examination or treat-

ment;

3. required confinement due to pregnancy;

4. exposure to contagious disease or requirement to

care for an immediate family member so exposed. (A contagious

disease is defined in Base Order 12630.IE. Should a. questlon
arise a to whether or not a specific disease is covered, it

should be referred to the Civilian Personnel Office, extension

1579.)

B. Sick absence extending more than 3 workdays should be

verified by the statement of a physician or other licensed

practitioner. If a medical certificate cannot be obtained

because the illness did not require the services of a physician

or for other reasons, the employee should present a written

statement explaining the circumstances in support of the claim

for sick leave. Unless some other evidence supports the

opposite conclusion, an employee’s statement should be accepted.

C. Employees who cannot support claims for sick leave are

to be charged absence without leave (AWL), leave without pay

(LWP), or annual leave as appropriate for such absences.
(Descriptions of the use of each of these types of leave are

contained in Base Order 12630.1E.) Employees should be

notified of such changes in leave charges.

D. During extended absences (lasting more than 2 pay

periods) medical certificates or other supporting evidence

must be requested of the employee in accordance with Base

Order 12630.IE unless the physician has specified a recuper-

ative period of set length in writing in advance. In such

cases medical certification may be submitted for the record

when the employee returns to duty.

E. Where reasonable doubt exists as to the employee’s ill-

ness, the employee should be scheduled for a medical examina-

tion or a counseling interview, or both. (Consult the Civilian

ENCLOSURE (I)
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Personnel, Office, extension 1579 for guidance.) If, as a
result of medical examination, counseling interview, or both,
it is determined that the employee is physically fit for his
normal duties and that an alcohol, drug or other behavioral-
medical problem does not exist, the employee will be advised
to report for duty and that failure to do so may result in AWL,
which may then be the basis for disciplinary action.

F. If the employee is not fit for his normal duties, but
is capable of performing less strenuous or demanding duties,
reassignment or detail should be considered.

G. If an employee’s leave record shows an excessive amount
of intermittent absences of short periods, and the employee
presents apparently legitimate certificates in support of sick
absences, a "fitness for duty" examination may be warranted to
ascertain the employee’s suitability for continued employment
(Base Order 12792.1A). Upon receipt of the medical examination
report, the appropriate supervisor or official should inter-
view the employee and advise him as to whether or not he was
found capable of performing the duties of his position. If
the employee desires information as to the specific medical
findings, he should be referred to the medical officer. (Dis-
closure of medical information is controlled by FPM 339.1-4
and requires professional medical judgment.) Based upon the
findings of the examining physician, the employee should be
ordered back to work, reassigned or detailed to other duties
if possible, granted pproved sick leave, or subject to other
appropriate action, including separation disability, or dis-

ability retirement.

H. The following methods may be used as alternatives in
correcting sick leave abuse: (*Note: Prior to use of formal
procedures, supervisors should seek assistance of the Civilian
Personnel Office, extension 1579.)

*i. If an informal warning is ineffective, the employee
shall be required to report for a counseling interview. During
the counseling interview the employee should be informed that
future absences for which sick leave is to be claimed may be

required to be supported by an acceptable medical certificate,
or. other evidence administratively acceptable; otherwise sick
leave may not be granted.

2. Require that the employee contact a designated
official when reporting sick and that only the designated
official or specified alternate has authority to approve a

request for sick leave.

3. Where the employee complains that his physical
condition prevents him from performing regularly assigned

ENCLOSURE (i)
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duties and the condition is medically certified, assign the

employee temporarily to light duty, if available, until
physically able to perform regularly assigned duties.

4. Require the employee returning from sick leave to

visit the designated official or alternate for interview.

*5. Arrange a fitness for duty examination if the
employee presents apparently legitimate certificates for an
excessive amount of intermittent absences of short periods.

*6. Where there is supportable evidence that fraud or
abuse of sick leave exists, leave will be disapproved and the
abuse will be charged to AWL. Appropriate disciplinary action

may be taken, e.g., letter of caution, reprimand, suspension,
demotion, or removal (subject to procedures in Base Order
12750.IF).

*7. If an employee’s leave record shows an excessive
amount of intermittent absences of short periods, whether or

not the employee presents apparently legitimate certificates

in support of sick absences, the employee should be scheduled
for a counseling interview. The counseling interview may be

scheduled in conjunction with or as a result of the medical

examination, and in some cases will eliminate the need for it.

When the counseling interview identifies an alcohol, drug or

other behavioral-medical problem, and the employee does not

respond to any recommended treatment or does not otherwise

improve his unsatisfactory conduct, appropriate action as

outlined in paragraph G above should be taken.

II. Additional procedures which should prove useful in admin-

istering a strong but fair sick leave program include:

A. All supervisors should:

i. Use as much care in approving sick leave as they
use in denying it.

2. Develop a desire in their employee to conserve
sick leave rather than to instill fear of abusing sick leave.

3. Be fully informed about sick leave policies and

regulations and the leadership they are expected to provide.

4. Counsel employees to use sick leave in good faith

and in accordance with requirements of law. A sick leave
application, like a voucher, is a claim for payment. An em-

ployee commits fraud when he claims sick leave to which he is

not entitled.

ENCLOSURE (i)

3
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5. Remember that sick leave is a legal right, but
only if the employee concerned actually meets, the conditions
permitting approval.

6. Realize that disregard of sick leave regulations
will spread if abuse is allowed to continue unchallenged.

7. Keep in mind that the sick leave balance alone
does not distinguish between an abuser of sick leave and a
conscientious employee who may have had a serious extended
illness.

8. Review sick leave individually and not establish
a minimum sick leave balance below which an mployee’s sick
leave record is considered automatically unsatisfactory.

9. Insure that employees are fully aware of the
values and benefits of sick leave as a bank account against
unforeseen injury or illness, and encourage employees to
conserve sick leave for the "rainy day" of real need.

i0. Keep employees informed of proper leave require-
ments and, if necessary, advise them that unacceptable
practices will not be tolerated.

ii. Be alert to the development of a leave abuse
pattern which may indicate the existence of a behavorial-
medical problem. Having recognized such a pattern, promptly
refer the employee for a counseling interview.

12. Identify those few employees who flout and have
disrespect for sick leave regulations. In the attempt to
identify employees who may lack understanding of sick leave
regulations, supervisors must avoid offense to the great
majority of the employees who are law-abiding and conscientious.
When there is suspicion of questionable leave habits, the
supervisor must exercise tact and good judgment in his approach
to the employee.

13. Remember that conscientious employees resent
supervision which permits anyone to get away with sick leave
abuse. Such a situation, if continued, or if allowed to go
unchecked, places no premium on honest service. The abuser
himself exhibits by his action a contempt for the supervisor
and the organization which are too weak or ineffective to
identify and correct him.

B. Remember that poor superyision and other work-unit
problems breed employee absenteeism and must be given attention
if sick leave usage is to improve. Questionable sick leave

ENCLOSURE (i)
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patterns must be identified by the immediate supervisor. This
can be done by obtaining leave records of employees from the
payroll office. In analyzing an employee’s sick leave record,
the following patterns will tend to show possible abuse of

sick leave, and aid the supervisor in his efforts to control
sick leave absenteeism:

i. Sick leave on the first workday following pay days.
2. Sick leave before or after a holiday.
3. Sick leave on Fridays or Mondays, for a 3"day

weekend.
4.
5.
6.

games, etc.
7.
8.

performed.
9.

i0.

Sick leave when work load is heaviest.
Sick leave during inclement weather.
Sick leave on date of public events, such as ball

Sick leave when refused a day off.
Sick leave when an undesirable job is to be

Sick leave taken as soon as it is earned.
Sick leave on days an event on TV may be as great

a lure as attendance at the event itself.
ii. Excessive intermlttent sick leave absences of

short duration.
12. Sick leave on the same calendar day of the week.
13. Sick leave on dates where it is determined

employee worked at outside employment.
14. Sick leave on dates employee is on vacation from

outside employer.
15. Sick leave on dates working spouse has days off or

is on vacation.

C. Taking into consideration the leave balance brought
forward from past years, and the frequency of sick leave

absences during the current year, the employee should be
approached by the supervisor and warned against the indis-

criminate use of sick leave. Bona fide absences for medical,
dental, or optical examination or treatment will tend to show
a spotty sick leave record; this should also be taken into

consideration in determining whether an employee is abusing
his sick leave privilege. Tact, discretion, and good judgment,
should be the keynote of the counseling interview. Keep in

mind that the interview is to determine whether there is an
abuse or flagrant practice. Experience has shown in most
instances absences were legitimate and there was no reason to

question the honesty or integrity of the employee. Infor-
mation during the interview should be imparted sympathetically,
as a means of encouraging the presumably honest employee to do
what is within his own power to improve his sick leave record.
The counseling interview is an excellent opportunity to explain
the values which the sick leave account affords. It is also

ENCLOSURE
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an appropriate time to advise the employee that a poor health
and attendance record can adversely affect opportunities for
promotion.

D. To be effective, the supervisor should keep in mind
the counseling interview’s slx-fold purpose:

i. The employee realizes that the supervisor is
alert to sick leave practices of employees, and is determined
to have sound, fair administration.

2. The employee is confronted with his sick leave
record and habits, and the supervisor tells him why the record
is called to his attention.

3. The employee is advised and instructed where he
may be unaware of sick leave regulations or proper practices.

4. The employee is cautioned by the supervisor
against unacceptable or questionable sick leave practices or
abuse, where appropriate and indicated.

5. The supervisor ascertains if there is a health
problem or physical condition which causes the employee to
take sick leave.

6. The supervisor ascertains what the employee
intends to do to bring about an improvement in his sick leave
record.

E. In the case of retirement-eligible employees it must
he remembered that many older people are subject to illness.
It must not be assumed that prolonged sick leave absence of an
older w.orker who is eligible for retirement is improper or an
indication of abuse. However, it is the supervisor’s job to
determine whether the sick leave absence is bona fide. There
are cases where employees have "rested out" their sick leave
balances and then retired. When sick leave is not bona fide,
the supervisor should disapprove requested sick leave. As with
other employees, when the older employee’s sick leave is
questioned, the.supervisor may initiate an investigation con-
cerning the vaidity of the absence. If the sick leave absence
does not app,ea%tO be bona fide, it is up to the supervisor to
ue the varioucontrol measures described herein, including
substitution of other categories of leave, a possihl.eassign
ment or detail to a less strenuous job, a letter requiring
medical certificato= of all future sick leave requested, a

fltess for duty lyical, agency-initiated disability retire-

:men!’ or e4"disci’iinary action.

that the Civilian Personnel Office and your own

supervls av.aible to render assistance in controlling
sick le’vebuse, t..i, flnal analysis, an employee cannot

abuse the sick lea4 prlege without supervisory approval.

ENCLOSURE (i) :o



UNITED STATES MARINE CORPS
MARINE CORPS BASE

CAMP LEJEUNE, NORTH CAROLINA 28542

BO 12352. IF
CPO/JFS/eab
i0 Sep 19 76

BASE ORDER 12352.1F

From:
To:

Commanding General
Distribution List

Subj: Clearance requirement of civil service employees
preliminary to separation for any reason

Ref: (a)
(b)

FPM/CMMI 751 (NOTAL)
FPM Supp 296-31, Book III

i. Purpose. To establish clearance procedure for civil

service employees being separated for any reason; and to

assure that employees account for all Government property
assigned to their custody, arrange for final pay, and
receive proper instruction concerning benefits available to

them prior to the effective date of separation.

2. Cancellation. BO 12352.1E.

3. Leave at Time of Separation. Annual leave and leave
without pay shall not be granted when it is known in advance
that an employee is to be separated. Exceptions may be made

to permit employees under notice of reduction in force to

seek other employment during the notice period; to provide
time for settling personal affairs to employees entering
military service to permit an employee to complete transfer
arrangements which have been confirmed to the Civilian
Personnel Office by another activity; to permit career or

career-conditional employees, who are dependents of trans-

ferring military personnel or other Federal employees, to

seek continued Federal employment; and pending approval of
disability retirement or compensation.

4. Check-Out Date. The check-out date for all types of

separations shall be the last day of work. The last day of

work will normally be the effective date of separation
except where leave has been granted under one of the
exceptions in paragraph 3. The Civilian Personnel Office
will advise the activity concerned of the day an employee
is to check out because of retirement. In all other types
of separations, except transfers, the activity and the em-

ployee will receive a copy of correspondence showing the
effective date of separation.
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5. Responsibility for Clearance when Employee is Available

a. The organizational commander, head of staff section,
department head, or chief of service, as appropriate (or
designated representative), is responsible for initiating a
Civilian Employee Clearance Checklist (MCBCL 12352) to permit
a separating employee to receive a chest x-ray and audlogram
prior to his last day of work (about i0 days prior to last
day of work); and to clear all property, take his Bi-Weekly
Time and Cost Car’d to Civil Payroll, turn in civilian iden-
tification card and vehicle decal and arrive at the Civilian
Personnel Office (with all items noted above signed off on
the Checklist) between 1430 and 1600 on the employee’s last
day of work. The employee’s supervisor should provide the
employee with the Checklist on the day(s) he receives the
medical examinations. Upon completion of the medical exami-
nations, the Checklist may be returned to the supervisor
pending the employee’s last day of work. The supervisor is
responsible for ensuring completion of the required medical
examinations. The supervisor shall certify on the Checklist
that all Government property charged to the employee has been
turned in, recovered, or the shortage reported to the Provost
Marshal. Loss of or damage to Government tools or equipment
shall be handled in accordance with reference (a).

b. Employees who are members of the Marine Corps Federal
Credit Union should be advised to contact that office during
business hours prior to checking out.

c. Employees who have utilized the services of the Base
General Library or libraries of other commands should be
advised to contact the library during business hours prior to
checking out to inform the librarian of their separation from
employment.

6. Responsibility for Clearance when Employee is not
Available. When an employee being separated for any reason
is not available for clearance, the organizational commander,
head of staff section, department head, or chief of service,
as appropriate, of the section to which the employee is
assigned will endeavor to recover all Government property
signed out to the employee, reporting any shortages to the
Provost Marshal. The Time and Cost Card is to be completed
and forwarded to the Civil Payroll Office. A Clearance Check-
list will be initiated and forwarded to the Civilian Personnel
Office for final action and filing. The Civilian Personnel
Officer will advise the emloyee to return the civilian iden-
tification card and vehicle decal, if any, and any other
Govermnent property in his possession. If an employee falls to complete
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requirements within i0 workdays after date of separation,
the Civilian Personnel Officer will notify the Provost
Marshal by memorandum.

7. Resisnations. Resignations will normally be submitted
in the space provided on the Standard Form 52 but may be
accepted in letter form and attached to the SF-52. In
=ccordance with reference (b), reasons for an employee’s
resignation should be obtained whenever possible. The
organizational commander, head of staff section, department
head, or chief of service, as appropriate, of the section
concerned will complete the face of the SF-52. The operating
office will not enter additional or modified reasons on the
SF-52 or other document which the employee signs and submits
as his resignation. If there are any known additional or
modified reasons for the resignation, the operating office
should prepare a separate statement covering these ressons
and submit it to the Civilian Personnel Office with the SF-52.
If the reasons furnished by the operating office become the
agency’s finding of fact on why the employee resigned (deter-
mined by the Civilian Personnel Officer), the information is
entered under remarks on the SF-50 covering the resignation.
If the finding of fact contradicts or relates to the validity
of an employee’s work-connected reasons, a statement on
whether the separating employee was informed of his oppor-
tunity to file a grievance under the appropriate grievance
procedure will also be entered under remarks on the SF-50.
The separate statement of reasons furnished by the operating
office will not be filed in the employee’s Official Personnel
Folder unless they become the agency’s finding of fact.
Resignations will be forwarded to the Civilian Personnel
Office promptly when received and the employee will complete
the check out on the last day of work. Career or career-
conditional employees who are dependents of transferring
military personnel or other Federal employees may apply for
annual leave and/or leave without pay, combined leave not to
exceed 90 days, to seek continued Federal employment. "De-
pendent" refers to any family member whose separation is
incident to the transfer of his/her sponsor. Such employees
shall submit a resignation to be effective at the end of the
leave period. The SF-52, or letter, containing the resigna-
tion shall include the request for leave. Employees resign-
ing due to pregnancy and who submit a statement by a physician
may use accrued sick leave prior to separation. Except in
those cases where there are specific provisions for granting
leave or leave without pay, the last day of work is the
effective date of resignation.



BO 12352.]F

i0 Sep 1976

8. Availability of Forms. A supply of Civilian Employee
Clearance Checklists (ICBCL 12352) may be obtained from the
Civilian Personnel Office.

O. Change Notation. Significant changes contained in this
revision are denoted by asterisks (*) in the outer left
ma rg in.

i0. Applicability. Having received the concurrences of the
Commanding Officers of Marine Corps Air Station (Helicopter),
New River, Naval Regional Medical Center, Naval Medical Field
Research Laboratory, and Naval Regional Dental Center, this
Order is applicable to those commands.

Chief of Staff

DISTRIBUTION: "C" less CAT III
plus 50 to CivPersOff



UNITED STATES MARINE CORPS
MARINE CORPS BASE
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BASE ORDER 12335.2B

From:
To:

Commanding General
Distribution List

Subj: Use of Details and Temporary Promotions of 120
Calendar Days or Less

Ref: (a) BO 12335.1B
(b) FPM/CMMI 335
(c) MCO 12000.7B (NOTAL)

i. Purpose. To set forth policy and procedures concerning
the use of details and temporary promotions of Civil
Service employees.

2. Cancellation. BO 12335.2A.

3. Discussion

a. Back$round. The detail procedure is intended to meet
an activity’s needs when necessary services cannot be
obtained by other desirable or practicable means. Experience
gained on detail or temporary promotion to a position or

job is counted toward meeting the qualification requirements
for the position or job. An employee who is temporarily
promoted or detailed to a higher grade or different line of
work often receives a considerable advantage over his

competitors in any subsequent promotion action. For this
reason, it is important to ensure that these assignments which
are advantageous in promotion actions are rotated to the
maximum extent practicable among eligible employees of the
division, service, or department.

b. Definitions

(i) Detail. A detail is an assignment on a temporary
basis of an employee to perform duties not covered by his
position description to another position for the tem
periods of time authorized by appropriate regulati.

(a) To meet emergencies occasioned by /r4[x
workload, change in mission of organization, or uLtiqted
absences such as sick leave or emergency annual l,e
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(b) Pending official assignment, pending
description and classification of new positions, pending
security clearances and for training purposes.

Detailing employees to other kinds of work immediately after
appointment tends to compromise the competitive principle
and is not permitted. Except for an emergency detail of
30 days or less, an employee may not be detailed for at
least three months after appointment from a Civil Service
register. In no event will a detail to a higher grade/level
position or to a position with known promotion potential be
permitted beyond 60 days, without prior approval of the
Civil Service Commission, unless selection for the detail
is made under competitive promotion procedures in accordance
with reference (a). Details made through competitive pro-
cedures will be confined to a maximum period of 120 days
unless prior approval of the Civil Service Commission is
obtained.

(2) Temporary Promotion. Temporary promotions of
120 days or less are excepted from the competitive provisions
of the Merit Promotion Program. A temporary promotion
generally is the most appropriate means of meeting a
situation requiring the temporary service of an employee
in a higher grade position. It may be used, for example,
when an employee has to perform the duties of a position
during the extended absence of the incumbent, to fill a
position .which has become vacant until a permanent appoint-
ment is made, to assume responsibility for an increased
work load for a limited period, or to participate in a
special project which will last for a limited period. For
purposes like these, a temporary promotion is more appropriate
than a detail.

A temporary promotion is not appropriate primarily for
training or evaluating an employee in a higher-.grade position.
Neither is it appropriate in those cases where an employee is
called upon to maintain on-going operations during the planned
and anticipated two or three week vacation absence of his
supervisor. Reference (a) furnishes additional instructions.

(3) Misassinment. A misassignment is the assignment
of an employee to duties essentially different from those
covered by the official description identified with his
position, or to duties inappropriate to his rating, except
when assignment is a detail or temporary promotion authorized
by references (a) and (b) and this Order. Misassignments are
prohibited. For the purpose of this definition, such
assignments for less than 30 consecutive calendar days are

2
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not considered to be misassignments. Good personnel manage-
ment, nevertheless, dictates that assignments should be
reasonably related to the employee’s position and qualifica-
tions. It is perfectly reasonable, for example, to assign
additional clerical duties to a stenographer when temporarily
necessary, but obviously unreasonable to assign laboring
work or tasks beyond her qualifications, such as inter-
preting technical drawings. In emergency situations, however,
duties which are not reasonably rela.ted to an employee’s
position might have to be assigned.

4. Policy. Selection of employees for details or temporary
promoions involving higher levels of skill will be based
on merit and fitness for the assignment, without regard to
race, color, national origin, sex, religion, age, lawful
political affiliation, marital status, or physical handicap
(if selectee can adequately perform the Job). Establishment
of promotion registers will not be delayed for the purpose of
making temporary promotions or details which will enable
specific individuals to attain higher standing on such
r egis ters

5. Procedures. References (a) (b) (c), and the following
procedures apply:.

a. Details

(i) Selections for details to a higher grade/level
position for a period of more than 30 days will, insofar as
practicable, be made from among employees of the section who
have been rated eligible for the position under the Merit
Promotion Program and who are currently on the appropriate
promotion list. Where a promotion list does not exist,
selections will be based on the ability of the individual to
perform the duties and will be rotated to the maximum extent
practicable among eligible employees of the section. Ability
in this context means potential as well as demonstrated
ability.

(2) Requests for details for a period of more than 30
days will be submitted on Standard Form. 52, in duplicate, to
the Civilian Personnel Office, giving proposed inclusive
dates, a brief description of the duties involved and the
reasons for the request. When approved the Civilian Person-
nel Office will notify the department or service concerned
of the effective date of the detail by means of the Standard
Form 52. Upon termination of the detail, the immediate
supervisor concerned will certify that the employee who had
been detailed has returned to his regular duties. Such
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certification will be made on the reverse side of the
Standard Form 52 and the form will be returned to the
Civilian Personnel Office. Assignment of an employee to a

posltion/job not covered by his position description for
intermittent periods of time or for less than 30 consecutive
calendar days need not be requested. To the maximum extent
practicable,, such assignments must be rotated among eligible
employees of the section. Details covering periods of at

least two weeks but not more than 30 days, will be recorded
on Standard Form 52 and forwarded to the Civilian Personnel
Office for inclusion in the employee’s Official Personnel
Folder.

b. Temporary Promotions. Selections for temporary
promotions will be made from among employees of the
department or service who have been rated eligible for the
position under the Merit Promotion Program and who are
currently on the promotion list. When a promotion llst
does not exist, selection will be based on the ability of
the individual to perform the duties of the position. An
employee may not be selected for a temporary promotion as

an exception to the Merit Promotion Program if after
completing the period of service under temporary promotion
the employee will have spent more than 120 days (prior
service under details and previous temporary promotions
included) in higher grade positions during the preceding
year. The person selected must meet the requirements set
forth by the Civil Service Commission for the position.
Selection for temporary promotion will be rotated in the
same manner as specified in 5a above. Requests for temporary
promotions will be submitted on Standard Form 52 to the
Civilian Personnel Office. The request will contain the name
of the employee, the position title and grade/ratlng,
effective and termination dates, Justification for the
request, and a statement that the employee has been informed

of the reasons for the conditions of the promotion. The
department or service will be notified of approval by the
employee’s copy of the Standard Form 50; the information
shall be posted on the Standard Form 7B card and the Standard
Form 50 given to the employee concerned.

6. Records. To assure that assignments are made and/or
rotated in accordance with this Order, the inclusive dates
of details and temporary promotions will be recorded on the
Standard Form 7B card, maintained by operating units on

each employee.

7. Appeals. Employee grievances arising out of actions

taken under this Order may be initiated and processed in
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accordance with either the Navy Grievance Procedure or the

Negotiated Grievance Procedure, as appropriate.

8. Assistance. Reference (b) provides further information

on the subjects covered in this Order. Additional informa-

tion and assistance regarding subject matters may be obtained

by contacting the Employment Division of the Civilian

Personnel Office, telephone 5918 or 2763.

9. Applicability. Having received the concurrence of the

Commanding Officer of Marine Corps Air Station (H), New

River; Naval Regional Medical Center, and Naval Regional
Dental Center, this Order is applicable to those Commands.

i0. Change Notation. Significant change contained in this

revision is denoted by asterisk (*) shown in the outer left

margin.

G. C. FOX
Chief of Staff

DISTRIBUTION:
Less Category III





UNITED STATES MARINE CORPS
MARINE CORPS BASE

CAMP LE.JEUNE, NORTH CAROLINA 28’;42

BASE ORDER IZ000. ZB

BO IZ000.2B
CPO/AIP/stub
8 Sep 1976

From: Commanding General
To: Distribution List

Subj: Civilian Personnel Management Program

Ref: (a) FPM/CMMI 250
(b) MCO PlZ000. 7B

Ench (1) Functional Chart of Civilian Personnel Office

1. Purpose. To reissue a statement of the objectives and responsi-
biltie s pertipinglt ,Civilian Personnel Management pre scribed in
reIerences a) ana

2. Cancellation. BO 12000.2A

3. Definition. Civilian Personnel Management is the function of
management which deals with the attraction, selection, motivation,
leadership, understanding, and utilization of people as individual
employees and as members of the civilian work force.

4. Objective s

a. To contribute directly and effectively to the accomplishment of
activity missions and programs.

b. To foster in managers, supervisors, and employees an attitude
of responsive service to the public.

c. To carry out pertinent public policy as expressed in laws,
Executive Orders, regulations or other directives.

d. To utilize manpower resources wisely and economically.

e. To treat employees, individually and in groups, fairly; and
to help them achieve personal satisfaction and pride in their work;
and to enhance their opportunities for career advancement through
training and utilization of their abilities.

f. To recognize and deal with Union representatives
withwith Federal policy and to promote relationships the

tatives that are constructive and beneficial to the
of the employees, the accomplishment of the mission,a
of the activity.
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5. Responsibility

a. Office of Civilian Manpower Management (OCMM} is responsi-
ble for policy development and interpretation in the field of civilian
manpower management throughout the Department of the Navy. Its
mission is to develop, direct, and appraise those programs required
to determine civilian manpower requirements and to attract, train,
motivate, and retain a civilian staff of appropriate quality and quantity
for the Department.

b. Field Divisions of OCMM are extensions of that office within
their assigned geographical areas. The Atlantic Field Division, Nor-
folk, Virginia, serves Camp Lejeune. Its mission is to bring close
to the point of application the programs, technical services and con-
sultative facilities of OCMM.

c. The Commandant of the Marine Corps manages the total Marine
Corps civilian personnel program. He provides appropriate coordinating
and ad hoc services to field activities.

d. Senior Command Officials are responsible for the quality of the
Civilian Personnel Management Program and provide for its sound
direction and support.

e. Line Managers/Supervisors are enjoined to recognize the
personnel implications of decisions and to fully utilize the expertise
of the Civilian Personnel Office in all aspects of personnel management.

f. Civilian Personnel Officer has staff responsibility for the
administration of the Civilian Personnel Management Program. He
is the activity commander’ s profe s sional advisor and repre sentative
in the field and is responsible for providing effective staff services.

6. Specific Functions Performed by the Civilian Personnel Office.
Enclosure (1) is a chart showing the various functions pe’formed by
each division within the office.

7. Applicability. Having received the concurrences of the Command-
ing Officers of Marine Corps Air Station (Helicopter), New River,
Naval Regional Medical Center, and Naval Regional Dental Center,
this Order is applicable to those commands.

G. C. FOX
Chief of Staff

DISTRIBUTION: "C" less Category IH
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EMPLOYEE RELATIONS &
SERVICES DIVISION

Labor-Mgmt Relations
Appeals & Grievances
Disciplinary Actions
Civilian Guidepost
Separations
Hours of Work
Absence & Leave
Security Program
Political Activity
Insurance Programs
Retirement
Employee Services
Incentive Awards
Emoloyee Assistance Program
Counselin
Workers’ ompensation

CLASSIFICATION DIVISION

Classification of General
Schedule and Trades and
Labor positions

Annual position review
Performance appraisals
and ratings

Job engineering

INDUSTRIAL HEALTH DIVISION

Operate first aid station
Occupational health program

EMPLOYMENT DIVISION

Recruitment
Qualification & Evaluation
Placement & Utilization
Appts & other accessions
Competitive status &
conve r sions

Veterans’ preference
Dual employment & dual
compensation

Military duty; Restoration
& other rights

Promotions, reassignments.
& details

Reduction- in- force
Personnel action forms &
records

Statistics {PADS)
Allowances for uniforms
Special Employment
Programs

EMPLOYEE DEVELOPMENT
DIVISION

Career Development
Counseling
Individual training plans

T raining
Management & Supervisory
Trade or Craft
Te chnical / Specialty
Administrative
Clerical
Orientation

Annual Training Plans,
Records & Reports

ENCLOSURE (1)





UNITED STATES MARINE CORPS
MARINE CORPS BASE

CAMP LEJEUNE. NORTH CAROLINA 285,12

BO 12351.1D
CPO/HH/hlm
22 Feb 1977

BASE ORDER 12351.ID

From:
To:

Commanding General
Distribution List

Subj: Reduction-in-Force (RIF)

Ref: (a) FPM/CMMI 351
(b) MCO 5312.8B
(c) CMMI 330

Encl: (i) Information required to support a request for a
reduction-in-force

i. Purpose. To set forth policy, provide essential instruc-
tions and establish responsibilities governing reduction-in-
force of civilian employees.

2. Cancellation. BO 12351.IC.

3. Background

a. Reference (a) provides Department of the Navy and
Federal Government policies and procedural instructions
relative to civilian reductions-in-force and the administra-
tive actions involved. Reference (b) provides additional
instructions to Marine Corps activities.

b. Reduction-in-force actions are extreme measures.
They are applied only after a spectrum of personnel manage-
ment actions short of RIF have been applied or have been
considered and found insufficient for the circumstances at
hand.

c. Reduction-in-force actions not only have a serious
impact on the individuals affected; they also have a signif-
icant effect on the morale and sense of well-being of the
overall civilian work force. In addition, when larger RIF’s
are involved, there may be an important impact on the economic
life of the local community. The public and interested
members of the Congress must be provided with timely and
detailed information regarding the action. For these reasons,
every alternative must be considered and sufficient informa-
tion must be available to explain and justify reduction-in-
force actions.
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4. Definition. A civilian RIF is the action which releases

an employee from his competitive level by separation, de-

motion, furlough for more than 30 days, or reassignment
requiring displacement. Such action is caused by lack of

work or funds, reorganization, reclassification due to change
in duties, or need to make a place for a person exercising

reemployment or restoration rights.

5. Policy

a. Reduction-in-force action will be considered only as

a last resort to resolve personnel staffing problems. Action

to stop hiring new personnel will be taken as soon as the

need for a RIF becomes apparent.

b. Adversely affected employees will be afforded all

the benefits outlined in reference (a) to include, as

appropriate:

(i) Advance notice of at least 60 days in an active

pay status for Career and career-conditional employees. When-

ever possible a 90-day notice in an active pay status will be

provided for these categories of employees. Career and

career-condltional employees who receive an advance notice of

separation, upon their request, shall be carried in a leave

status for such additional time as is necessary to provide a

90-day notice period prior to separation or furlough.

(2) Leave without pay, annual leave, or furlough in

order to provide Federal employment without a break in

service.

(3) Retraining to improve employment opportunity.

(4) Registration in the Nationwide Centralized

Referral System for Displaced Department of Defense Employees
in accordance with reference (c).

(5) Waiver of qualification standards provided the

individual has the ability to perform .a job without signifi-
cant disruption of the on-going activity.

(6) Placement in a nonappropriated funded area where

feasible.

6. Responsibility. The initial decision to authorize a RIF
is the responsibility of the head of the activity. The

responsibility for conducting subsequent administrative
aspects of the RIF is shared by Department Heads where Civil

Service personnel are employed and the Civilian Personnel

Officer. Employees also have certain responsibilities.
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a. Department Heads. It is the responsibility of

Department Heads to maintain the most productive work force

possible. Therefore, reductions-in-force must be accomplished
with a minimum of confusion, dislocation of workers or inter-

ruption to the continuing work program. Specific responsi-

bilities follow:

(i) Consult with the Civilian Personnel Officer when

planning a reorganization or reduction in personnel to deter-

mine what adverse actions will result if the plans are

carried out.

(2) As soon as plans are firm and it is evident that

personnel changes will be required, furnish the Civilian

Personnel Officer with complete information on the proposed
changes using the format prescribed in enclosure (i).

(3) Stop hiring new personnel in vacancies which

excess personnel may be able to fill with reasonable re-

training (90 days).

(4) When approval for the reduction is received,

advise supervisors of scheduled changes and the reasons

therefor in advance of employees in order that they will be

better informed to answer employees’ questions.

(5) Call employees together in a group meeting,

advise them of the proposed reorganization or reduction,

explain the reason for the action, and allow employees an

opportunity to ask questions to clarify any possible mis-

understanding. Include recognized employee organization
stewards assigned to the work areas involved.

(6) When reduction-in-force notices are received

from the Civilian Personnel Office, deliver them in person or

designate a responsible officer or supervisor for this purpose.
If an employee affected is on leave, return the notice

promptly to the Civilian Personnel Office; advise employees

concerned of their responsibilities listed in this order; and

upon request arrange for employees to visit the Civilian

Personnel Office. When large groups are affected, make

arrangements to have a representative of the Civilian Person-

nel Office meet with employees at the work site.

(7) In filling vacancies, give first consideration

to the placement of employees affected by reduction-in-force.

b. Civilian Personnel Officer. Responsibility for
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proper operation of the reduction-in-force program is

assigned to the Civilian Personnel Officer. Specific re-
sponsibilities are to:

(i) Consult with management officials planning a
reorganization or reduction in personnel, advise them of
personnel actions necessary to complete the reorganization
or reduction, determine what adverse actions will result if
the plans are carried out, and provide names of employees
that will be affected by the reduction-in-force.

(2) Prepare any necessary request for prior approval
of higher authority when I0 or more employees will be affected.

(3) When reduction-in-force actions result in ad-
verse actions for 9 or less employees, prepare necessary re-
ports to higher authority with a resume of the circumstances.

(4) Notify Department of Labor if it is anticipated
that 25 or more employees will actually be separated.

(5) Notify representatives of the Local AFGE when
reductions-in-force have been approved.

(6) Prepare retention registers for each competitive
level affected and make them available for inspection by
employees concerned.

(7) Register affected employees in the Nationwide
Centralized Referral System.

(8) Prepare advance placement assistance plans in
accordance with enclosure (i) to reference (b) for employees
being separated.

(9) Prepare reduction-in-force notices, issue per-
sonnel action forms, and complete clearance and separation
procedures.

(I0) Provide information and assistance to any
employees who have questions or protests or who desire to

appeal.

(ii) Train supervisors in the principles, instruc-

tions, and procedures of reduction-in-force in order that
they will be able to answer questions and understand their
part in carrying out any necessary reduction-in-force.

(12) Make every effort to ensure that employees
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being separated leave with a feeling that the Marine Corps
and/or U. S. Navy appreciates their services and that they
have been treated fairly.

c. Employee. An employee affected by reductlon-ln-
force is responsible to:

(i) Ensure that his personnel folder in the Civilian

Personnel Office contains a complete record of his experience
and educational background.

(2) Keep informed on matters pertaining to the
reductlon-in-force and avail himself of counseling available

from his supervisor, unit administrative officer, and

Civilian Personnel Office.

(3) In case of separation, advise the Civilian

Personnel Office of positions he will accept and geograph-
ical locations in which he will accept employment.

(4) In case of appeal, obtain advice from the
Civilian Personnel Office concerning procedures, form, con-

tent, and place of filing. Thoroughly review pertinent
records prior to initiating an appeal.

7. Prohibition Against Discrimination on the Basis of Sex.
Sex of incumbents may not be a basis for assigning positions
to competitive levels or determining qualification require-

ments except in those positions for which restrictions of

certificates of eligibles by sex are found justified by the
Civil Service Commission.

8. Further Information. Complete reduction-in-force proce-
dures and policies are contained in references (a), (b), and
(c). Questions concerning these references and this Order

shoul6 be referred to the Civilian Personnel Office, telephone
extension 5918.

9. Applicability. Having received the concurrence of the

Commanding Officers of Marine Corps Air Station (H) New

River, Naval Regional Medical Center, and Naval Regional
Dental Center, this Order is applicable to those Commands.

/
B. H. CURWEN, JR. ,"
Chief of Staff

DISTRIBUTION: "C" Less Category III
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INFORMATION REQUIRED TO SUPPORT A REQUEST
FOR A REDUCTION-IN-FORCE

i. State the principal cause(s) of the proposed RIF. Exact

details are required. Also, provide details of alternatives
to RIF action that were considered. References (a), (b),
and (c) apply.

2. If the proposed RIF is caused in whole or in part by:

a. Lack of funds., include:

(i) The amount of dollar shortage and an analysis
of its cause(s).

actions:

minimum.

(2) An evaluation of the effects of the following

(a)

(b)

Curtailment or freeze on hiring actions.

Reduction of overtime to an absolute

(c) Reduction of contingency funds to an

absolute minimum.

(d) Reallocatlon of available funds.

b. Reorganization or Other Management Improvement
Actions, include:

(i) Copy of reorganiatlon plan or a management
improvement study.

(2) Schedule and target dates.

(3) Results expected:

(a) Manpower reductions (military and civilian).

(b) Cost savings.

(c) Other results (improved utillzatlon of re-

sources, streamlined procedures).

(d) Disposition of manpower and dollar savings.

ENCLOSURE (i)
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c. Management Decision to Handle the Workload by Con-
tractual Arrangements, include:

(i) A detailed cost analysis of the present labor
and material costs versus the cost of the proposed contract.
This analysis must include a price out of the "hidden costs"
of contractual arrangements, such as the costs of adminis-
tering the contract and the costs associated with the
inspection of contract work.

(2) A statement indicating that the contract has been
reviewed to ensure that the contractor’s wage rates meet
Fair Labor Standards.

(3) A statement indicating that the contractor’s
chief source of labor does not consist of off-duty military
or off-duty civil service employees.

3. Provide an estimate of the cost of the proposed RIF,
i.e., cost of.severance pay, transfer cost and other cost
related to the RIF.

4. Indicate the savlngs/increased costs anticipated for
the fiscal year in which the RIF is taken by comparing
civilian personnel costs for the fiscal year at the current
level of employment and the civilian personnel costs for
the fiscal year using the proposed reduced level of employ-
ment plus the cost of the RIF. A llke comparison should
also be made of the budget year and the budget year-plus-
one to indicate the anticipated out-year savings.

5. State the T/MRllne number,.job title, general schedule
or occupational skill pay grade of civilian billets designed
for deletion. State whether the billet is encumbered. For
encumbered billets, state the Job tenure, and years of
service of the incumbents. State whether placement action
or separation is expected in each instance. Estimate on an
overall basis the total number of personnel who will be
involuntarily separated by separate bumping action (by
general schedule/occupatlonal series and grade).

6. List the specific work area(s) Involved..

7. Provide a statement indicating whether the affected
function is to be abolished, absorbed by nonaffected
employees, or handled by contractual arrangements.

8. Provide a statement to the effect that military

ENCLOSURE (i).
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personnel have not been, and will not be, substituted for

civilian personnel being reduced in force.

9. Provide a statement as to whether additional reductions-

in-force may be required during the balance of the current

fiscal year.

ENCLOSURE (i)





DEPARTMENT OF THE NAVY
HEADQUARTERS UNITED STATES MARINE CORPS

WASHINGTON. D. C

From: Commandant of the Marine Corps
To: Distribution List

iotive n%Matrial sSubj Maintenance Procedures for Garrison Mobile)..:.:Handling) Equipment

Ref: (a) MCO PII240.46A, chap. 7
(b) MCO P4790.I
(c) MCO 4440.27B
(d) NAVSUPINST 10490.32 (NOTAL)

Encl: (i) Maintenance Procedures
(2) Garrison Mobile Equipment Records

i. Purpose. To implement the instructions contained in references (a), (b),
(c), and (d), and to prescribe the frequency and procedures for scheduling and
performing maintenance services on equipment in administrative use.

2. Cancellation. MCO I1240.48A.

3. Information. The maintenance procedures established by enclosure (I) are in
consonance with advanced technology in equipment design and improved materials,
tools, and lubricants. These procedures are designed to provide, at the lowest
possible cost, maximum availability of safe and serviceable equipment and
maximum service life of the equipment.

4. Applicability. The provisions of this Order are applicable to all activities
operating and maintaining commercial design automotive and materials handling
equipment (MHE) as delineated by the equipment codes cited in reference (c).

5. Reserve Applicability. This Order is applicable to the Marine Corps
Reserve.

ty Chief of Staff
Installations and Logistics

DISTRIBUTION: CN less 7000043
plus 7000043 (25)

Copy to: 8145001

PCN 102 116500 00
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MAINTENANCE PROCEDURES

1. Maintenance Manaqement. The maintenance management for arrison mobile

(automotive and materials handling) equipment (GME) shall be governed by the

policies set forth in the Marine Corps orders in the 4790 series (Marine Corps
Integrated Maintenance Management System (MIMMS)) the policies and procedures
contained in MCO PII240.46A, chapter 7; and the repair cost limitations
prescribed by the current editions of MCO 11240.47 for MHE and MCO 11240.75 for
automotive vehicles.

2. Maintenance Cateqories

a. Corrective Maintenance (CM). CM is the total of the maintenance actions

performed, as a result of a failure, to restore an item of equipment to a

specific condition. The tasks that comprise corrective maintenance will vary
between maintenance actions but when performed will normally occur in the same
sequence. The composite of these tasks is referred to as the C4 process and,
for any specified maintenance action, consists of those tasks requiring
performance to restore the item of equipment to the specified condition. The
CM process commences when an item of equipment is reported as requiring C4.

It terminates when the item is restored to a serviceable condition or declared
not reparable by a component authority. Detailed guidance is provided in

MCO P4790.2, appendix A.

b. Preventive Maintenance (PM). PM is the care and servicing performed by
personnel for the purpose of maintaining equipment in a satisfactory operating
condition. This is accomplished by providing for the systematic insDection,
detection, and correction of failures either before they occur or before
they develop into major defects. A systematic PM program of inspecting,
cleaning, servicing, lubricating, and adjusting is the key to equipment
readiness in a unit. It is normally a function of organizational maintenance
and accomplished by unit operational and maintenance personnel. Effectively
administered, PM will help prevent early breakdown or failure of equipment, thus
assisting in preventing costly, complex, and time-consuming repairs and assists
in attaining the optimum utilization of maintenance resources. PM services
are, in general, cyclic in nature, one cycle being completed each year of the

equipment life. They are frequently referred to as scheduled maintenance and
include:

(i) PM service performed by the operator or crew on a daily, weekly,
or special occurrence basis.

(2) PM services performed by organization maintenance personnel who are
assisted by the operator or crew on a calendar, mileage, or hours of operation
basis.

(3) Special PM services performed by operational and maintenance

personnel in conjunction with the aforementioned services.

(4) Vehicles will be inspected and serviced in accordance with the time
interval prescribed by the applicable manufacturer’s maintenance, service, and
repair manual. Intervals may be adjusted (more frequent only) if required by
local operating conditions. Such deviations shall be determined and authorized
by appropriate commanders. A copy of the approved deviation will be filed
in the Motor Vehicle and Engineer Equipment Record Folder (NAVMC 696D).
Corrective adjustments and repairs performed during serviceability inspection
shall be generally limited to those items prescribed by the manufacturer and
only to the extent necessary to restore the equipment to the optimum degree of
serviceability consistent with achieving the highest degree of cost effectiveness.

ENCLOSURE (I)
1
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c. Safety Inspection. Each item of equipment shall be inspected for
safety at intervals not to exceed 6 months or 6,000 miles for automotive
equipment and 520 hours for materials handling equipment, whichever occurs
first. The safety inspection will include, but not be restricted to, the items
contained in the sample safety inspection checklist. (See figure i.) To avoid
unnecessary downtime, the safety inspection shall be performed at the time of
the C4 or IM, in accordance with the manufacturers’ recommendations. However,
when the time or mileage/hours interval of these inspections do not coincide,
adherence to the prescribed interval for the safety inspection is required.
All deficiencies noted shall be corrected before returning the equipment to an
operational status. When the safety inspection is performed in conjunction with
the C4 or PM record, the results of the safety inspection on the back of the
Shop Repair Order (SRO) (form NAVFAC I1200/3A). The SRO will be utilized to
record the results of the safety inspection when it is not performed in
conjunction with either the CM or PM.

d. Scheduled Service Record. The Preventive Maintenance Schedule and
Record (DD Form 314), commonly referred to as the "314 card," is used to
schedule and record safety inspections and maintenance services as well as to
record the performance of unscheduled maintenance. Sound planning is essential
to evenly distribute the scheduled maintenance workload. When advancements or
deferments in maintenance service occur, care must be exercised to maintain the
workload schedule in proper balance. A visible signal system shall be used in
conjunction therewith in order to facilitate a quick, easy insight into the
overall scheduled workload and to determine the availability status of the
equipment fleet. The following symbols and signals are prescribed for use, as
indicated:

(i) "R"--initial receipt and performance of a serviceability acceptance
check. Use no signal.

(2) "M"--services in accordance with the manufacturer’s specifications.
Use red signal, and place under the appropriate column to indicate the day of
the month the equipment is scheduled for service.

(3) "S"--safety inspections. Use yellow signal, and place under the
appropriate column to indicate the day of the month the equipment is scheduled
for inspection.

(4) "/"--slash marks or diagonal lines indicating deadline. Use green
signal, and place in the lower right-hand corner. The reason for each deadline
series entry shall be correspondingly dated and entered within the "remarks"
section. Appropriate scheduling service symbols shall be entered in pencil
when scheduled, and in ink when completed. Pencil entries shall not be erased
after ink entries are made. Services/inspection should be scheduled from the
completion date of the last service performed.

ENCLOSURE (i)
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Item

1

Component

Brakes

Procedure

Test to determine if brakes are
functioning properly.

b. Check brake pedal free travel, as
required.

Co Remove right front brake drum, inspect
for wear or cracking, inspect lining
for excessive wear, and check wheel
cylinder for leaks and deterioration.
If excessive wear and/or malfunctions
are noted, remaining drums will be
removed and completely inspected.

Check all hydraulic brake lines for
leaks and condition. Fill system with
fluid.

eo On airbrake systems, inspect airbrake

diaphragms and all air lines and air

tanks for leaks and deterioration;

check airbrake instrument controls air
valves.

For disc brakes, inspect discs and

pads in accordance with manufacturer’s
recommendation.

Lights a. Check all lights, signals, and
reflectors.

b. Check condition of trailer jumper cable.

c. Check headlights for proper alignment.

Instruments, Controls,
and Warning Devices

Check all instruments, gages, mirrors,
switches, controls, horns, and warning
devices for proper functioning and damage.

Exhaust System Check muffler, exhaust and tailpipes, and

all connections for leaks.

Steering System Check all steering devices and linkage for
wear, alignment, and damage.

Safety Belts Check all safety belts for wear and proper
mounting.

Fifth Wheel and
Trailer Kingpin

Check fifth wheel operation and safety
lock. Check trailer kingpin for wear
damage.

Tires Check all tires for damage and excess wear.
Check wheel lug nuts for tightness.

Windshield Wipers
and Washers, Glass and
and Defrosters

Check for proper operation, wear damage,
and deterioration, as appropriate.

Figure i. Motor Vehicle Safety Inspection Checklist

ENCLOSURE (i)
3
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Item

i0

ii

12

Component

Overall

Hydraulic Systems

Winches, Cables, etc.

Procedure

Repair or replace all defective items
that would impair safe operation of the
vehicle.

Figure i. Motor Vehicle Safety Inspection Checklist (con.)

ENCLOSURE (i)
4
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GARRISON MOBILE EQUIPMENT RECORDS

i. Information. The records and forms described in this enclosure apply to all
garrison mobile (automotive and materials handling) equipment.

a. The following general use forms, described in. TM-4700-15/IB, chapter 2,
shall be utilized:

(i) SF 368 (QDR).

(2) Calibration Control Record.

b. The following forms, described in TM-4700-15/IB, chapters 3, 4, and 9,
shall be utilized:

(i) NAVMC 696D otor Vehicle and Engineer Equipment Record Folder).

(2) NAVMC 10627 (Vehicle and Operational Record).

(3) NAVMC 10031 (Daily Dispatching Record of Vehicles).

(4) NAVMC 10284 (Limited Technical Inspection, Motor Transport).

(5) DD Form 314 (Preventive Maintenance Schedule Accident).

(6) SF 91 (Operators Report of Motor Vehicle Accident).

c. NAVFAC I1200/3A (Shop Repair Order (SRO))

(1) Information. An SRO is prepared each time labor and/or materials
are expended for the maintenance, modification, alteration, or improvement of
an item of equipment, except for minor work that does not exceed .3 man-hours of
labor and during which no materials are used. The SRO should clearly and
specifically describe the work to be performed, since maintenance personnel are
not authorized to perform work which is not specified on the SRO. The SRO will
be considered complete and will be closed out at the time the equipment is
returned to service. In cases where items in the SRO must be deferred due to
lack of parts, and it is determined that the equipment can be returned to
service, the SRO will be closed out and the remaining item(s) listed on a new
SRO and accomplished as scheduled maintenance at a later date. Under no
circumstances will the original SRO be held open pending the completion of
repairs if the equipment is operational and is returned to service.

(2) Purpose. The SRO is used for requesting and authorizing maintenance
services, for recording repairs made and parts used on equipment undergoing
repair, and for recording scheduled maintenance services performed and parts
used.

(3) Responsibilities. The unit/activity commander is responsible for
ensuring that an SRO is completed whenever an item of equipment is submitted
to the maintenance shop, except for minor repair. The shop estimator/inspector
must ensure that all required maintenance actions are entered on the SRO and the
necessary parts/materials obtained and/or placed on order, since tasks which
are not listed on the SRO or for which the parts are not available cannot be
accomplished by the mechanic.

2. Motor Vehicle and Enqineer Equipment Record Folder (NAVMC 696D). This form
is commonly referred to as a "record folder" or receipt of equipment. This
record folder is used as a file for other forms as well as a record of transfers,
modifications, and major unit assembly replacement/repair (such as engine,
transmission, transfer, differential, power steering, clutch, and hoist assembly,
or other special purpose equipment attached or mounted).

ENCLOSURE (2)
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3. Record Disposition. The following records and forms listed in this
enclosure will be maintained in accordance with the retention and disposition
instructions contained in the current edition of TM-4700-15/I:

Form

NAVMC 696D

NAVFAC I1200/3A

Title

Motor Vehicle and Engineer
Equipment Record Folder

Shop Repair Order

Disposition

Following disposition
of equipment.

Life of vehicle.

NAVMC 10627 Vehicle and Equipment
Operational Record

Top portion, 30 days;
bottom portion,
commander’s discretion.

NAVMC 10284 Limited Technical
Inspection, Motor Transport

Following the
completion of next
technical inspection.

DD Form 314 Preventive Maintenance
Schedule and Record

Life of vehicle.

NAVMC 10031 Daily Dispatching Record of
Vehicles

One year after
completion.

4. Cost Accountinq. Detailed instructions for the collecting, recording, and
reporting of costs incident to the operation and maintenance of automotive
vehicles are contained in the Marine Corps orders in the 7310 series.

5. Vehicle Warranty

a. Warranty Provisions. All personnel connected with the acceptance,
operation, and maintenance of equipment in administrative use shall familiarize
themselves with the general provisions of equipment warranty. Maximum use of
the provisions of the warranty will significantly reduce maintenance costs.
The following are the standard warranty provisions contained in current
procurement contracts for automotive equipment:

"The contractor hereby guarantees the vehicle and parts thereof against
defective material and workmanship for a period of 1 year from the date
of acceptance or 12,000 miles road travel, whichever may occur first.
On vehicles procured f.o.b. (free on board) destination and delivered
by driveaway method to the Government, the 12,000-mile warranty
limitation will be in addition to the mileage accumulated by such
driveaway method. On vehicles used within the 50 States of the
United States and the District of Columbia, the guarantee shall include the
furnishing, without cost to the Government, f.o.b, manufacturer’s nearest
dealer or branch or to the original destination if desired by the
Government, new parts or assemblies to replace any that prove to be
defective within the warranty period. When the Government elects to
have the work performed by the contractor, the cost of the labor
involved in the replacement of the defective parts or assemblies
at the contractor’s plant, branch, or dealer facility shall be borne
by the contractor. On vehicles used outside the 50 States of the United
States and the District of Columbia, the guarantee shall include the
furnishing of new parts or assemblies to replace any returned to the
contractor by the Government which prove to be defective. The replace-
ment parts or assemblies shall be delivered by the contractor to the
port of embarkation in the United States designated by the Government.
The contractor shall not be required to bear the cost of labor involved
in correcting defects in vehicles used outside the 50 States of the
United States and the District of Columbia.,’

ENCLOSURE (2)
2
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b. MHE. The manufacturer will provide warranty service on MHE on an
individual basis. Therefore, it is imperative that managers of MHE familiarize
themselves with the following warranty provision contained in the current
procurement contracts for MHE:

"The contractor warrants for 1 year after acceptance all supplies
furnished will be free from defects in design except to the extent
that design is specified by the contract specifications, material,
and workmanship will conform with the specifications and all other
requirements of the contract."

c. Warranty Correction Procedures. Refer to MCO PII240.46A, chapter 7.

ENCLOSURE (2)
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BASE ORDER lZ713.4A

From: Commanding General
To: Distribution List

Subj: Upward Mobility for Civil Service Employees

Ref: (a) P.L. 9Z-261 of 24 Mar 1972 (EEOAct of 1972)(NOTAL)
(b) E.O. 11478 of 8 Aug 1969 (NOTAL)
(c) FPM/CPI 713 (NOTAL)
(d) OCPINSTR 12410. IA of 18 Mar 1976 (NOTAL)
() BO 12713.5A
(O BO 5310. ZB

Ench (I) Upward Mobility Plan for Trainee Positions

I. Purpose. To reestablish the Upward Mobility Program for civil
service employees and to set forth the policies and procedures for
carrying out the program in accordance with the provisions of refer-
ences (a) through (e).

2. Cancellation. BO 12713.4,

3. Background. References (a) through (d) require that there be
provided an opportunity for lower level employees to enter a new career
in technical, administrative, professional, or craft/trade occupation.
The Upward Mobility Program is designed to meet that requirement.
Upward mobility is an integral part of the Navy’s Equal Employment
Opportunity Affirmative Action Plan and supports equal employment
opportunity efforts by providing developmental opportunities to lower
level employees who are in work situations which do not enable them
to realize their full work potential.

4. Definitions

a. Upward Mobility. Upward mobility refers to those actions taken
by management to provide intensive accelerated development to equip
lower level employees (GS-1 through GS-9 and WG-1 through WG-9)
with the specific skills and knowledge s necessary to perform in target
positions.

b. Potential. Potential is the ability (including desire) to acquire
and use skills and knowledges needed to successfully perform higher
level work.



BO Ig?IB. A
9 Jun 197

c. Trainee Position. A trainee position consists of the duties
which an employee will perform while training for a target position.

d. T.arget Position. A target position consists of the duties which
an employee selected for an upward mobility assignment will be trained
to perform.

e. Bridge Position. A bridge position is one established to "bridge"
the gap betveen a lower level position and the first rung of an established
career ladder or to bridge the gap between a career ladder with lesser
career growth to one with greater growth potential

f. Job Restructuring. As used in this Order, job restructuring is
the technique of rearranging the way the work of an organizational seg-
ment is performed by arranging tasks into jobs which will provide a
progression of training and experience of lower level employees to
develop and advance within and across occupational lines.

5. Objectives. The objectives of the Upward Mobility Program are:

a. To prepare the trainee to function effectively in the immediate
target position.

b. To provide employees with opportunities to grow, to enhance
their qualifications, and to progress in career positions.

c. To provide upward mobility and/or lateral reassignment for
employees whose current assignments do not provide for future advance-
ment.

d. To provide a broader base for selection of’personnel for the
technical, administrative, professional, and craft/trade positions; and
thus diversify the employee population.

e. To obtain more effective utilization of the potential of employees.

f. To motivate employees and create a climate conducive to high
morale.

6. Responsibilities. Upward mobility involves all levels of manage-
ment and supervision.

a. Senior Command Officials. As an equal employment opportunity
employer, each senior command official is responsible for including
upward mobility as an integral part of an Equal Employment Opportunity
Affirmative Action Plan.

b. Managers/Supervisors. All levels of management and super-
visor s are responsible for identifying situations which lend themselves
to the development of trainee and target positions as discussed herein
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and in reference (f) and for counseling, guiding, and evaluating indi-
vidual trainees under the Upward Mobility Program.

c. Deputy Equal Employment Opportunity Officer. The Deputy
Equal Employment Opportunity Officer is responsible for providing
appropriate staff support.

d. Civilian Personnel Officer. The Civilian Personnel Officer is

responsible for providing assistance by analyzing data which is essen-

tial for job restructuring, developing job requirements, developing
elements of career ladders, measuring potential of employees, develop-
ing selection criteria, identifying appropriate training sources, and
assisting in developing useful training experiences both formal and on

the job.

e. Employees.. Employees are responsible for making known their

inte re st in advance merit.

7. Training Plan. Enclosure (1) outlines the training plan approved for

use in pursuing upward mobility objectives. Assignments under the plan
must not convey an impression of rapid or guaranteed advancement.

8. Action. Cognizant management.:,fficiis .Will:

a. Inform employees of the Upward Mobility Program and counsel
those employees who express an interest in career development.

b. Use the training plan set forth in enclosure (1) where appropriate
in meeting their personal staffing, training and career development
nee ds.

9. Applicability. Having received the concurrence of the Commanding
Officers of Marine Corps Air Station (H), New River; Naval Regional
Medical Center, Naval Regional Dental Center, and Navy Recruiting
District, Raleigh, this Order is applicable to those commands.

Chief of Staff

DISTRIBUTION: "C" Less Category HI
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UPWARD MOBILITY PLAN FOR TRAINEE POSITIONS

I. Position Coverage

A. Trainee Positions. This plan provides for upward mobility of

employees to predetermined target positions by means of trainee or

entry level positions. The trainees will be selected from on board

employees in grades GS-1 through GS-9 or WG-1 through WG-9 who

demonstrate potential for development in a technical, administrative,

professional or craft/trade career.

B. Target Positions. Target positions may be at the same grade
levels as the trainees’ positions or at the next higher grade levels in

the occupational series for which training is being given. Trainees

who enter a series where positions are properly classified at two grade
intervals will be eligible for such promotion upon successful completion
of the training program. No trainee may receive more than one pro-
motion urder the provisions of this Upward Mobility Plan.

IL Identification of Target Positions and Establishment of Trainee

Positions. Utilizing the services cited in subparagraphs 6. c. and d.

of the basic Order, line management will identify those positions/vacan-
cies which are appropriate for upward mobility assignments. Once
those positions are identified, trainee jobs will be established encom-

passing the duties employees will perform while in training. Instances

in which there is a lack of sufficient numbers of well qualified applicants
for a given position provide excellent opportunities to use the upward
mobility approach in filling vacancies.

Selection of Trainees

A. Qualifyin Standards. Applicants for trainee positions must

have competitive civil service status and show that they can reasonably

be expected to perform the duties of the target position upon completion

of the training. Employees must at the time of selection meet any

positive educational requirements specified for the target position. At

the time of promotion to the target position, the trainee must also meet

any applicable time in grade restrictions. Applicants must demonstrate

potential to perform successfully in the target position and the ability

to profit from the development experience. Each upward mobility

opportunity will be formally announced using merit promotion procedure s.

B. Evaluation Methods. A rating panel consisting of an Equal
Employment Opportunity representative, a line management official

having knowledge of the occupation for which applicant will be rated,

and a personnel staffing specialist will evaluate applications. The

Union will nominate a representative to be used when evaluations are

made for positions covered in the Unit(s). By careful analysis of the

quality of work experience, education, supervisory appraisals, test

scores and other evidence of potential, the panel will rank the applicants.

ENCLOSURE (I)
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Applicants will be rated as qualified or highly qualified for each
position for which application is made. The panel will also be avail-
able to advise applicants or selecting officials upon request.

C. Selection. Trainees will be selected under the merit promotion
procedures. Such selections will be made by operating officials after
intorviewing applicants.

IV. Length of Training. The length of training may range from six
months to two years depending upon the time required to equip the
employee with the specific knowledges and skills necessary to perform
satisfactorily in the target position. Trainees who fail to meet the per-
formance requirements of the target position may be returned to their
former positions or to positions of similar duties and grade in accordance
with competitive merit procedures. Any additional training beyond the
target position will follow normal career management and merit pro-
motion procedure s.

V. Training Plan. An individual development plan must be developed
for each trainee immediately upon selection. Such plan must set forth
in detail the learning experiences the trainee(s) will. undertake in order
to acquire those knowledges and skills necessary for successful job
performance in the target position. Each individual development plan
must include appropriate formal training and on-the-job training as
well as any self-directed developmental activities. A copy of the plan
will be provided to the trainee.

VI. Evaluation of Trainees’ Progress,. Within 30 days after assigned
to trainee positions, preliminary evaluations will be made to assess
development needs of the employees. Subsequently, written supervisory
reports on the employees of application of training received and overall
development on the job will be made at regular intervals of 30 days dur-
ing the first six months and at intervals of 90 days thereafter. Upon
completion of the training program, supervisors will make final sum-
mary evaluations of the achievements and performances of the trainees.
Trainees will be expected to make written evaluations of any formal
training provided at Government expense and to make self-assessments
of their development.

VH. Career Counseling. Each trainee will receive career counseling
before entering the development assignment and at appropriately spaced
intervals after entering the program. The counseling will be done b7
the personnel office staff in collaboration with the Deputy Equal Employ-
ment Opportunit7 Officer.

ENCLOSURE (I)
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BASE ORDER 12275. 1

From: Commanding General
To: Distribution List

Subj: Self-Evaluation of Civilian Personnel Management

Ref: (a) CPI 275 (NOTAL)

Encl: (1} Personnel Management Self-Evaluation Plan

1. Purpose. To establish a plan for self-evaluation of civilian person-
nel management.

2. Background. Reference (a) requires periodic internal evaluations
of civilian persormel management. Such self-evaluations will include
Equal Employment Opportunity.

3. Information. There is a continuing need for assuring that civilian
per sonne 1 management make s the maximum contribution in support of
accomplishing the mission assigned to this comnand. To meet that
need, the self-evaluation plan hereby established consists of statements
of personnel management objectives, criteria for measuring achieve-
ment of objectives, and methods of measuring achievement that will
provide information as to the degree the objectives are being met.

4. Responsibility. A self-evaluation committee is hereby established
to evaluate the effectiveness of civilian personnel management. Member-
ship of the committee is designated by separate directive and will include
but not necessarily be limited to the Base Inspector as Chairman, and
the Assistant Chief of Staff, Manpower and Management Engineer Officer
as members. The Civilian Persormel Officer or his designated repre-
sentative will. act as Resource Consultant.

5. Action. Enclosure (1) lists the evaluation objectives, criteria for
measuring personnel management achievements and additional achieve-
ment guidelines. By the use of the documents listed in paragraph 5
of enclosure (1}, and other available information, the self-evaluation
committee will biennially as se s s the quality of civilian per sonne 1
management in relation to actual achievement of the objectives listed.
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A report of the committee findings will be forwarded to this Headquarters
via the Civilian Personnel Officer who will indicate by endorsement any
appropriate actions required to correct discrepancies.

Chief of Staff

DISTRIBUTION: "C" less Categories HI & IV
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PERSONNEL MANAGEMENT SELF-EVALUATION PLAN

The continued quest for increased efficiency demands the use of sound
management practices. What constitutes sound management is influ-
enced by the parameters within which management must operate. Such
parameters include expressions of national policies enunciated in laws,
executive orders, and regulations which pertain to the management of
civilian employees. It is considered that establishing personnel manage-
ment objectives will aid in achieving improvements in the use of civilian
personnel. Accordingly, the objectives set forth below are determined
to be matters which must be considered in the utilization of civilian
employees. In addition, criteria for measuring achievement and the
methods for determining degree of achieving the objectives are pre-
scribed.

I. Employment and Promotion Practices

a. Ob,jective. Employment and promotion practices which are
responsive to the needs of the Base while maintaining the integrity of
the merit system and complying with the principles of Equal Employ-
ment Opportunity..

b. Criteria for Measuring Achievement; that

(1) advance estimates of probable civilian personnel needs are
made,

(2) recruiting procedures provide for contacts with appropriate
sources of employees,

(3) internal procedures minimize delay in filling vacancies,

(4) a mechanism exists to assure annual intake at entry levels,

(5) there is a written merit promotion plan which provides for
equitable consideration of all employees and the plan has been suitably
publicized, and

(6) there is an aggressive ongoing effort to enhance employment
opportunities for minorities and women.

c. Achievement Guidelines

BO 12335. i Merit Promotion Program

BO 12335.2 Use of Details and Temporary
Promotions of lZ0 Calendar Days or
Less

ENCLOSURE (i)
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BO I2713.4

BO 12713.5

BO 12713.6

Z. Labor Management Relations

Upward Mobility Program for Civi.
Service Employee s

Regional Affirmative Action Plan
for MCB; MCAS(H), New River;
NRMC, and NRDC, Camp Lejeune

Equal Employment Opportunity
Program

a. Obiective. A Labor Management/Employee Relations Program
which promuces awareness, communication, and cooperation between

management, employees, and appropriately recognized labor organi-
zations.

b. Criteria for Measuring Achievement. The objective is being
met if discussions with management and union officials indicate that a
climate exists in which union officials feel free to express their views
on matters affecting Unit employees. Another criterion is that satis-
factory relationships between union and management officials exist.

c. Achievement Guidelines

BO 12430. 1

BO 12451. 1

BO IZ610. 1

BO 12750. 1

BO 12750. Z

Performance Appraisals and Ratings
of Civil Service Employees

Incentive Awards Program/Military
Cash Awards Prpgram

Hours of Work

Adverse Actions, Discipline and
Conduct

Private Indebtedness of Civil Service
Employee s

BO 12770. 1 Administrative Appeals and Grievances

BO 12790. 1 Services to Employees (General)

Negotiated Agreement under Executive Order 11491, as amended.

3. Em]loyee Development

a. Objective. Employee training, education and development which
responds to the requirements of management and employees in support
of mission accomplishment and which is within both monetary and man-

power constraints.

ENCLOSURE (I)

2



BO 12275. i
9 Jun 1977

PERSONNEL MANAGEMENT SELF-EVALUATION PLAN

The continued quest for increased efficiency demands the use of sound
management practices. What constitutes sound management is influ-
enced by the parameters within which management must operate. Such
parameters include expre s sions of national policie s enunciated in laws,
executive orders, and regulations which pertain to the management of
civilian employees. It is considered that establishing personnel manage-
ment objectives will aid in achieving improvements in the use of civilian
personnel. Accordingly, the objectives set forth below are determined
to be matters which must be considered in the utilization of civilian
employees. In addition, criteria for measuring achievement and the
methods for determining degree of achieving the objectives are pre-
scribed.

1. Employrnentand Promotion Practices

a. Ob’ective. Employment and promotion practices which are
responsive to the needs of the Base while maintaining the integrity of
the merit system and complying with the principles of Equal Employ-
ment Opportunity..

b. Criteria for Measuring Achievement; that

(1) advance estimates of probable civilian personnel needs are
made,

(2) recruiting procedures provide for contacts with appropriate
sources of employees,

internal procedures minimize delay in filling vacancies,

(4) a mechanism exists to assure annual intake at entry levels,

(5) there is a written merit promotion plan which provides for
equitable consideration of all employees and the plan has been suitably
publicized, and

(6) there is an aggressive ongoing effort to enhance employment
opportunities for minorities and women.

c. Achievement Guidelines

BO 12335. 1 Merit Promotion Program

BO 12335.2 Use of Details and Temporary
Promotions of 120 Calendar Days or
Less

ENCLOSURE (1)
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BO I2713.4 Upward Mobility Program for Civi.
Service Employee s

BO 12713.5

BO I2713.6

Regional Affirmative Action Plan
for MCB; MCAS(H), New River;
NRMC, and NRDC, Camp Lejeune

Equal Employment Opportunity
Program

2. Labor Management Relations

a. Objective. A Labor Management/Employee Relations Program
which proauces awareness, communication, and cooperation between
management, employees, and appropriately recognized labor organi-
zations.

b. Criteria for Measuring Achievement. The objective is being
met if discussions with management and union officials indicate that a
climate exists in which union officials feel free to express their views
on matters affecting Unit employees. Another criterion is that satis-
factory relationships between union and management officials exist.

c. Achievement Guideline s

BO 12430.1

BO 12451.1

BO 12610. 1

Performance Appraisals and Ratings
of Civil Service Employees

Incentive Awards Program/Military
Cash Awards Pr.ogram

Hours of Work

BO 12750. 1 Adverse Actions, Discipline and
Conduct

BO 12750. Z Private Indebtedness of Civil Service
Employee s

BO I2770. I Administrative Appeals and Grievances

BO 12790. 1 Services to Employees (General)

Negotiated Agreement under Executive Order 11491, as amended.

3. Employee Development

a. Objective. Employee training, education and development which
responds to the requirements of management and employees in support
of mission accomplishment and which is within both monetary and man-
power constraints.

ENCLOSURE (I)

2
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b. Criteria for Measuring Achievement. There is an activity-wide
training plan with the following characteristics:

(1) It is based on clearly defined achievable objectives.

(2.) It insures a consistent coordinated effort focused on the

needs of the organization served.

(3) It is reasonably economical in terms of resources needed
to implement it.

(4) All employees are given fair and equitable consideration in

selection for training.

(5) There is a continuing effort to increase competence growing
out of current and projected operating requirements.

(6) The plan has been suitably publicized.

c. Achievement Guideline

BO IZ410 3

4. Position Management

Civilian Employee Training and
Development Program

a. Objective. Position management which promotes effective

organization structures within available funding and grade control

limitations.

b. Criteria for Measuring Achievement

(1) There is a publicized directive establishing the position

management program as prescribed by appropriate authorities.

(Z) The position management program has the following
characte r istic s:

(a) A position management officer is so indicated.

(b) A position management team is effectively making

cyclic reviews.

(c) Adequate documentation of cyclic reviews is made.

(d) Supervisors and employees are aware of position manage-
ment and cooperate with the position management staff.

c. Achievement Guidelines

BO 53 10. ZB Manpower Control and Utilization

ENCLOSURE (I)
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BO 12511. I Position Classification

BO 12532.2 Grading of Trades and Labor
Positions Under the Federal Wage
System

5. Assessment. Methods of measuring achievement of the objectives
set forth herein will include:

a. Reports of on-site visits to operating units by representatives
of the Civilian Personnel Office and the Equal Employment Opportunity
Office r.

b. Reports of inspections conducted by Headquarters Marine
Corps, Department of the Navy, and the Civil Service Commission.

c. Use of Department of the Navy Self-Evaluation Questionnaire.

do Review use of achievement guidelines.

ENCLOSURE (I)

4
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BASE ORDER 12792.2A

From:
To:

Commanding General
Distribution List

SubJ: Civilian Employee Assistance Program

Ref: (a) FPM 792 (NOTAL)
(b) OCMMINST 12792.4 (NOTAL)
(c) BO 12750.IG

Encl: (i) Definitions
(2) Identification of Employees with Problems and

Problem Employees

I. Purpose. To promulgate policy, procedures, and respon-
sibilities relative to subject Program, which provides
assistance to civilian employees who have personal problems
which have an adverse effect on job performance, in accor-

dance with references (a) and (b).

2. Cancellation. BO 12792.2.

3. Definitions. The terms used in this instruction are

defined in enclosure (i).

4. Background. Current guidelines from the Civil Service

Commission require that assistance be given to employees who

have a problem involving misuse of either alcohol or drugs.

However, those activities which established Civilian Employee
Alcoholism Programs in accordance with earlier Navy instruc-

tions have found that, of the personnel referred for counsel-
ing and assistance, a significant number have problems other

than those involving misuse of alcohol and drugs. Conse-

quently, reference (b) provides for assistance, not only to

employees who have problems with alcohol or drugs, but also

to employees who have other problems which result in sig-

nificantly impaired job performance.

5. Policy. It is the policy of the Department of the Navy:

a. To recognize alcoholism as a treatable illness.

b. To recognize drug abuse as a treatable health problem.
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c. That for purposes of the policy, alcoholism and
drug abuse are defined as health problems in which the
employee’s ,ob performance is impalredias a direct conse-
quence of the use of the substances.

d. To recognize that employees will be beset with
serious personal problems which may or may not affect job
performance, for which management can provide assistance
through coumsellng or referral to appropriate helping
agencies in the community.

e. That management is not concerned with the employee’s
use of alcohol or other substances except as it may affect
his Job performance or the efficiency of the service. (How-
ever, the Department of the Navy does not condone employee
drug activity or other actions which are contrary to law.
When management has good reason to believe that criminal or
potentially harmful conduct s drected towards the person or
property of others, management’s first obllgato9 is to those
persons or properties, and then to the employee involved.)

f. That employees with problems of alcohol abuse, drug
abuse, or other personal problems will receive the same
consideration and offer of assistance that is extended to
employees having any other illness or health problem.

g. That sick leave will be granted for the purpose of
treatment or rehabilitation as with any other illness.

h. That the confidential nature of medical and counsel-
ing records of employees with alcohol abuse, drug abuse, or
their personal problems will be properly safeguarded.

i. That employees who suspect they may have an alcohol
or drug abuse problem, even in the early stages, and those
who recognize that they have a personal problem not involv-
ing substance abuse, are encouraged to voluntarily seek
counseling and information on a confidential basis by con-
tacting the individual designated to provide such services.

j. That no employee will have his job security or
promotion opportunities jeopardized by his request for coun-
seling and referral assistance, except as limited by laws
relating to sensitive positions.

k. That no applicant for civilian employment will be
denied proper consideration for employment solely on the
basis of prior alcohol abuse, alcoholism, or drug abuse.
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6. Program Administration and Responsibilities. The Civil-
ian Employee Assistance Program provides for management
assistance to employees with a broad spectrum of problems
which interfere with job performance or conduct. However,
experience has shown that, of these employees, 60 per cent
or more will have a problem which involves alcohol;
therefore, emphasis will continue to be given to this aspect
of the Program.

a. Management Responsibilities. Effective implementa-
tion of the Civilian Employee Assistance Program is a com-
mand responsibility. Active leadership and direction by
department heads and other management officials is dictated,
not by law or regulation, but by the need for sound manage-
ment practices. In any activity, the personnel problems
which are costly in terms of lost production, accidents,
disciplinary actions, and administrative effort are generated
by a relatively small proportion of the activity’s employees.
The Civilian Employee Assistance Program is a means to
eliminate (in. most cases) the problems generated by such
employees and thus improve productivity and reduce overhead
costs. However, it will do so effectively only if there is
continuing support from all levels of management.

b. Civilian Personnel Officer. General responsibility
for the Civilian Employee Assistance Program has been
delegated to the Civilian Personnel Officer. The Civilian
Personnel Officer has designated the Employee Relations
Superintendent as the Program Administrator.

c. Program Administrator.
responsible for:

The Program Administrator is

(1)
billty.

Developing and maintaining a counseling capa-

(2) Providing for the development and conduct of a

training program for supervisors with rspect to the Civilian
Employee Assistance Program.

(3) Providing for the development and conduct of an
education program for all employees to enure that all em-

ployees are aware of and understand the benefits to be de-
rived from the Program, and to prevent or discourage alcohol
and drug abuse.

(4) Ensuring that firm guidance and adequate assis-
tance in oStaining rehabilitation, counseling, or other
appropriate help is provided to employees with problems.
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(5) Maintaining appropriate records and preparing
required reports.

(6) Ensuring that confidentiality of records and
other information on employees affected by this Program is

adequately maintained in accordance with the provisions of
reference (b).

(7) Serving as the contact and rferr.al counselor.
(See enclosure (I).)

d. upervisor. The first line supervisor is the key
individual in this Program, since he is usually the first to

recognize that a subordinate is becoming a problem to

management, and is also the management representative who
initiates corrective action. This Program provides him with

an additional management technique for maintaining maximum

effectiveness of his subordinates. All supervisors should
become thoroughly familiar with enclosure (2).

e. EmploYee. The Civilian Employee Assistance Program
is a means through which management problems are reduced.by
providing assistance to the employee in resolving the personal
problem which is generating unacceptable performance or

conduct. The assistance is offered in the interview with

the Program Administrator but beyond the interview, the

employee cannot be required to accept the proffered assis-

tance. Whether the employee accepts the assistance or not,
the employee is responsible for correcting the poor perfor-
mance. If the unacceptable performance or conduct continues

because the employee is unable to adequately respond to

treatment, other management assistance, or his own solution

to the problem, management will have to take whatever

corrective actions are necessary, up to and including removal.

f. Medical Services. The Naval Regional Medical Center
will provide care for acute and emergency conditions related

to alcohol or drug abuse of civilian employees. Such condi-

tions include, but are not necessarily limited to, acute

intoxication, gastritis, gastroenterltis, and withdrawal

symptomatology, when occurring on the Job. The Naval Regional
Medical Center will also conduct fitness-for-duty examinations

and provide counseling of a professional medical nature.

g. Relationship to Disciplinary Action. The Civilian

Employee Assistance Program supplements but does not replace

existing procedures for dealing with problem employees. The

purpose of discipline is to correct the offending employee

and maintain discipline and morale among other employees.

4
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The purpose of the Civilian Employee Assistance Program is

to correct unsatisfactory performance or conduct, hopefully
before disciplinary action becomes necessary. Referring
an employee for counseling assistance is not however a

bar to taking disciplinary action under the provisions of
reference (c). There is a distinction to be made between
offering assistance through counseling to an employee with
a problem, and taking disciplinary action against an offender.
In some instances it will be appropriate and necessary to

take both actions when the employee has committed an offense,
even though the offense results from a personal problem.

7. Referral Procedures

a. Involuntary Referrals. The supervisor shall keep
himself sufficiently aware of the performance of all his
immediate subordinates so that he will become aware of those
whose performance is in or reaches a status of less than
satisfactory. When such is the case the supervisor, in
accordance with the guidelines contained in enclosure (2),
will discuss wth the employee his job deficiencies and
advise him of the availability of specific counseling, if the
deficiencies are caused by a health or personal problem. If
as a result of the first discussion, the employee does not

improve the unsatisfactory job performance or conduct the
supervisor will direct the employee to report to the
Employee Relations Superintendent.

b. Voluntary Referrals. Employees who suspect that they
may have an alcohol or drug abuse problem, even in the early
stages, and those who recognize that they have a personal
problem not involving substance abuse, are encouraged to

voluntarily seek counseling and information on an entirely
confidential basis by contacting the Employee Relations

Superintendent, Civilian Personnel Office, Building 33,
Marine Corps Base; telephone 451-1579.

c. Counseling Referrals. If, after the initial coun-

seling session with the Employee Relations Superintendent,
the employee acknowledges the existence of a problem and
desires further counseling he will be referred to a medical

officer, private physician, or community service organiza-
tion, as appropriate. Employees who have made the decision

to undergo a prescribed program of rehabilitation or treat-
ment will be granted sick leave for this purpose. As for
any other health condition, the employee is responsible for

the costs of treatment and rehabilitation.

8. Action. It is the responsibility of supervisors to

assure that all employees under their supervision are
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familiar with the contents of this Order. Questions on
interpretation and application should 5e referred to the
Employee Relations Superintendent, telephone 451-1579.

9. Applicability. Having received the concurrences of the
Commanding Officers of Marine Corps Air Station (Helicopter),
New River, Naval Regional Medical Center, and Naval Regional
Dental Center, this Order is applicable to those commands.

DISTRIBUTION: "C" less Cat III
plus 50 to CivPersOff
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DEFINITIONS

i. The following definitions are intended for the adminis-
tration of the Program set forth in Base Order 12792.2A.
They are not intended to modify or influence definitions
applicable to statutory provisions and regulations which
relate to determinations of disability benefits, or
criminal or civil responsibility for a person’s acts or
omissions.

a. Addiction. A physiological condition in which there
is a marked change in tolerance to alcohol or other drugs,
and continued consumption is necessary for the prevention
of withdrawal symptoms.

b. Alcohol Abuse. Any irresponsible use of alcohol
which results in unacceptable social behavior or impairs
the individual’s performance of duty or job-related conduct,
physical or mental health, financial responsibility or
interpersonal relationships. It can be an early stage of,
or can lead to the condition of alcoholism.

c. Alcoholic. An individual who suffers from alcohol-
ism, as defined below.

d. Alcoholism. As used in this Order, alcoholism is
physical and/or psychological dependence on alcohol.

e. Contact and Referral Counselor. The individual
responsible for conducting the initial interview with the
employee who is referred by the supervisor (or who volun-
teers) for counseling under the provisions of this Program.
Having determined the nature of the problem, with or with-
out outside assistance, he refers the employee to a source
of assistance appropriate to the problem.

f. Detoxification. The process of establishing physio-
logical equilibrium to include the elimination of alcohol
or other drugs from the body. ElimlnatiDn of the substance
occurs by means of natural metabolic processes, including
excretion, and normally occurs within 6 to 24 hours from
cessation of ingestion in otherwise healthy individuals.
Establishment of physiological equilibrium is a slower
process, and may require medical support to prevent the
occurrence of severe withdrawal symptoms. Detoxification,
when required, is the first .step in the treatment process.

g. Dependence. As used in this Order, dependence is a
condition in which the individual must continue the use of a
substance in order to maintain a sense of well-being. The

ENCLOSURE (i)
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origin of the condition can be physiological, psychological,
or both. Dependence frequently involves or leads to abuse
of the substance. Although addiction as defined above is a
form of dependence, the withdrawal syndrome is not necessarily
present in dependence. An individual can become dependent
on a variety of non-addictive drugs and other substances.
Relief or recovery from dependence is not just a matter of

willpower, but as with addiction, medical treatment, coun-
seling, or other therapies can be required for recovery.

h. Dru$ Abuse. A health problem characterized by the
use of a drug in a manner or to a degree which interferes
with the individual’s health, interpersonal relations,
social standing, or economic functioning (including job
performance It can, but does not necessarily involve
addiction.

i. Civilian Employee Assistance Prosram. A management
technique by which assistance is made available to employees
who have serious personal problems which, over a period of

time, result in significant impairment of job performance or

conduct, as well as to Smployees who recognize their problem
and voluntarily seek help before the impairment becomes a

matter of concern to management.

J. Intoxication. A state of impaired mental and/or
physical functioning, resulting from the presence of alcohol
or other drugs or intoxicants in a person’s body. Alcohol
intoxication does not necessarily indicate alcoholism as

defined herein, nor does the absence of observable intoxica-

tion necessarily exclude the possibility of alcoholism.

k. Problem Drinker. A person who may or may not be an

alcoholic, but whose use of alcohol conforms to the definition

of alcohol abuse as defined above.

i. Recovered Alcoholic. The term used to describe a

person whose alcoholism has been arrested. Normally this is

accomplished through abstinence and is maintained through a

continuing program of personal recovery.

m. Substance Abuse. A health problem characterized by
the use of a substance in a manner or to a degree which
impairs the individual’s physical or mental health, perfor-
mance of duty, or job-related conduct, financial responsi-

bility, or interpersonal relationships. There is often, but
not always, a dependence on the substance. It includes but
is not limited to alcohol and drug abuse, since the abuse

may be of such common substances as food (overeating with

resultant obesity), coffee (chronic insomnia), tobacco

ENCLOSURE (1)



BO 12792.2A
22 Apt 1977

(hypertension), or aspirin (psychological dependence result-
ing in salicylate poisoning).

n. Sensitive Positions. Those positions designated as

"crltical-sensitive" in FPM Chapter 732.

o. Withdrawal Syndrome. A complication of detoxlfica-
tlon in addiction which is a potentially serious condition.
While the symptoms can vary according to the substance to

which addicted, the withdrawal syndrome will usually include
intense anxiety, and some degree of mental and physical
impairment. It may progress from tremors and convulsions
through hallucinations and delirium to death. Onset occurs

within hours after the last intake of the addictive sub-

stance. Recovery from the acute phase usually occurs 2 to

5 days after the onset.

ENCLOSURE (i)
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IDENTIFICATION OF EMPLOYEES WITH PROBLEMS
AND PROBLEM EMPLOYEES

i. Just as there is a difference between the employee with

a problem and the problem employee, so is there a difference

in the way they are identified. Most employees will have

personal problems from time to time. Usually the employee
solves the problems unaided, but some will’-be unable to do so

without help. In some cases, the individual then becomes
to management a problem employee, because his personal
problem generates a pattern ofbehavlor, conduct, or job
performance which is unacceptable. Identification of the

employee with a problem is effected through self-identlflca-
tion, while in almost every instance identification of the

problem will result from management action, usually super-
visory identification.

2. Activities can encourage self-identlficatlon through con-

centrated educational programs and easy accessibility to

program personnel. The ready availability of assistance

with a seemingly insoluble personal problem may well prevent
an employee with a problem from becoming a problem employee.
Management should make every effort to foster an accepting

atmosphere in which concerned employees will be encouraged
to seek early counseling and assistance voluntarily. The

accepting atmosphere is especially important for employees
who are concerned about their use of alcohol or drugs.

3. Responsibility of Supervisors

a. It is the responsibility of supervisory personnel to

identify problem employees. Such responsibility requires no

special expertise, nor does it permit supervisors to diagnose

the problem of the employee. It. does require conscientious

fulfillment of the supervisory role. Failure by a supervisor

to utilize the Program as a management tool, should be

reflected in performance evaluations of the supervisor or in

other management actions. Supervisory functions in the

Civilian Employee Assistance Program include, but are not

limited to the following:

(i) Being alert to the job performance and conduct

of subordinates.

(2) Noting unsatisfactory or deteriorating job

performance and/or conduct.

(3) Holding a discussion with the employee regarding’

such Job problems.

ENCLOSURE (2)
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(4) Advising the employee that if his job deficien-
cies are caused by a health or other personal problem, there
are specific medical and counseling resources available to him.

(5) Ensuring that the employee is introduced to
appropriate Program personnel if he advises the supervisor of
the presence of such a problem.

(6) Directing the employee to report to the contact
and referral counselor (Employee Relations Superintendent),
if as a result of the first discussion, the employee does not
improve the unsatisfactory job performance or conduct.

(7) Utilizing usual nondisciplinary or disciplinary
methods to correct continued job deficiencies when the em-
ployee is unable or unwilling to adequately respond to, or
refuses to accept therapeutic or other assistance offered by
management. (Such action may be taken concurrently with
referral for counseling when appropriate, such as infractions
of regulations.)

(8) Be able to describe, in confidence, to appro-
priate activity Program personnel, an employee’s behavior,
and be willing to accept guidance that can be offered in
motivating the employee to resolve his problem and correct
deficiencies in performance or conduct. In summary, the
supervisor shall keep himself sufficiently aware of the per-
formance of all his immediate subordinates so that he will
become aware of those whose performance is in or reaches a
status of less than satisfactory. When such is the case, he
shall so advise the employee and offer help through this
Program. If those actions do not result in adequate improve-
ment, the supervisor shall then require the employee to
report for counseling by appropriate Program personnel. Sub-
sequent supervisory actions will depend on the results of the
initial counseling session. Appropriate disciplinary action
may be taken at any time, but in many instances the unaccept-
able conduct will be corrected through this Program before
disciplinary action becomes necessary. nally, the supgr-
visor should keep in mind that his function in this Program is
not to identify alcoholism or other problems, but to identify
those of his immediate subordinates who are problem employees
because their conduct or performance of duty is not satisfactory.

b. A supervisor may be faced by another kind of problem,
in which the employee is found drinking on duty and/or
behaving in a manner that suggests he is under the influence
of intoxicants or is otherwise not "ready, willing, and able
to work." In such case, the supervisor will have the employee
examined as directed in reference (c).

ENCLOSURE (2)



UNITED STATES MARINE CORPS
MARINB" CORPJ BASs.

CAMP L,rI.JEUNS., NORTH CAROL,INA 28S42

BASE ORDER 12552.1H

From: Commanding General
To: Distribution List

Subj Wage Schedules for Trades and Labor Employees

Ref: (a) FPM Supplement 532-1, Appendix J
(b) DoD Wage Fixing Authority ltr of 22 March 1977, Subj: Federal

Wage System Regular and Special Production Fac]itatiug Wage
Rate Schedules for the Southeastern North Carolina Wage Area

(c) DoD Wage Fixing Authority ltr of 22 March 1977, Subj: Special
Wage Rates for Navy Installations for the Southeastern North
Carolina Wage Area

Encl: (1) Hourly Wage Rate Tables
(2) List of Jobs with Special Wage Rates
(3) Environmental and Night Shift Differentials (Additional Pay

Assignments)
(&) List of Authorized Ratings for Marine Corps Base
(5) List of Authorized Ratings for Marine Corps Air Station

(Helicopter)
(6) List of Authorized Ratings for Naval Regional Medical Center

i. Purpose. To promulgate authorized ratings for Trades and Labor
occupations with applicable rates of pay; to establish the policy and set
forth circumstances under which subject employees may receive payment of
environmental differentials listed in reference (a) in addition to their

regular hourly rates; and to outline responsibility of management
officials in administering the regulations covering payment of
environmental differentials.

2. Cancellation. BO 12532.1G.

3. Information. Revised wage rates are provided by enclosures (i) and

(2). Trades and Labor employees may also receive pay, in addition to the

regular hourly rates, for certain environmental conditions such as

exposure to various degrees of hazards, physical hardships, and working
conditions of an unusual nature as defined in enclosure (3).
Enclosure (3) provides detailed information on how the plan operates, the

additional pay situations approved for local use and designates officials

having authority to approve payment. Further, Trades and Labor employees
may receive additional pay for shift work at the rates set forth in

enclosure (3).
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&. Action. In accordance with references (b) and (c), the wage
rates cited in enclosures (i) through (3) are effective 27 March 1977.
Enclosures (&) through (6) provide lists of authorized ratings.

5. Applicability. Having received the concurrence of the
Commanding Officers of Marine Corps Air Station (Helicopter), New
River, Naval Regional Medical Center, and Naval Regional Dental
Center, this Order is applicable to those commands.

DISTRIBUTION: "C" less CategoryII
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HOURLY WAGE RATE TABLES

Authority: DoD Wage Fixing Authority Letter of 22 March 1977
Effective Date: 27 March 1977

WG-NONSUPVISCY NL-LRAD

Calendar weeks service between steps

2626 78 lO4 lO4

GRADE
1 3.71 3.86 4.01 4.17 4.32
2 4.08 4.25 4.42 4.59 4.76
3 4.44 4.63 4.82 5.00 5.19
4 4.82 5.02 5.22 5.42 5.62
5 5.18 5.40 5.62 5.83 6.05
6 5.52 5.75 5.98 6.21 6.44
7 5.87 6.1_1 6.35 6.60 6.84
8 6.21 6.47 6.73 6.99 7.25
9 6.56 6.83 7.10 7.38 7.65
i0 6.90 7.19 7.48 7.77 8.05
ii 7.25 7.55 7.85 8.15 8.46
12 7.59 7.91 8.23 8.54 8.86
13 7.94 8.27 8.60 8.93 9.26
14 8.28 8.63 8.98 9.32 9.67
15 8.63 8.99 9.35 9.71 10.07

78 lO4 lO4
1 2 . 4

4.08 4.25 4.42 4.59 4.76
4.49 4.68 4.87 5.05 5.24
4.89 5.o9 5.29 5.50 5.70
5.30 5.52 5.74 5.96 6.18
5.70 5.94. 6.18 6.42 6.65
6.08 6.33 6.58 6.84 7.09
6.45 6.72 6.99 7.26 7.53
6e84 7.12 7.40 7.69 7.97
7.21 7.51 7.81 8.11 8./
7.59 7.91 8.23 8.54 8.86
7.98 8.31 8.64 8.97 9.31
8.35 8.70 9.05 9.40 9.74
8.74 9.10 9.46 9.83 10.19
9.11 9.49 9.87 lO.25 10.63
9.49 9.89 10.29 10.68 ll.08

WS-WD-NN Rates

Calendar weeks service between steps

WS WD MY MY
GRADE LEVEL I-UfEL STEP

1
2
3 1

4 2

5 3
6 4
7 5 1

8 6 2

9 7 3
i0 8 4
ii 9 5
12 i0 6
13 ii 7
14 8

15 9
16
17
18
19

26 78 104 104
1 2 3 4 5
5-78 6.02 6.26 6.50 6.74
6.15 6.4-1 6.67 6.92 7.18
6.52 6.79 7.06 7.33 7.60
6.89 7.18 7.47 7.75 8.04
7.26 7.56 7.86 8.16 8.47
7.59 7.91 8.23 8.54 8.86
7.94 8.27 8.60 8.93 9.26
8.28 8.63 8.98 9.32 9.67
8.63 8.99 9.35 9.71 10.07
8.98 9.35 9.72 i0.i0 10.47
9.19 9.57 9.95 10.34 10.72
9.47 9.86 10.25 10.65 11.04
9.81 10.22 10.63 i1.04 i1.45

i0.22 10.65 11.08 ll.50 11.93
10.70 n.15 i1.60 12.04 12.49
11.24 ll.T1 12.18 12.63 13.12
11.85 12.34 12.83 13.33 13.82
12.52 13.04 13.56 14.08 14.60
13.26 13.81 14.36 1.91 15.47

The Annual Salary is obtained by multiplying the hourly rate by 2080.

Ecmmm (1)
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WT-SHOP TRAINEES

Target
Grade

WG-6
WG-7
WG-8

Calendar weeks service between steps

Step
26 26 26 26 26

1 4 5
(Two-Year Training Program)

3.74 4.24 4.75 5.25
3.97 4.51 5.04 5.58
4.21 4.78 5.36 5.91

(Three-Year Training Program)

WG-8 4.21 4.59 4.96 5.34 5.72 6.09
WG-9 4.44 4.84 5.24 5.63 6. O3 6.43

Shop Traiuee jobs are authorized for the following occupations:

Boiler Plant Operator
Pest Controller
Preservation Packager
Sewsge Disposal Plant Operator
Water Treatment Plant Operator
Wood Worker

Tar6et Grade

WG-9
WG-8
WG-6
WG-8
WG-9
WG-7

ENCLOSURE (1)



BO 12532.1H
21 Apr 1977

LIST OF JOBS WITH SPECIAL WAGE RATES

The jobs listed below have been set aside by the Civ Service Commission
for further study and development of specific grading criteria. In the
meantime, pay for these jobs is determined in accordance with Department
of the Navy instructions.

Authority: DoD Wage Fixing Authority Letter of 22 March 1977
Effective Date: 27 March 1977

PRINTING & LITHOGRAPHIC SERVICE

Title Pay Rates

ist 2nd 3rd 4th 5th Occupational
Sep Step Step Step Sep Code

NONSUPERVISORY

Bindery & Finish Worker
Film Assembler-Stripper
(Black & White)

Helper Photolithographer
Lithographic Pressman
(17 x 22)

Multilith Operator
Photolithographer
(Halftone)

Printing Equipment
Mechanic
Shop Planner (Printing)

6.75 7.03 7.31 7.59 7.87 WP 44002 14

6.43 6.70 6.97 7.24 7.50 WP AO05 12
5.18 5.40 5.62 5.83 6.05 WP 44014 04

6.97 7.26 7.55 7.84 8.13 WP 44017 16
5.96 6.21 6.46 6.71 6.96 WP 44017 09

6.97 7.26 7.55 7.84 8.13 WP 44014 16

6.97 7.26 7.55 7.84 8.13 WP 44018 16
?.9? 8.30 8.63 8.96 9.30 WP 44901 35

SUPERVISORY

Foreman (Leadingman)
(Printing) 9.04 9.42 9.80 I0.17 10.55 WP 44260 62

1
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ENVIRONMENTAL AND NIGHT SHIF DIFFERENTIALS
(ADDITIONAL PAY ASSIGNMENTS)

i. Definition. An environmental differential is pay that employees
may receive in addition to their regular hourly rates for work
situations which expose them to various degrees of hazards, physical
hardships, and working conditions of an unusual nature as defined in
reference (a).

2. Objective. The Command policy is the elimiuation or reduction to
the lowest level possible of all hazards, physical hardships, and
working conditions of an unusual nature. When such action does not
overcome the unusual hazard, physical hardship, or working condition,
an environmental differential is warranted. Even though an
environmental differential is authorized, there is responsibility to
initiate continuing positive action by supervisors and all concerned to
eliminate danger and risk which contribute to or cause the hazard,
physical hardship, or working condition of an unusual nature. The
existence of environmental differentials is not intended to condone
work practices which circumvent Federal safety laws, rules, and
regulations.

3. Basis for Environmental Differential. This Order provides the
basis for (1) approving and paying environmental differentials to
Trades and Labor employees (full-time, part-time, or intermittent);
(2) listing the approved additional pay categories and specifying the
differentials payable for each category listed; and (3) providi4
specific information describing each category to identify the hazard,
physical hardship, and working condition of an unusual nature.. Payment for Environmental Differential. An environmental
differential is payable to a Trades and Labor employee (except as
noted in paragraph 9) who is exposed to a hazard, physical hardship,
or working condition listed in paragraph 9 of this enclosure. Such

exposure is not taken into consideration in the job grading process;
therefore, additional pay for exposure to such conditions is

provided only through the environmental differentials authorized by
this Order. Environmental differentials are authorized only when the

exposure is under the circumstances described in the category listed.
The cents-per-hour differential is paid uniformly to each Trades and
Labor employee who qualifies for the authorized environmental
differential, regardless of the grade level of the employee. An
employee who is subjected at the same time to more than one hazard,
physical hardship, or working condition shall be paid for that
exposure which results in the highest differential, but the employee
shall not be paid more than one differential for the same hours of
work.

ENCLOSURE (3)
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5. Authorization for Pay for Environmental Differential. Pay is
authorized for:

a. Exposure to an unusually severe hazard which could result in
significant injury, illness, or death, such as working on a high
structure or on an open structure when adverse conditions such as
darkness, lightning, steady rain, snow, sleet, ice, or high wind velocity
exist.

b. Exposure to an unusually severe physical hardship under circum-
stances which cause significant physical discomfort or distress.

c. Exposure to an unusually severe working condition under circum-
stances involuting exposure to fumes, dust, or noise which cause
significant distress or discomfort in the form of nausea, or skin, eye,
ear, or nose rritation or conditions which cause abnormal soil of body
and clothing.

6. When Environmental Differential is Paid

a. An environmental differential shall be paid to a Trades and
Labor employee (except as noted in paragraph 9) when the employee is
performing assigned duties which expose the employee to a hazard,
physical hardship, or working condition listed in paragraph 9. There
are two types of payment. One type is where payment is authorized on
an actual exposure basis. These are listed in subparagraph 9a.
Depending on circumstances and consistent with the following paragraphs,
these employees may be paid for less than a fll shift. The other
type of payment is authorized on a shift basis. Employees are paid for
all hours worked during the daily shift when exposed to the conditions
listed in subparagraph 9b.

b. When an employee is entitled to an environmental differential
which is paid on an actual exposure basis (those categories listed in
subparagraph 9a), the employee shall be paid a minimum of one hour’s
differential pay for the exposure. For exposure beyond one hour, the
employee shall be paid in ucrements of one-quarter hour for each 15
minutes and portion thereof in excess of 15 minutes. For example,
exposure of one hour and 20 minutes would entitle the employee to the
extra pay for one hour and 30 minutes.

c. When an employee is exposed to a hazard, physical hardship, or
working condition at intermittent times during a day, for which the
environmental differential is paid on an actual exposure basis, each
exposure is considered separately. The amount of time exposed is not
added together before payment is made for exposure beyond one hour,
except that pay for the environmental differential may not exceed the
number of hours of active duty by the employee on the day of exposure.

2
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d. When an employee is exposed to more than one category for. which
the environmental differential is payable on an actual exposure basis,
each category is considered separately in computing the amount of
environmental differential payable. The employee is not entitled to
more than one differential for the same hours.

e. When an employee is exposed to a hazard, physical hardship, or
condition for which the environmental differential is payable on a shift

basis (those categories listed in subparagraph 9b), the employee
receives the differential for all hours of that shift.

f. When an employee is exposed to a hazard, physical hardship, or

working condition for which an environmental differential is payable on
a shift basis and on the same day is exposed to a hazard, physical
hardship, or working condition for which an environmental differential
is payable on an actual exposure basis wherein a higher rate is
authorized, the employee shall be paid the]higher rate only for that
exposure and paid on a shift basis for the remaining hours in a Day
status that day.

g. When an employee is exposed to a hazard, physical hardship, or
working condition during an overtime period for which he is entitled to
overtime pay, the employee shall be paid not less than the minimum
amount of environmental differential to which he would otherwise be
entitled.

7. Relationship to Other Pay. Environmental differential is included
as part of the employee’s basic rate of pay and shall be used to compute
premium pay (overtime, holiday, or Sunday work) and retirement and group
life insurance deductions.

8. Responsibility qf Management Officials. Responsibility of arious
officials in administering additional pay regulations is as follows:

a. Management officials wl ensure that all subordinate
supervisory persomuel are informed of their responsibility in
administering additional pay assignments and are fully aware of the
objective of additional pay regulations and local policy as outlined

herein. Supervisors are particularly responsible for knowing which
assignments or conditions meet the criteria in paragraph 9 and which
may warrant additional pay, and for recommending payment whenever
employees become exposed to those conditions. In addition, any new
conditions not covered in paragraph 9 which a supervisor believes may
warrant additional pay should be brought to the attention of the
Civilian Personnel Officer. Recommendations should be in letter form
addressed to the Civilian Personnel Officer ftully describing the work
situation believed to warrant additional pay, identity of the shop, and
the billet and job title of the shop supervisory individuals who wll
approve payment. Recommendations or requests for additional pay will be
reviewed by the Civilian Personnel Office staff and approved or dis-
approved by the Civilian Personnel Officer.

 ,NC OSUR (3)
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b. Assignments of tasks for which additional pay is authorized
should be rotated among employees in occupations appropriate for the
assignment, to the maximum extent practicable to avoid inequity among
employees. Only those assignments described in paragraph 9 warrant
additional pay at the activities served by the Civilian Personnel
Office, and only iu shops and under the circumstances as set forth.
Officials listed in paragraph 9 or higher level officials in the chain of
command are responsible for certifying payment in individual cases for
situations covered.

9. Schedules of Additional Pay Assnments Approved for Local Use

a. Situations payable on an actual exposure basis (see paragraph 6
for pay computation in relation to time payable on an actual exposure
basis)

(1) Cold Work. See reference (a) for definition. The pay
differential for this category is $.29 per hour (A% of WG-IO Step 2).

Work Situation

Assignment to duty (including making of repairs) in refrigeration rooms,
storage areas or other climate controlled areas where the employee is
subjected to temperatures of 32 Fahrenheit or below.

Unit

Food Services Division (NRMC)

Position Authorized to
Approve Payment

Cook Foreman
Cook General Foreman

Commissary Stores

Cold Storage Plant (BMaint)

Store Worker Foreman
Commissary Store Managers
Commissary Officer

Air Conditioning Equipment
Mechanic Foreman

Utilities General Foreman

Subsistence Branch Warehouseman Foreman
Perishable Section (BMatBn) Supervisory Supply Technician

(2) Dirty Work. The pay differential for this category is

$.29 per hour (A% of WG-IO Step 2). Definition: Performing work which

subjects the employee to sol of body or clothing:

(a) Beyond that normally to be expected in performing the
duties of the classification; and

(3)
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(b) Where the condition is not adequately alleviated by
the mechanical equipment or protective devices being used, or which are

readily aailable, or when such devices are not feasible for use due to
health considerations (excessive temperature or asthmatic conditions);
or

(c) When the use of mechanical equipment, or protective
deices, or protective clothing results in an unusual degree of
discomfort.

Work Situation

Repairing and/or cleaning of sewage pumps, tanks, digesters, wet wells,
grit channels, and sludge beds. Included is the repair of sludge
collectors, sewage gas equipment, valves, internal and external

chlorine discharge lines, automatic float control% and plant auxiliaries
which have been submerged in or are covered with slude.greas% and

undigested sewage. (Employees in the classification of Sewage Disposal

Plant Operator and their supervisors are excluded.)

Unit

Sewage Disposal Branch

Position Authorized to
Approve Payment

Sewage Disposal Plant
Operator Foreman

Sewage Disposal Plant
Operator General Foreman

PlumbiD4E & Heating Section Pipefitter Foreman
Pipefitter General Foreman

Metal Working Section Sheet Metal Mechanic Foreman
Sheet Metal Mechanic General
Foreman

Repair of chemical pumps, gravity and pressure filters, zeolite and

spyractor softeners, transmitting equipment, valves, reservoirs, and

associated emuioment where there is exoosure to excessive amounts of

rust, scale, grease, and oil. (Employees in the classification of

Water Treatment Plant Operator, Helper, and their supervisors are

excluded.)

Water Treatment Branch Water Treatment Plant
Operator Foreman

Water Treatment Plant
Operator General Foreman

ENCLOSURE (3)
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Work Situation

Repair of instruments and controls in the steam, water, and sewage
plants. Involved is work on coal conveyors, elevators, stacks,
breaching, oil controls, chemical pumps, filters, transmitters,
hydraulic and pneumatic valves, and plant auxiliaries which subject the
employee to having body and clothing covered with soot, cinders, grease,
oil, sludge, rust, and scale. Applicable only to employees classified
as Instrument Mechanic.

Unit
Position Authorized to

Approve Payment

Steam Generation Branch Boiler Plant Operator Foreman
Boiler Plant Operator

General Foreman

Water Treatment Branch Water Treatment Plant
Operator Foreman

Water Treatment Plant
Operator General Foreman

Sewage Treatment Branch Sewage Disposal Plant
Operator Foreman

Sewage Disposal Plant
Operator General Foreman

Cleaning coal, grease, ol, and cinders from pits; cleaning boers
(fire and Water side), stacks, breaching, ducts, and o spillage; and
repairing coal conveyors and elevators.

Steam Generation Branch Boiler Plant Operator Foreman
Boler Plant Operator General
Foreman

Operating such equipment as bulldozers, cranes, front-end loaders, and
under-track loaders in handling coal at Steam Generation Plants.

Heay Equipment Section Transportation General Foreman
Heavy Mobile Equipment Mechanic

Foreman

ENCLOSURE (3)
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Work Situation

Cleaning and/or repairing boilers, coal handling equipment, and other
boiler plant equipment and machinery.

Unit
Position Authorized to

Approve Payment

Steam Generation Branch Boiler Plant Operator Foreman
Boiler Plant Operator General

Foreman

Metal Working Section Sheet Metal Mechanic Foreman
Sheet Metal Mechanic General

Foreman

Installing vibrators and signal lights over coal chutes and coal ducts
and performing recurring and preventive maintenance to switch gear,
magnets, conveyor, and other electrical equipment in the Central
Heating Plant.

Electric Section Electrician Foreman
Electrician General Foreman

Steam Generation Branch Boiler Plant Operator Foreman
Boler Plant Operator General

Foreman

Repairing insulation on cooling and refrigerant lines using emulsion
type asphalt and erection plastic.

Cold Storage Branch Air Conditioning Equipment
Mechanic Foreman

Utilities General Foreman

Cleaning of hot water boilers and forced warm air furnaces in the
housing areas. (Employees in the classifications of Heating Equipment
Mechanic and Gas Appliance Repairer are excluded. )

Plumbing & Heating Section Plumber Foreman
Pipefitter Foreman
Pipefitter General Foreman

Emergency Service Branch Maintenance Foreman
Maintenance General Foreman

ENCLOSURE (3)
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Work Situation

Pullin, repairing, and installin deep well water pumps.

Position Authorized to
Unit Approve Payment

Plumbin & Heatir Section Plumber Foreman
Pipefitter General Foreman

Removing and replacing the oil heating coil iu the o] storage tank

S-1701.

Plumbing & Heating Section Plumber Foreman
Pipefitter Foreman
Pipefitter General Foreman

Cleaning of oil space heaters.

Repairs iuvolving the disassembly and reassembly of gas fire rotating

bake ovens located, in the dining facilities at Marine Corps Base and

Marine Corps Air Station (Helicopter).

Metal Working Section Sheet Metal Mechanic
Foreman

Sheet Metal Mechanic
General Foreman

Using tar to install cork in the reefers at mess halls throughout the

Base.

Refrigeration Section Air Conditioning Equient
Mechanic Foreman

Electric ian General Foreman

Repair of roofs involving the use of hot tar and hot asphalt roofing

materials.

 Nc os m
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Handling or working with creosote treated materials and wood treating
chemicals (caustics).

Construction of wood staging in boilers at the heating plants.

Unit
Position Authorized to

Approve Payment

Carpentry Section Carpenter Foreman
Carpenter General Foreman

Installing polyethylene iu the crawl space under public quarters.

Carpentry Section Carpenter Foreman
Carpenter General Foreman

Roads & Grounds Section Maintenance Foreman
Maintenance General Foreman

Replacing or repairing refractory in boilers throughout the Base.

Working in pits, manholes, or tunnels repairing, rebuilding, or
modifying the masonry features.

Masonry Section Mason Foreman

Painting the interior of Boiler Plants including pipes, boilers,
railings, and other interior structures.

Paint Section Painter Foreman
Painter General Foreman

Cleaning dummasters, dumpster containers, and other garbage collection

vehicles by using powdered or liquid solutions with water and steam.
Included are the situations requiring the employee to climb into the

body to remove debris or to reach into dumpster container to scrape and

clean debris and spray with insecticide. (Employees in the

classification of Equipment Cleaner are excluded.)

ENCLOSURE (3)
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Unit

Roads & Grounds Section

Position Authorized to
Approve Payment

.Sanitation Foreman
Ground Structures Foreman
Ground Structures General

Foreman

Working with hot asphalt in the paviug and/or repair of roads and parking
lots. (Employees in the classification of Asphalt Worker are excluded.)

Cleaning the underground steam tunnel near Building 1700.

Operating a farm type tractor, without a cab, to the front of which is

mounted an unshielded sweeper.

Removal and hauling of sludge from drying beds at Sewage Disposal Plants.

Working in ditches or pits to remove straw or matting after spills of
number six oil have been blocked.

Roads & Grounds Section Ground Structures Foreman
Ground Structures General

Foreman

Operating dumpmaster gsrbage vehicles when liquid filth has spilled out
of the dumpster container onto the cab of the vehicle as the container

is being lifted over the top of the vehicle for emptying causing contact
with the filth when entering or exiting the cab.

Operating engineering equipment to spread, compact and cover garbage,
trash and debris being disposed of at the landfill.

ENCLOSURE ()
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Work Situation

Working at landf]l spotting trucks for unloading and checking contents
for items that should go to the salvage lot.

Unit

Sanitation Section

Position Authorized to
Approve Pa,yment

Sanitation Foreman
Ground Structures General

Foreman

Using power chaiu saws to fell and cut up trees subjecting the employee
to oil spray mixed with dirt and saw dust. Included is the handling of
tree branches and cut wood subjecting the employee to smut and turpentine
accumulations to clothes.

Landscape Maintenance Section Grounds Foreman
SupervisoryArchitecture
Technician

Ground Structures General
Foreman

Roads & Grounds Section Ground Structures Foreman
Ground Structures General

Foreman

Termite control operations requiring the employee to crawl under

budings to dig trenches and apply the insecticide around the foundation

where the soil varies from extremely dry to extremely wet.

Larvaciding with o] and oil base formulations utilizing a backpack
with hand spray.

Insect Vector Control Section Pest Controller Foreman
Pest Controller General

Foreman

Repairing or servicing of bulldozers, scrapers, loaders, or other

engineering equipment used at the Sanitary Landfill.

 ,NcLOSURE (3)

ll



BO l.l
21 Apr 1977

Work Situation

Repair of engiueering equipment or vehicles being used iu cleaning the
sewage sludge beds.

Spraying motor oil and number 6 fuel oil on roads and parking lots to
control dust and erosion.

Unit
Position Authorized to

Approve PaFment
Heavy Equipment Section Transportation General

Foreman
Heavy Mobile Equipment
Mechanic Foreman

Loading and unloading automotive vehicles, tanks, engineering equipment,
and similar items where there is exposure to dirt, mud, and grease on the
working surfaces and the item handled; to dust and dirt driven by high
winds; and to muddy conditions of unimproved staging areas.

Shipping Unit (BMatBn) Blocker & Bracer Foreman
Blocker & Bracer General

Foreman

Working in open Storage Lot#201 when subjected to very muddy conditions,
blowing dirt, or to excessive soil to body and clothing in handling heavy
items covered with grease, oil, or creosote.

Shop Stores Branch Supervisory Supply
Technic ian

Supervisory General Supply
Specialist

Work performed by Motor Vehicle Operators at the Fuel Farm when subjected
to excessive oil and dirt when reeling in of dispensing hoses and getting
wet from sp_llage when filling tank trucks or from fuel blown from fuel

tanks being filled as a result of pressure build-up.

Fuel Farm (BMatBn) NCOIC Fuel Farm
Supervisory Supply

Technician

ENCLOSURE (3)
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Assignments in the Preservation Plant to steam clean as a part of the

process of stripping and treating including that performed on items that

are not immersed.

Cleaning, preserving, and preparing tanks, LVTs, bulldozers, and similar

items for shipment.

Unit

Preservation, Packaging &
Packing Branch

Position Authorized to
Approve Payment

Preservation Mechanic Foreman
Supervisory Preservation &
Packaging Specialist

(3) High Work. See reference (a) for definition. The pay
differential for this category is $1.80 per hour (25% of WG-IO Step 2).

Work Situation

Climbing to top of elevated water tanks lO0 feet or more above the

ground to repair or replace obstruction lights.

Position Authorized to
Unit Approve Payment

Electrical Distribution Shop Electrician (High Voltage)
Foreman

Electrician General Foreman

Climbing or working on electric distribution or telephone poles under

adverse conditions such as darkness, steady rain, high wind, lightning,

ice, and snow when using either climbing hooks or bucket at the end of

a truck mounted boom.

Electrical Distribution Shop Electrician (High Voltage)
Foreman

Electrician General Foreman

Telephone Division Cable Splicer (Comm) Foreman
Telephone Officer

ENCLOSURE
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Work Situation

Working from swinging stagw boatswain chair, or similar suooort for
which there are not adequate guard rails or similar protective-
facilities while making repairs to inside of boilers or coal elevator.

Unit
Position Authorized to

Approve Payment

Steam Generation Branch Boiler Plant Operator Foreman
Boiler Plant Operator General

Foreman

Painting of the dome and emblem on the Protestant Chapel.

Paint Shop Painter Foreman
Painter General Foreman

Working from ladders (20 30 feet) with unsure footing (wet, soft, or
unlevel earth) to clean gutters and downspouts on buildings throughout
the Base.

Roads & Grounds Section Ground Structures Foreman
Ground Structures General
Foreman

Worki from a ladder, up to 25 feet, using hand and powered saws to
remove tree branches overhanging roofs of building or interfering with
power and communication lines.

Climbing trees above 25 feet, without a ladder, using spurs, safety
belts, and climbing ropes to remove tree branch by use of hand and
powered saws.

Working from a hydraulic lift bucket mounted on an aerial truck inclose
proximity to power lines trimming or removing trees.

ENCLOSUBE (3)
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Tree trimming or removal which requires the employee to leave the bucket
and climb into the tree and move back and forth between the bucket and
tree being trimmed or removed.

Unit
Position Authorized to

Approve Payment

Landscape MainteDmnce Section Supervisory Architecture
Technician

Ground Structures General
Foreman

Repair and maintenance of overhead cranes at Bu]dings 45, 901, and A-2
which require climbing unenclosed ladders to cranes, working from cat
walks, climbing across rails, or working from the crane track without
guard rails

Reparing and servicing of the Intra-Coastal Waterway Bridge involving
working over the water in a basket suspended by cables attached to the
understructure at each end, working from unenclosed cat walks or
scaffolding, and climbing ladders over the water.

Hea Equipment Section HeayMobile Equipment
Mechanic Foreman

Transportation General
Foreman

Working on the Master Antenna System involving climbing the tower or
water tanks to heights of 75 to 125 feet.

Base Communications-Electronics Maintenance Officer
Assistant Communications-

Electronics Officer
Communications-Electronic s
Officer

(4) Hot Work. See reference (a) for definition. The pay
differential for this category is $.29 per hour (4% of WG-IO Step 2).
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Work Situation

Working iu confined spaces cleaning or making repairs to interior of

boSf[ers, steam tunnels, and steam pits including the repair or replace-

ment of insulation in such locations when the temperature exceeds llO

Fahrenheit.

Unit
Position Authorized to

Approve Payment

Steam Generation Branch Boiler Plant Operator
Foreman

Boiler Plant Operator
General Foreman

Pipefittlug Shop Pipefitter Foreman
Pipefitter General Foreman

Metal Working Section Sheet Metal Mechanic Foreman
Sheet Metal Mechanic General

Foreman

(5) Unshored Work. See reference (a) for definition. The pay
differential for this category is $1.80 per hour (25% of WG-IO Step 2).

Work Situation

Working on water, sewer, and steam lines when the work is performed
adjacent to the walls of unshored excavations at depths greater than six

feet (except when the walls have been graded to the angle of repose).
The work must also be performed at a distance from the wall which is less

than the height of the wall.

Unit
Position Authorized to

Approve Pa.zment
Plumbing & Heating Section Plumber Foreman

Pipefitter Foreman
Pipefitter General Foreman

Roads & Grounds Section Ground Structures Foreman
Ground Structures General

Foreman

Carpenter Shop Carpenter Foreman
Carpenter General Foreman

b. Situations payable on a shift basis (See paragraph 6 for pay
computation in relation to time payable on a shift basis):

 NCLOSU 
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(1) Explosives & Incendiary Material Low Deree Hazard. See
reference (a) for definition. The pay differential for this category is
$.29 per hour (% of WG-IO Step 2).

Work Situation

All operations involving regrading, plowing fire lanes, and similar
activities within artillery ranges and impact areas containing unexploded
ordnance.

Unit
Position Authorized to

Approve Payment

Heavy Equipment Section Transportation General Foreman
Heavy Mobile Equipment
Mechanic Foreman

Loading, unloading, and hauling high explosives, demolition and
incendiary materials and ammunition other than small arms.

Motor Transport
Operations Branch

Motor Vehicle Operator
General Foreman

Assistant Motor Transport
Officer

Personnel performing maintenance work on ammunition storage magazines
while other workers are either loading or unloading live ammunition or

explosives other than small arms from the same magazine.

Metal Working Section Sheet Metal Mechanic
Foreman

Sheet Metal Mechanic
General Foreman

Securing a variety of types of ammunition other than small arms inside

railcars, vans, and trucks by means of braces, blocks, and partitions.

Traffic Branch (BMatBn) Blocker & Bracer Foreman
Blocker & Bracer General

Foreman

(2) Explosives & Incendiary Material Hh De6ree Hazard. See
reference (a) for defiuition. The pay differential for this category
is $.58 per hour ( of WG-IO Step 2).

ENCLOSURE (3)
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Work Situation

Performing maintenance work on ammunition storage magazines while other
workers are perflorming work such as visual inspection, repair, minor
rework in accordance with Naval Ammunition Reclassification releases, and
segregation and preparation of unserviceable or defective ammunition in
the immediate area of the maintenance work.

Unit
Position Authorized to

Approve Pa,yment

Metal Working Section Sheet Metal Mechanic Foreman
Sheet Metal Mechanic General

Foreman

Performing duties involving the visual inspection, repair, and minor

rework of ammunition in accordance with Naval Ammunition Reclassification
releases; segregation and preparation of unserviceable and defective
ammunition for detonation or deep water dumping; preparation of
ammunition for air shipment; and handling, unpackiug, and mounting
missile type ammunition for testing.

Ammunition Branch (BMatBn) Warehouseman General Foreman
0IC, Ammunition Branch

(3) Poisons (Toxic Chemicals) High Degree Hazard. See
reference (a) for definition. The pay differential for this category is

$.58 per hour (% of WG-IO Step 2).

Work Situation

Handling, mixing, transporting, applying, or working in close proximity
to highly toxic chemicals in concentrated form.

Unit
Position Authorized to

Approve Pa,yment

Insect Vector Control Section Pest Controller Foreman
Pest Controller General Foreman

(&) Poisons (Toxic Chemicals) Low Degree Hazard. See
reference (a) for definition. The pay differential for this category
is $.29 per hour (% of WG-10 Step 2).

Work Situation

Handling, applying, or working in close proximity to highly toxic

chemicals in dilute form. (Larvaciding using#2 fel oil and a spreading
agent such as Triton is excluded.)
ENCLOSURE (3)
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Insect Vector Control Section
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Position Authorized to
Approve Payment

Pest Controller Foreman
Pest Controller General

Foreman

Operating engineering equipment in the disposal of toxic chemicals under
the supervision of the Base Safety Officer or other competent individual.

Heavy Equipment Section Transportation General Foreman
Heavy Mob]e Equipment
Mechanic Foreman

(5) Firefighting Low Degree Hazard. See reference (a) for
definition. The pay differential for this category is $.29 per hour
(% of WG-IO Step 2).

Work Situation

Participating or assisting in firefighting operations at the immediate
fire scene not covered by subparagraph (6) below.

Unit

Natural Resources & Environmental
Affairs Division

Position Authorized to
Approve Payment

Forester (Administration)
Supervisory Forester

Heavy Equipment Section Transportation General Foreman
Heavy Mobe Equipment
Mechanic Foreman

(6) Firefht.ing High Degree Hazard. See reference (a) for
definition. The pay differential for this category is $1.80 per hour
(25% of WG-IO Step 2).

Work Situation

Engaged in fighting forest fires on the fire line by operating engineering
equipment to plow fire lanes, using hand tools or waterhose in direct
contact with the fire or standing by on an unsecured fire line to prevent
spot over when exposed to smoke iuhalation, extreme heat, or being trapped
behind the fire.
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Unit

Natural Resources & Environmental
Affairs Division

Position Authorized to
Approve Pa,yment

Forester (Administration)
Supervisory Forester

Heay Equipment Section Transportation General
Foreman

Heaj Mobile Equipment
Mechanic Foreman

i0. Night Shift Differentials Trades and labor employees will receive
additional pay for shift work at the following rates:

Second Shift
Third Shift

7 of Schedule Rate
I of Schedule Rate

The cited rates are payable for work performed during hours defined as
follows:

a. An authorized night shift differential of seven and one-half
percent will be paid for the entire shift when five or more hours of the
employee’s regularly scheduled nonovertime hours of work fall between the
hours of 3 p. m. and midnight.

b. An authorized night shift differential of ten percent will be
paid for the entire shift when five or more of the employee’s regularly
scheduled nonovertime hours of work fall between the hours of ll p. m.
and 8a. m.

ENCLOSURE (3)
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LIST OF AUTHORIZED RATINGS FOR MARINE CORPS BASE

NONSUPERVISORY
Occupational Code

and Grade

Air Conditioning Equipment Mechanic

Air Conditioning Equipment Mechanic Helper
Air Conditioning Equipment Operator
Air Conditioning Equipment Operator Helper
Asphalt Worker
Asphalt Worker (Leader)
Automotive Mechanic
Automotive Mechanic Helper
Automotive Repair Inspector
Automotive Worker
Blocker and Bracer
Boatbu]der (Foreman)
Boiler Plant Equipment Mechanic
Boiler Plant Operator

Boiler Plant Operator Helper
Bridge Operator
BudiugMaintenance Inspector

Cable Splicer (Communications)
Carpenter

Carpenter Helper
Carpentry Worker
Carpet Clearmr
Cement Finisher
Coal Handling Equipment Operator
Crane Operator
Electrical Equipment Repairer

Electrical Systems Inspector (Public Works)
Electrical Worker (High Voltage)
Electrician

Electrician Helper
Electrician (High Voltage)

Electrician (High Voltage) Helper
Electrician (Communications Distribution Systems)
Electronic Measurement Equipment Mechanic
Electronic s Mechanic

WG-5306-O8
WG-5306-10
WG-5306-O5
WG-SAl5-10
WG-SL/5-O5
WG-3653-O5
WG-3653-07
WG-5823-I0
WG-5823-O5
WG-5823-II
WG-5823-O8
WG-602-O8
WG-4603-10
WG-5309-10
WG-502-O7
WG-S&O2-O9
WG-5402-11
WG-5O2-O5
WG-S&30-O8
WG-79-10
WG-A7A9-11
WG-250&-lO
WG-A607-07
WG-&607-09
WG-A607-05
WG-607-07
WG-7301-O5
WG-3602-08
WG-5L12-06
WG-5725-O9
WG-285L-O9
WG-285A-IO
WG-2805-II
WG-2810-O8
WG-2805-O8
WG-2805-IO
WG-2805-05
WG-2810-08
WG-2810-10
WG-2810-05
WG-2508-10
WG-2602-12
WG-2611-11
WG-261A-12

ENCLOSURE (&)
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NONSUPEVISORY

Engineering Equipment Operator

Equipment Cleaner
Equipment Mechanic
Equipment Repairer
Fork Lift Operator
Fuel Distribution System Worker
Gas Appliance Repairer
General Equipment Inspector
Glazier
Heating Equipment Mechanic
Heay Mobile Equipment Mechanic
Heavy Mobile Equipment Mechanic Helper
Heavy Mobile Equipment Repair Inspector
Housekeeping Aid
Instrument Mechanic

Insulator
Janitor
Laborer

Laundry Equipment Repairer
Laundry Machine Operator

Laundry Worker

Locksmith
Machinist
Maintenance Mechanic
Maintenance Scheduler (General)
Mason
Meatcutter
Meatcutting Worker
Mlling Worker
Mobile Equipment Dispatcher
Mobile Equipment Servicer

Mobile Equipment Metal Mechanic
Motor Vehicle Operator

Office Appliance Repairer

Optical Instrument Repairer
Packer

ENCLOSURE

2

Occupational Code
and Grade

WG-5716-O8
WG-5716-10
WG-7OOg-O&
WG-5352-IO
WG-5352-O8
WG-570&-05
wG-513-o8
WG-5308-O8
WG-6901-O7
WG-303-O9
WG-5309-O8
WG-5803-10
WG-5803-O5
WG-5803-11
WG-3566-O2
WG-3359-I0
WG-3359-I1
w-o3-1o
WG-3566-O2
WG-3502-O2
WG-350-O3
WG-5317-O8
wG-73o5-o3
WG-7305-O5
WC-730-O1
WG-730-O
WG-5311-O9
W-3-lO
WG-T&9-O9
WD-6701-O7
WG-3603-IO
WG-7O7-O8
WG-7O7-O5
WG-618-O9
WG-5701-O8
WG-5O6-O5
WG-5806-O6
WG-3809-IO
wG-57o3-o5
WG-5703-O6
WG-5703-O7
w-5703-O
wc-O6-O7
W-&SO6-O9
WG-3306-II
WG-7OO2-O
WG-7OO2-O6



NONSUPERVISORY

Packing Inspector
Painter
Painter Helper
Pest Controller

Pipefitter

Pipefitter Helper
Piping Systems Inspector (Public Works)
Planner and Estimator (Electrician)
Planner and Estimator (General)
Plasterer
Plasterer Helper
Plumber

Plumber Helper
Plumbing Worker
Preservation Mechanic
Preservation Packager
Presser
Saw Filer
Sewage Disposal Plant Operator

Sewing Machine Operator
Sheet Metal Mechanic
Sheet Metal Worker
Shop Planner (General)
Shop Trainee (See enclosure (i) to basic Order)
Sign Painter
Small Arms Repairer
Store Worker
Swimming Pool Operator
Telephone Mechanic

Telephone Worker
Tools and Parts Attendant

Toolroom Mechanic
Tractor Operator

Upholsterer
Warehouseman

Warehouseman (Foreman)

BO 12532.1H
21 Apr 1977

Occupational Code
and Grade

WC--7002-08
WG-02-09
WC--02-05
WG-5026-06
WG-5026-08
WG-A20-08
WG-A204-10
wG-o4-o5
WG-2204-II
WD-2805-08
WD-6701-08
WG-3605-09
WG-3605-05
WG-L206-O7
WG-&206-O9
WG-206-05
WG-A206-07
WG-7006-07
WG-7OOA-06
WG-7306-O2
WG-812-09
wG-5o-o5
WG-508-O9
WG-5A08-10
WG-3111-03
WG--3806-10
WG-3806-08
WD-6701-05

WG-AIO&-09
WG-6610-08
WG-7602-O5
WG-5206-08
WG-2502-IO
WG-2502-II
WG-2502-09
WG-690&-O&
WG-690&-05
WG-ASOI-08
W-5705-o5
WG-5705-06
WG-3106-09
WG-6907-O&
WG-6907-05
WG-6907-06
WG-6907-07
WG-6907-07
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NONSUPERVISORY

Water Treatment Plant Operator

Water Treatment Plant Operator Helper
Welder

Wood Craftsman (Foreman)
Wood Worker

LFADER

Boiler Plant Equipment Mechanic Leader
Electrician Leader
Housekeeping Aid Leader
Laundry Worker Leader

Meatcutter Leader
Preservation Mechanic Leader
Presser Leader
Store Worker Leader
Warehouseman Leader

PVIRY

Foreman

Air Conditioning Equipment Mechanic Foreman (i0)

Automotive Mechanic Foreman (I0)

Blocker and Bracer Foreman (8)

Boiler Plant Operator Foreman (ii)

Building Maintenance Inspector Foreman (i0)
Cable Splicer (Comm) Foreman (i0)
Carpenter Foreman (9)
Electrician Foreman (lO)
Electrician (High Voltage) Foreman (lO)
Electronics Mechanic (Crypto) Foreman (12)
General Equipment Inspector Foreman (7)
Grounds Foreman (7)

Occupational Code
and Grade

WG-509-09
WG-S&09-10
WG-S&09-05
WG-3703-08
WG-3703-10
WG-A605-10
WG-&60&-05
WG-&60A-07
WG-6OA-08

WL-5309-I0
WL-2805-I0
WL-3566-02
WL-730&-OI
WL-730&-02
WL-7&07-O8
WL-7006-07
WL-7306-02
WL-7602-05
WL-6907-05
WL-6907-06

ws-53o6-o9
WS-5306-I0
WS-5823-09
WS-5823-I0
WS-A602-06
WS-A602-08
ws-5Ao2-o9
WS-SL02-12
WS-79-09
ws-25O&-lO
ws-&6OT-O9
WS-2805-10
WS-2810-09
WS-2619-11
WS-6901-06
WS-&701-06
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Foreman

Ground Structures Foreman (7)
Heavy Mobile Equipment Mechanic Foreman (i0)
Laundry Machine Operator Foreman (5)
Maintenance Foreman (i0)
Maintenance Foreman (9)
Maintenance Foreman (i0)

Maintenance Mechanic Foreman (9)
Mason Foreman (i0)
Meatcutter Foreman (8)

Mobile Equipment Metal Mechanic Foreman (i0)
Motor Vehicle Operator Foreman (7)
Office Appliance Repairer Foreman (9)
Packer Foreman (6)
Painter Foreman (9)
Pest Controller Foreman (8)

Pipefitter Foreman (i0)
Plasterer Foreman (9)
Plumber Foreman (9)
Preservation Mechanic Foreman (7)
Sanitation Foreman (7)
Sewage Disposal Plant Operator Foreman (9)
Sheet Metal Mechanic Foreman (lO)
Store Worker Foreman (5)

Supervisory Planner & Estimator (General)
Supervisory Shop Planner (General)
Teletype Equipment Mechanic Foreman (lO)
Warehouseman Foreman (5)

Warehouseman Foreman (6)

Water Treatment Plant Operator Foreman (9)
Wood Worker Foreman (8)

BO 12532.1H
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Occupational Code
and Grade

ws-&7Ol-O7
WS-5803-i0
ws-73os-oh
WS-701-07
ws-A701-o8
WS-A701-09
WS-h7Ol-lO
ws-h7hg-o8
WS-3603-09
WS-7h07-07
WS-7h07-08
WS-3809-09
WS-5703-08
WS-&806-08
WS-7002-05
WS-hI02-O9
WS-5026-07
WS-5026-08
WS-A2Oh-lO
WS-3605-09
WS-4206--09
WS-7006-07
WS-5201-07
WS-S&08-10
WS-3806-O8
WS-7602-03
WS-7602-O5
WN-6701-07
WN-670I-Oh
WS-2509-09
WS-6907-Oh
WS-69o7-05
WS-6907-o&
WS-6907-05
WS-6907-o6
ws-s&og-zo
WS-h6Oh-08

General Foreman

Automotive Mechanic General Foreman (10)
Blocker and Bracer General Foreman (8)
Boiler Plant Operator General Foreman (ll)

WS-5823-12
WS-h602-10
WS-5h02-13
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SUPERVISORY

General Foreman

Carpenter General Foreman (9)
Electrician General Foreman (i0)
Ground Structures General Foreman (7)
Ground Structures General Foreman (lO)
Laundry General Foreman (5)
Maintenance General Foreman (lO)

Motor Vehicle Operator General Foreman (8)
Painter General Foreman (9)
Pest Controller General Foreman (8)
Pipef+/-tter General Foreman (i0)
Sewage Disposal Plant Operator General Foreman (9)
Sheet Metal Mechanic General Foreman (lO)
Transportation General Foreman (i0)
Utilities General Foreman (ll)
Water Treatment Plant Operator General Foreman (9)
Warehouseman General Foreman (5)

Occupational Code
and Grade

WS-&607-12
WS-2805-12
WS-ATOI-II
WS-Ol-15
WS-7301-08
WS-ATOI-I&
WS-&701-15
WS-5703-II
WS-AI02-11
WS-5026-09
WS-A2OA-12
WS-S&O8-11
WS-3806-11
WS-A701-12
WS-4701-15

WS-6907-07

ENCIX)SUP (A)
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LIST OF AUTHORIZED RATINGS FOR
h4ARINE CORPS AIR STATION (HELICOPTER)

NONSUPERVISORY
Occupational Code

and Grade

Aircraft Worker
Aircraft Refueler
Electronics Integrated Systems Mechanic
Electronics Me chanic

Fuel Distribution System Worker
Warehouseman

WG-8852-08
WG-5768-08
WG-2650-12
WG-2614-08
WG-2 614- 1 l
WG-5413-08
WG-6907-06

LEADER

Aircraft Refueler Leader
Electronics Mechanic Leader
Fuel Distribution System Worker Leader

WL-5768-08
WL-2614-11
WL-5413-08

FOREIVLAN

Electronics Mechanic Foreman (ii)
Electronics Integrated Systems Mechanic
Foreman (I.)

WS-2614-II

WS-2650-II

ENCLOSURE (5)





LIST OF AUTHORIZED RATINGS FOR
NAVAL REGIONAL MEDICAL CENTER

NONSUPERVISORY

Air Conditioning Equipment Mechanic
Automotive Mechanic
Automotive Mechanic Helper
Carpenter
Cook

Electrician
Food Service Worker

Housekeeping Aid
Laborer
Laundry Machine Operator
Laundry Worker
Motor Vehicle Operator
Motor Vehicle Operator (Leader)
Painter
Painter Helper
Pest Controller
Pipefitter
Plasterer
Plumber
Plumber Helper
Sewing Machine Operator
Warehouseman

Welder

LEADER
Food Service Worker Leader
Housekeeping Aid Leader
Warehouseman Leader

SUPERVISORY

Carpenter Foreman (9)
Cook Foreman (8)

Electrician Foreman (i0)
Housekeeping Aid Foreman (2)

Foreman.

BO 12532.1H
21 Apr 1977

Occupational Code
and Grade

WG-5306-IO
WG-5823-IO
wG-5823-o5
wG-6o7-o9
WG-7&O&-O5
WG-7AO&-O8
WG-2805-IO
WG-7L08-OI
WG-7A08-02
WG-T&O-03
WG-7AO-O&
WG-3566-O2
WG-3502-02
WG-7305-05
WG-730A-O1
WG-5703-06
WG-5703-06
WG-102-09
WG-IO2-O5
WG-5026-O9
WC-20&-lO
WG-3605-O9
WG-06-09
WC--206-05
WG-3111-O+
WG-6907-OA
WG-6907-05
WG-6907-06
WG-3703-I0

WL-TAO8-O2
WL-3566-O2
WL-6907-O6

WS-+607-O6
WS-T&O&-O8
WS-7&OA-O9
WS-2805-O7
WS-3566-02

ENCLOSUI (6)
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SUPERVISORY

Foreman

Laundry Machine Operator Foreman (5)
Painter Foreman (9)
Pipefitter Foreman (i0)
Warehouseman Foreman (5)

General Foreman

Cook General Foreman (8)
Maintenance General Foreman (i0)

Occupational Code
and Grade

WS-7305-05
WS-102-06
WS-20&-07
WS-6907-03

ENCLOSURE (6)
2



K&SE MOTOR TRANSPORT
Marine Corps Base

Camp Lejeune North Carolina

 olo’n l s
179o
26 April 1977

M4ORANDUM FOR THE RECORD

From:
To:

Motor Transport Officer
Base Motor Transport Personnel

Subj: Visits to Civilian Personnel Office

Ref: (a) BO 12790.ID

1. In accordance with reference (a), employees desiring to

visit the Civilian Personnel Office during working hours will

schedule visits at a time that will least interfere with work

schedules.

2. Employees are reminded that a Civilian Employee Pass
(MCBCL 5512/5) should be obtained fromtheir supervisor prior
to leavin3, and returned to him upon return to duty.

3. Employees are encouraged to give their immediate supervi-
sors the opportunity to answer questions or solve problems
before referring them to CPO, since supervisors have knowledge
of most matters affecting employees under their supervision
and are in a better position to render assistance.

dOHN F, KdltOND





DEPARTMENT OF THE NAVY
ATLANTIC DIVISION

NAVAL FACILITIES ENGINEERING COMMAND

NORFOLK, VIRGINIA 13Sl

TELEPHONE

4-721
AUTOV 2b4- 7#21

LANTDIVNOTE 10290
1225
4 August 1969

LANTDIV NOTIGE 10290

From: Commander, Atlantic Division, Naval Facilities Engineering Command
To: Distribution List

Subj: Anti-freeze and Battery Tester; information concerning

Encl: (i) Descriptive literature regarding subject tester.

I. gzose. To disseminate enclosure (I) for information.

2. Background. Experience at various activities has indicated that the
subject tester has provided convenience and dependability. It facilitates

quick and accurate testing of both the battery charge condition and the

degree of anti-freeze protection. The enclosed literature is provided
for your information.

3. Availability. The Prestone ’u-Chek is available from the Union Car-
bide Corporation, 270 Park Avenue, New York City, New York, 10017, ATTN:
Government Department. The latest quoted price is $21.51 each. Delivery
is thirty days from receipt of order. This Notice is not to be construed
as recommending propriety procurement.. Cancellation. This Notice is cancelled for record purposes on

15 September 1969. Enclosure (I) should be retained for future reference.



LANTDIVNOTE 10290
4 August 1969

Distribution: (5216.1F CH-I)
List J
Part I
8,16,17,18,26,29,31,32,33,42,43
Part II
21
Part III
4,15,16,17,18,19,20,23,27,32
Part IV
21,22,24,25,29,32,33,34,40,41,45,46,
47,49,52,58
USS TALLAHATCHIE COUNTY (AVB-2)
COMNAVSUPPFORANTARCTICA
CINCSOUTH
COMSTSELM
NCSO BAHRAIN
NATODEFCOL ROME

Copy to:
COMCABEAST
COMOCEANSYSLANT

Stocked by: LANTDIV (Code 012)

2



./ - ..’

/"4 This Tester is designed spe.
YEPIECEi ’,,’::’" ,1:., cifically for rapid and accurate

J- -"- b: ;2 WINDOW checkmg of anh-freeze. --. ’.:....., ./ tection and battery .charge,, " ":::"" ’: ’ BLACK BAKERY Only a few drops of coolant or. BULB-- .. (’..:.::::’:.’.-’. ":" DIP STICK battery acid are required to’
/ . t "., . . ;:. I take an accurate reading. The/ /- /:J Tester automatically corre
[ HIGH IMPACT " ".," ;;: ’./ for temperature,

PSTIC HOUSING " ":-,’ /’

CLEAR PBTIC ANTI-FREEZE PUMP ,ponant Boiling Point CHART.

[ Before eoh use, swing baok the plastio oover at the %
slanted ed of the Tester exposing both the measuring

/ window and the bo.ttom of the plastic cove. WiPE DRY,. with tissue or clean soft cloth. Close the plastic cover.

=. /
,%% ANTI-FREZE SOLU I’ION--Do not remove clear .

/ plastic pump from Tester. Release tip of pump from

’ Tester housing and insert into radiator filler
Press and release bulb to draw up a sample of cool-

}/ ant. (Fig. 2). Bend plastic tube around Teste[ so q.-!
I/ / that tip can be inserted in covet plate opening. ,
/ -J Ejects few drops of.coolant onto measuring "G: ’{ (E’ face by pressing bulb. (Fig. 3) ,

BAKERY CHAGE-- Make test before addta.
( A separate reading must be taken for each cell. Use bck d’shk

to obtain sample of batte acid. Place a few d’d onto
(Fig.) measu rmg’ surface through opening in coverpl.BY rlg.’

3. READ=NG
Point the instrument toward a light source and look into eye-

piece. (Fig. 4)
The anti-freeze protection or battery charge reading is at the

point where the dividing line between light and dark (edge of the.....
shadow) crosses the scale; ati-freeze on right-hand

o left.
NOTE: The Tester temperature scale Is reversed from standard termometer scale; below

Zero readings are on uoper halt el cale (Fig. 6). Readings on lower half of scale (above zero
readings) Inoicate Iolutioni without enough anti-freeze oncentratlon to provide adequate rust
rotectlon,

A little experience will. enable you to obtain quickly the best
contrast between the light and dark portions of the field of view. _.,
Tilt the instrument toward the light source until best results
obtained.

If the "edge of the shadow" is not sharp, the measuring sur-
faces we not sufficiently well-cleaned, or dried. Wi dW as ex- (Fig. 5)
plained in 1 and make new test.



|.



MINIMUIVi BOiLING,POINT AND RUST PROTECT=ON R=QUIRD

IF VU-CHEK Antifreeze Coolant
Reading is Will Boil at

F._. (Sea Level)

--50 228

Best for Year - --34
Round Rust Protection

--15

226,Recommended for
Summer Safety

223

0 220

CHECK PRESSURE CAP RATING. BOILING POINT OF COOLANT
WILL BE RAISED ABOUT 3’ PER POUND OF .PRESSURE.





HOW THE "PRESTONE" VU-CHr=’K TESTER WORKS
EYEPIECE

’." Tip of clear plastic pump (A)

’:. and inserted into radiator filler
"’-":LJ... COVER PLATE neck. Bulb (B)is pressed and-. OPENING released to draw up sample of

...’.../ coolant. Tip of clear plastic tube
i. ’_’c ,/- BLACK BATTERY iS inserted into cover plate open-

BULB :’ ’".,/ -""\ (D). Point where edge of shadow
\:... .7 falls on scale (E) is the exact

Q. 4 anti-freeze coolant protection
reading (Same process is used..,, .,. / with .b.ttery charge, except





UNITED STATES MARINE CORPS
MARIN er CORPI BASE

CAMP LEJEUNE. NORTH CAROLINA 28542

BO 1320.4G
CPO/AIP/stub
29 Jul 1976

BASE ORDER 1320.4G

From: Commanding General
To: Distribution List

Subj: Travel Orders for Civil Service Personnel

Ref:

Ench

(a) DoD Joint Travel Regulations Volume 2
(b) BO 12410.3E
(c) BO P7000. IF

(i) Sample memorandum request
(2) Preparation of Form DD 1610

1. Purpose. To promulgate instructions concerning issuance of
travel orders to civil service personnel.

2. Cancellation. BO 1320.4F.

3. Background. Reference (a) authorizes the Commanding General to
issue certain travel orders to civil service personnel and contains
regulations governing payment of certain travel and transportation
expenses. Reference (b) contains information concerning participation
in training or meetings sponsored by non-government activities. Ref-
erence (c) contains a list of Fund Administrators.

4. Policy. It is the policy of this command that travel and transporta-
tion at Government expense will be directed only when officially justified
and by those means which meet mission requirements at the lowest pos-
sible cost consistent with good management practices. Rates .of reim-
bursementwill be as prescribed by reference (a). Persons directed to
travel on official business will exercise the same care in incurring ex-
penses and accomplishing a mission that a prudent person would exercise
if traveling on personal business. Excess costs, circuitous routes,
delays, or luxury accommodations unnecessary or unjustified in the
performance of a mission are not considered acceptable as exercising
prudence.

5. Temporary Duty Orders

a. Travel-Requesting Official

(1) Overtime. Before requesting travel, the travel-requesting
official should consider the possibility of the traveler being subject to
overtime. Line management is responsible for specifying, within
reasonable limits, the time during which authorized travel will be



BO 132.0.4G
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performed by employees. There are two different statutes coveringtime spent traveling away from official duty station.

(a) Title 5, United States Code. Under this statute, timespent by an employee in travel status away from his official duty stationis considered as hours of employment for overtime pay purposes only(a) when travel is performed within the days and hours of his regularlyscheduled administrative workweek, including regular overtime work,or (b) when the travel involves the performance of actual work whiletraveling, is incident to travel that involves the performance of workwhile traveling, is carried out under arduous conditions, or resultsfrom an event which could not be scheduled or controlled administra-tively. (Non-government sponsored meetings, conferences, or trainingcannot be scheduled or controlled administratively. Any employee maybe subject to overtime under Title 5.

(b) Fair Labor Standards Act (FLSA). Overtime entitlementunder FLSA loes not begin to accrue until the employee has completed40 hours of actual work in a week. For example, an employee who hasany paid time off during the week (holiday, annual leave, sick leave, orany excused absence with pay) will not accrue any entitlement to over-time pay under FLSA until additional actual work exceeds the paid hoursof nonwork, and is in excess of 40 hours of actual work in the week.Whether time spent traveling outside regular working hours is considered"hours of work"’ under FLSA depends upon the kind of travel involved.In general, authorized travel time outside regular working hours is"hours of work" under FLSA if an employee (1) performs work whiletraveling (including travel as a driver of a vehicle), (2) travels as apassenger to a temporary duty station and returns during the same day,or (3) travels as a passenger on nonw0rk days during hours which cor-respond to his/her regular working hours. Only nonexempt employeesare subject to overtime under FLSA. There is no statutory provisionunder FLSA for granting compensatory time off in lieu of overtime pay.
(2.) A memorandum should be sent to the Civilian PersonnelOfficer requesting estimated cost information for completion of Requestand Authorization of TDY Travel of DoD Personnel, DDForm 1610, atleast two weeks prior to the date the proposed travel begins. Enclosure(1) is the format to use for the memorandum request.

(3) When the information regarding mode of transportation, perdiem and estimated costs of travel has been furnished, the travel-requesting official will complete the DD Form 1610. When requestingsocial security number for use on the DD Form 1610, furnish thetraveler a Privacy Act Statement. All spaces on the form will becompleted except Items 16, 20, 21 and 22. Detailed instructions arecontained in enclosure (2) for completion of DD Form 1610.
(4) After signing in Item 17, retain one copy, forward to theFund Administrator for funding approval signature in Item 18.
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(5) When temporary duty is for training in a non-government
facility, Training Request, Authorization and Record, NAVSO 12410/19,
must be" completed and approved prior to the commencement of the

!training. Requesting officials will ensure that all requirements of
reference (b) are met prior to submitting any request. Further assist-
ance in completing this form may be obtained by contacting the Civilian
Personnel Office, Training Division, extension 1539.

(6) When temporary duty is for attendance at and participation
in non-government sponsored meetings, submit form NAVEXOS 12000/2
completed and approved in accordance with reference (b).

(7) When approved orders are returned by the Civilian Personnel
Office, deliver immediately to traveler. If a high cost area is involved,
give the traveler the actual expense form furnished by the Civilian Per-
sonnel Office. It is mandatory that the actual expense form be filled
out by the traveler. In all cases, receipts for lodging, all items in
excess of $15, and registration fee must be submitted with the Travel
Voucher or Subvoucher, ED Form 1351-2, to the Disbursing Office. If
private automobile has been authorized for the convenience of the
traveler, work time spent in travel outside common carrier schedule’
will be charged to annual leave or LWOP.

(8) Complete the Travel Voucher or Subvoucher, DD Form
1351-2, upon return to work by the traveler. Forward one copy of
DD Form 1351-2 to the Civilian Personnel Office on each employee
subject to overtime pay for time spent in travel.

(9) Unused travel orders will be returned promptly to the Order
Authorizing Official (CivPersO) with a written explanation.

(I0) Permissive Travel Orders are prepared when an employee
wishes to defray all expenses. DD Form 1610 is sent directly to Order
Authorizing Official.

(i I) Whenever a nonexempt employee is required to travel out-
side his regularly scheduled workweek, under circumstances for which
he will not be paid overtime, the requesting official must record his
reasons for ordering the required travel at those hours and must, upon
the request of the employee, furnish him a copy.

b. Fund-Approvin Official (Fund Administrator). Fund Adminis-
trators in reference (c) are responsible for administering travel funds
for activities included in their funding responsibilities. When a Request
and Authorization for TDY Travel of DoD Personnel is received:

(I) If the expenditure of funds is approved, indicate approval
by signing Item 18. The signature in Item 18 must be the Fund Adminis-
trator or in his absence the acting Fund Administrator. ("By direction"
signatures are not acceptable.



BO 1320.4G
29 Jui 1976

(2) Forward via Assistant Chief of Staff, Comptroller and Chief
of Staff for final approval of funding to Civilian Personnel Officer for
assignment of travel order number and signature at least seven working
days in advance of departure date.

(3) If travel funds are not approved, return all copies to the
Reque sting Official with appropriate explanation.

c. Order Authorizing Official (Civilian Personnel Officer). In
accordance with paragraphs C2000 and C2001 of reference (a), the
Civilian Personnel Officer is designated to act for the Commanding
General for the purpose of authorizing and authenticating travel orders
for civil service personnel. Civilian Personnel Officer will:

(1) Furnish reply to memorandum request from Travel-Requesting
Official regarding mode of transportation, per diem and estimated costs
of travel. Furnish Privacy Act Statement for use in requesting social
security number from the traveler. Furnish actual expense form, when
ne ce s sary.

(2) Review all information entered in DD Form 1610 to ensure
that it meets the requirements of reference (a).

(3) Complete Item 16 (Remarks), Item 20 (Order Authorizing
Official), Item 21 (Date Issued), and Item 22 (Travel Order Number).

(4) Retain five copies of the Request and Authorization for TDY
of DoD Personnel for distribution as follows: Assistant Chief of Staff,
Comptroller; Base Fiscal Officer; Fund Administrator; Civilian Person-
nel Training Division and a file copy. Return the original and remaining
copies to the Requesting Official.

(5) Upon receipt of completed Travel Voucher or Subvoucher,
DD Form 1351-2, determine if the employee is subject to overtime
under Title 5 or FLSA and prepare the Civilian Overtime/Compensatory
Time/Holiday Premium Pay Authorization, MCBCL Form 12550. The
Civilian Personnel Officer will sign as the requestor, and forward it to
the department concerned for concurrence. After concurrence, the
department will forward the form to the Assistant Chief of Staff, Comp-
tr oller.

d. Traveler

(1) If a Transportation Request (T/R) is required, deliver the
original and all remaining copies of approved orders to the Passenger
Traffic Office, Building 233, for issuance of the T/R and endorsement
on the orders at least five working days prior to date of departure.

(2) If an advance of travel funds is required and authorized,
deliver the original and remaining copies of travel orders to the

4
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Disbursing office, Building 1005, for the advance and endorsement on

the orde r s.

(3) If TDY is in a high cost area, it is mandatory that the actual

expense statement be filled out. In all cases, receipts for lodging, all

items in excess of $15, and registration fee must be submitted with the
Travel Voucher to Disbursing.

(4) If private automobile has been authorized for the convenience

of the traveler, work time spent in travel outside common carrier

schedule will be charged to annual leave or LWOP.

(5) Upon return to work report to the Travel Requesting Official

for completion of Travel Voucher or Subvoucher, DD Form 1351-2.

(6) Within three working days after travel is completed, report
to the Disbursing Office, Building 1005, with the original and four copies
of DD Form 1610; DD Form 1531-2; receipts; and actual expense state-

ment when applicable.

6. Permanent Duty Travel. When considering an employee from

another activity for a vacancy, travel/moving entitlements as authorized
in reference (a) will be discussed during the interview. Approval from

the Fund Administrator and/or Assistant Chief of Staff, Comptroller
must be obtained before a commitment is made to pay any travel/moving
expenses. The Civilian Personnel Officer is responsible for obtaining

necessary data and completion of Request and Authorization for DoD
Civilian Permanent Duty Travel, ED Form 1614. Authority to sign this

form by direction is delegated to the Civilian Personnel Officer.

7. Assistance. Questions concerning travel of civil service employees
should be referred to the Civilian Personnel Office, telephone extension

1886.

8. Chane Notation. Significant changes contained in this revision are

denoted by asterisk (::") shown in the outer left margin.

9. Applicability. The provisions of this Order apply only to Marine

Corps Base civil service personnel.

DISTRIBUTION:

G. C. FOX
Chief of Staff

"C" less Categories Ill & IV





MEMORANDUM

SAMPLE MEMORANDUM REQUEST

BO 1320.4G
29 Jul 1976

From: (Reque stin Official)
To: Civilian Personnel Officer

Subj: Travel Orders for (Traveler’s Name)

Ref: (a) BO 1320.4G

i. It is requested that estimated cost information be furnished to
complete DD Form 1610 on the subject employee. The following
information is forwarded in accordance with reference (a):

Purpose of TDY:

7 Yes NoGovernment Sponsored:

:-’Mode of Transportation Preference:

Location of Training Site:

Type of Quarters:

Date and Time Training Begins:

Date and Time Training Ends:

Registration fee or tuition involved: Yes/No Amount:

Employee is 7 Exempt or 7 Nonexempt under the Fair Labor

Standards Act.

(Signature of Requesting Official)

;:-" If POV is shown, the following written certification by the traveler is

required in accordance with JTR Volume 2, C6157.

I (will) (will not) operate a Government owned vehicle for the purpose of

performing travel required by temporary duty.

(Signature of Traveler)

ENCLOSURE (1)

1
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PREPARATION OF FORM DD 1610

i. Most of the items on DD Form 1610 are self-explanatory. In
general, it should be completed as follows:

Item I: Date of Request Enter day, month, and year.

Item 2: Name Enter name and social security number of traveler.

Item 3: Position Title and Grade or Rating Self-explanatory.

Item 4: Official Station Enter name and location of permanent duty
station.

Item 5: Organization Element Enter division, branch, or unit to

which traveler is assigned.

Item 6: Phone No. Enter that of the traveler at organizational
element.

Item 7: Type of Orders Indicate as appropriate, e. g. confirmatory,
amendment; extension, blanket, group.

Item 8: Security Clearance The degree of security clearance for the

period of temporary duty will be included in the order as

interim or final security clearance; TOP SECRET, SECRET,
or CONFIDENTIAL, as appropriate, i.e. "Individual is

cleared for access to classified material up to and including
(classification) for the period of this temporary duty. " The
statement "Access to classified data not required" will be

include d when appropt iate.

Item 9: Purpose of TDY Enter the dates of temporary duty less
travel time, the location of the training and reference any
pertinent communication or directive.

Item i0: (a) Approx. No. of Days of TDY (Including travel time). Self-

explanatory.

(b) Proceed O/A (Date) Indicate date for beginning of official
travel which will be as accurate as possible.

Item 1 1: Itinerary Indicate places from and to which official travel is

authorized and "return to" point. If it is expected that the

traveler may have to vary from a prescribed itinerary to

accomplish the mission assignment, indicate by "X" in the

block preceding, "variation authorized. "

ENCLOSURE (2)
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Item 12: Mode of Transportation Indicate in the block(s) provided,
the mode(s) authorized. If travel is to be authorized via
privately owned conveyance, state the appropriate mileage
rate in the space provided. Indicate in the appropriate block
if such travel is determined to be advantageous to the Govern-
ment or if reimbursement is limited.

Item 13: Per Diem Check the block "Per Diem authorized in accord-
ance with JTR" unless a specified rate has been set for that
area.

Item 14: Estimate d Cost Self-explanatory.
which line of accounting data in Item
cost.

Indicate by asterisks(s)
19 applies to particular

Item 15: Advance Authorized Show amount authorized as an advance
of travel funds. This amount should not include travel expense
unless privately owned conveyance is used. Regulations for
advance of funds are contained in reference (a), Chapter 8,
Part L

Item 16: Remarks:. Leave Blank. (This will be filled out by Civilian
Per sonne I Office.

Item 17: Requestin Official: Enter title and name of the unit or staff
section head concerned,

Item 18: Approving Official: Fund Administratorls title and name.

Item 19: Accounting Data: The complete Accounting Classification
Code consisting of nine coding elements shall be shown.
The data will be listed horizontally in sequence as follows:

(i) Appropriation (17"1106 or 17"1804 as applicable)
(2) Subhead (applicable four digits)
(3) Object Class (insert 3 zeros)
(4) Bureau Control Number (67001)
(5) Suballotment (insert I zero)
(6) Authorization Accounting Activity (06700 I)
(7) Transaction Type Code (2D)
(8) Property Accounting Activity (insert 6 zeros)
(9) Cost Code (the last 12 digits of job order number)

Insert last digit of fiscal year.

Sere Item 19 on DD Form 1610 for lateral spread of accounting data for
FY 1976.

ENCLOSURE (2)

2
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Insert numerical character over each element and maintain spacing as
given in Item 19. Separate Cost Codes must be cited when tuition and
registration fees are required. When TDY starts in one fiscal year and
,ends in the next fiscal year, show accounting information for each fiscal
year and the amount charged to each year.

Item 20: Order Authorizing Official or Authentication Leave Blank
(Civilian Personnel Office will fill this out.

Item 2,1: Date Issued Leave Blank (CivPersOff will fill out.

Item Z2: Travel Order Number Leave Blank (CivPersOff will fill out.

ENCLOSURE (Z)

3





REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD PERSONNEL
(Reference" Joint Trat,el Regulations)

Tr,vel Authorized Indicated in ltens 2 through 21.

BO 1320.4G
29 Jul 1976

OAT60

22 June 1976
REQUEST FOR OFFICIAL TRAVEL

2 NAME (Z4& Firlt, Middle Initial)

DOE, John H. SSN: 634-001-1809
OFFICIAL STATION

Marine Corps Base
Camp Lejeune, NC 28542

7. TYPE OF ORDERS

Single
l0 APPROX NO. OF DAYS OF

rDY (.I,-d.
SECURITY CLEARANCE

N/A
b. PROCEED O/A (’DtE)

14 Aug 1976

3 POSITION TITLE AND GRADE OR RATING

Employee Relations Specialist, GS-9
5 ORGANIZATIONAL ELEMENT

Civilian Per s onne i Office

6. PHONE NO

1886
9. PURPOSE OF TDY

To attend a Labor and Employee Relations
Specialist Workshop on 15-16 August 1976

Ref: AFDOCMMNOTE 12410 of 20 Jun 1976

rnNERARY I] AUTHORIZED

From Camp Lejeune, N.C. to Norfolk, Virginia and return

12. MODE OF TRANSPORTATION

COMMERCIAL

RAIL AfR ISUS ISHIP
] DETERMINED TRANSPORTATION

OvsrtcB 1u10y)

13. F’ PER DiEM AUTHORIZED IN ACCORDANCE WITH JTR.

[] OTHER RATE OF PER DIEM

CONVEYANCE Ch one)

15
] ADVANTAGEOUS GOVERNMENT

REIMBURSEMENT
l-’-] COMMON &

14. ESTIMATED COST 115. ADVANCE
AUTHORIZED

PER DIEM OTHER(.e g fee) TOTAL

82. 50* $ 58. 50;:-" $I0.00:::* $15 I. O0 $120. O0
6. REMARKS UIE t spree/or Ipec rcY#ulrelea’, Issue, IMperior lld# aooona, b#a#rnfm, et

L E A V E B L A N K (CivPersOffwill fill out)

17. REOU ESTING OFFICIAL (T/e and signaturE)

JOHN H. BROWN
Civilian Per s onne i Office r

18. APPROVING OFFICIAL( and sitre)

FUND ADMINISTRATOR
AUTHORIZATION

19 ACCOUNTING CITATION

(I) (2) (3) (4) (5) (6) (7) (8) (9)

* 1761106.2720 000 67001 0 067001 2D 000000 6 I0 0839 I028E

** 1761106.2720 000 67001 0 067001 2D 000000 6 i0 0837 I028Q

20. ORDER AUTHORIZING OFFICIAL (Title and snatre) OR AUTHENTICATION

B L A N K (CivPersOff will fill out)

DD ,o,,, 1610 4

21. DATE ISSUED

BLANK (CivPe rsOff)
TRAVEL ORDER NUMBER

BLANK (CivPe r sOff)

Appendix A to

ENCLOSURE (2)





BO 13Z0.4G

USE FOR PERMISSIVE ORDERS ONLY 29 Jul 1976

REQUEST AND AUTHORIZATION FOR TOY TRAVEL OF DOD PERSONNEL -..-. c,

(Reference:" Joint Trtei legulatnrs

Travel Authorized as Indicated in Items 2 through 21. Z2 June 1 97 6

REQUEST FOR OFFICIAL TRAVEL

2 NAME (Last First Middle Initial)

DOE, .John H. SSN: 634-001-1809
BROWN, John H. SSN: 3Zl-638-143Z
SA2[ TT[-I .T i A .qlk.

rine Corps Base
Camp Lejeune, N. C. Z854Z

7 TYPE OF ORDERS

Group Permissive

I0 APPRdX NO. OF DAYS OF

mNERARY

8. SECURITY CLEARANCE

N/A
b. PROCEED O/A (Date)

I0 July 1976
] AUTHORIZED

3. POSITION TITLE AND GRADE OR RATING

Employee Relations Spec, GS-9
Civilian Personnel Officer, GS-13

5 DRGANIZATIONAL ELEMEN 6 PHONE

Civilian Personnel Office 1886

PURPOSE OF TDY

To attend Semi-Annual Labor Relations

Workshop I0 July 1976 in Raleigh

Ref: RAO Bul 76-7 did 28 May 1976

Jacksonville, North Carolina to Raleigh, North Carolina and return

2. MODE OF TRANSPORTATION

COMM CONVEYANCE Ch one)

] ADVANTAGEOUS GOVERNMENT

] DETERMINED TRANSPORTATION

Ouer Tmu orally)

REIMBURSEMENT
COST TRANSPORTATION &

DETERMINED
JTR.

13 [ PER DiEM AUTHORIZED IN ACCORDANCE WITH JTR.

[] O]HER AFE OF PER DIEM

14. ESTIMATED COST

DIEM TRAVEL

. REMARKS (U|$ t Spo,cefor pecioJ requtremlt, leau luperior It-cla accommodoJion.

15. ADVANCE
AUTHORIZED

baggage, regtraon [e, etc

L E A V E B LA N K (CivPersOffwill fill out)

7. REQUESTING OFFICIAL (T//Je end .gnature) 18 APPROVING OFFICIAL (Tte and MnaJre)

JOHN H. BROWN
Civilian Pe r S onne I Office r FUND ADMINISTRATOR

AUTHORIZATION

19 ACCOUNTING CITATION

20. ORDER AUTHORIZING OFFICIAL (TIe and $inatur)OR AUTHENTICATION 21. DATE ISSUED

22 TRAVEL ORDER NUMBER

Appendix B to
ENCLOSURE ()





UNITED STATES MARINE CORPS
MARINE CORPS BASE

CAMP LEJEUNE. NORTH CAROLINA 28542

BO 12750.2C
CPO/JFS/e-21 Jun 19,

BASE ORDER 12750.2C

From:
To:

Commanding General
Distribution List

Subj: Private indebtedness of civil service employees

Ref: (a) FPM 735.2-7
(b) CMMI 751.1
(c) BO 12750.IF

Encl: (i) Schedule of Appropriate Penalties (Indebtedness)

i. Purpose. To promulgate command policy concerning com-

plaints on private indebtedness of civil service employees
and to establish procedures for processing complaints in

accordance with references (a) and (b).

2. Cancellation. BO 12750.2B.

3. Policy

a. Employees are expected to pay their just debts in

accordance with the terms specified when credit was extended,
and to maintain a reputation in their community for honoring

their financial obligations.

b. An employee’s failure to pay just debts usually has

two undesirable effects. First, since the creditor cannot

garnishee an employee’s salary, the creditor’s only recourse

is to try to enlist the help of the command’s personnel office.

If this isnot successful, the creditor is left with the

feeling that the command and the Federal Government are as

much to blame as the employee. Thus an unfavorable image is

created. Second, correspondence with creditors and memos to

and conferences with the .employees involved add considerably

to the workload of those involved. Consequently, employees

are required to pay each just financial obligation in a

proper and timely manner, especially one imposed by law such

as Federal, State, or local taxes. A "just financial obli-

gation" means one acknowledged by the employee or reduced to

judgment by a court, or one imposed by law such as Federal,
State, or local taxes; and "in a proper and timely manner"
means in a manner which the command determines does not, under

the circumstances, reflect adversely on the Government as the

employer.



BO 12750.2C
21 Jun 1976

4. Procedure. All letter and telephone complaints received
in an office or by a supervisor concerning indebtedness of
civil service employees will be referred to the Civilian Per-
sonnel Office, telephone extension 1579 or 1458. The complain-
ant will be advised of the policy of the Department of the Navy
regarding employee indebtedness and required to provide suffi-
cient information to identify the person concerned and provide
the basis for a satisfactory discussion.

a. Processln$ Complaints

(i) Upon receipt of necessary information, form
NAVEXOS 3893 (Employee Indebtedness Notice) will be prepared
in the Civilian Personnel Office and distributed as follows:

(a) Original to the complainant, to acknowledge
receipt of complaint, to advise the creditor of the Department
of the Navy policy, and to inform the creditor that the com-
plaint is being brought to the employee’s attention.

(b) A file copy is retained in the Civilian Per-
sonnel Office pending disposition of complaint.

(c) A copy each to the employee and immediate
supervisor concerned, via organizational commander, staff
section head, department head, or chief of service (as appro-
priate), with the original complaint and two copies of the
discussion form attached.

(2) The complaint will be discussed with the.employee
by his immediate supervisor as soon as practicable. The dis-
cussion will be recorded in duplicate on the discussion forms
provided and all information required to complete the form
will be obtained. The original of the discussion form and
the original complaint will be forwarded to the Civilian Per-
sonnel Office for disposition.

(3) Legal obligations, i.e., Federal Notices of Levy,
Court Judgments, and tax delinquency notices of State, County,
and local governments will be processed as just financial
obligations.

b. Disposition of Complaints

(i) Valid complaints. The original complaint mnd
discussion form will be filed in the employee’s Official Per-
sonnel Folder (temporary side), with the file copy of the form
NAVEXOS 3893, for a period of two years and may be used as
part of the total record considered when personnel actions of
vital importance to the employee are taken. Such correspondence
will be removed after two years and destroyed.



BO 12750.2C

21 Jun 1976

(2) Resolved complaints. If the employee presents
evidence that the debt (other than a levy) has been paid in

full within I0 calendar days after the first complaint from
a creditor is brought to the employee’s attention, the com-

plaint will not be filed in the employee’s Official Personnel
Folder and the supervisor will be notified that his records
concerning the complaint should be destroyed.

(3) Disputed complaints. If the employee disputes
the validity of a complaint, the creditor will be so advised
and informed that no further action will be taken unless a

Civil Court Judgment verifying the indebtedness is obtained
and a copy is forwarded to the Civilian Personnel Office. A
disputed complaint will not be filed in the employee’s Offi-

cial Personnel Folder and will not be considered a valid
complaint.

5. Disciplinary Action. Indebtedness itself is not a dis-
ciplinary offense, but the question of whether an employee
acts responsibly to meet his just financial obligations
must be evaluated and may be the basis for disciplinary
action. Disciplinary action may not be taken solely on the
grounds that the employee has incurred indebtedness. In
determining whether disciplinary action is required, all
the facts and circumstances of the case, including the
individual’s employment history, shall be taken into consid-
eration.

a. When the number and kind of complaints received

within two years preceding the current complaint reach the
number and kind of complaints specified in enclosure (i), the
disciplinary action indicated is considered appropriate and
should be initiated or recommended.

b. Disciplinary action may be taken any time an employee’s
attitude is indifferent to his obligations; he refuses or
fails to make arrangements to satisfy creditors within a

reasonable time; or refuses to complete the statement required
in connection with each indebtedness complaint.

c. Disciplinary action may be taken whenever the indebt-

edness reflects so unfavorably on the employee’s suitability
for Federal service as to warrant action.

d. When the employee and the complainant disagree on the
amount or validity of the disputed debt, disciplinary action

will not be taken unless the complainant presents a Civil

Court Judgment against the employee.



BO 12750.2C
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e. Suspension is not normally an appropriate penalty in
those cases when it would be likely to aggravate the employee’
financial problem; however, instances of deliberate refusal
or flagrant, irresponsible conduct may justify such penalties.

6. Processing Disciplinary Actions. All disciplinary actions
will be processed in accordance with reference (c). When
disciplinary action is necessary, the charge of failure to
honor just debts or legal obligations (as appropriate) with-
out good cause will be used. Just debts are debts acknowl-
edged by the employee. Legal obligations are debts reduced
to judgment by a court or one imposed by law such as Federal,
State or local taxes. Federal employees’ pay may be levied
for payment of Federal taxes and garnisheed for payment of
court ordered support.

7. Action. The Civilian Personnel Officer will act in a
monitoring and advisory capacity on indebtedness matters to
all levels of supervision, but will not initiate disciplinary
actions, except for employees of the Civilian Personnel
Office. When an employee’s record and/or attitude indicates
that disciplinary action is warranted and the line official
concerned has not initiated such action, the Civilian Per-
sonnel Officer will consult with the organizational commander,
staff section head, department head, or chief of service (as
appropriate). If no agreement is reached, the matter will
be brought to the attention of the Commanding General/Com-
manding Officer (as appropriate) by the Civilian Personnel
Officer.

a. Supervisors will assure that any indebtedness records
on employees selected for responsible or supervisory positions
do not reflect adversely on their capability to handle the
position for which selected.

b. It is the responsibility of supervisors to assure
that all employees under their supervision are familiar with
the contents of this Order. Questions on interpretation and
application should be referred to the Civilian Personnel
Office, telephone extension 1579 or 1458.

8. Change Notation. Significant changes contained in this
revision are denoted by asterisks (*) shown in the outer
left margin.
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9. Applicability. Having received the concurrences of the

Commanding Officers of Marine Corps Air Station (Helicopter),
New River, Naval Regional Medical Center, Naval Medical Field

Research Laboratory, and Naval Regional Dental Center, this

Order is applicable to those commands.

G. C. FOX
Chief of Staff

DISTRIBUTION: "C" less Cat III

5
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SCHEDULE OF APPROPRIATE PENALTIES
(INDEBTEDNESS)

i. This schedule provides guidance for the administration of
the indebtedness program in accordance with applicable
regulations.

2. Penalties imposed should be in accordance with this.
schedule. Penalties that deviate from the schedule must be
supported by written justification approved by the organization-
al commander, staff section head, department head, or chief

of service, as appropriate.

3. When a series of reprimands are issued, as noted below,
each reprimand should be progressively more severe in tone.
Such a series of reprimands will carry the same weight as
suspensions in justifying a subsequent removal action.

Penalty

a. Oral Admonition
(Summarize in
writing)

Number and type of complaints required

(I) One Notice of Levy or

(2) One complaint of failure to pay taxes
from State, County, or City govern-
ment, or

(3) One Civil Court Judgment against the
employee for indebtedness, or

(4) One Garnishment of Pay, or

(5) Two complaints of indebtedness.

Reprimand
(Cite oral
admonition)

Either (i), (2), (3), (4), or (5) above
and:

(i) One Notice of Levy or

(2) One complaint of failure to pay taxes

from State, County, or City govern-
ment, or

(3)

(4)

One Civil Court Judgment against the
employee for indebtedness, or

One Garnishment of Pay, or

(5) Two complaints of indebtedness.

ENC.LOSURE (1)
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Reprimand
(Cite previous
reprimand)

Reprimand to
Removal
(Cite previous
actions)

One reprimand and:

(i) One Notice of Levy or

(2) One complaint of failure to pay
taxes from State, County, or City
government, or

(3) One Civil Court Judgment against
the employee for indebtedness, or

(4) One Garnishment of Pay, or

(5) Two complaints of indebtedness.

Two reprimands and:

(i) One Notice of Levy or

(2) One complaint for failure to pay
taxes from State, County or City
government, or

(3) One Civil Court Judgment against the
employee for indebtedness, or

(4) One Garnishment of Pay, or

(5) Two complaints of indebtedness.

ENCLOSURE (i)

2



HEADQUARTERS MARINE CORPS BASE
CAMP LEJEUNE, NORTH CAR,LINA
comcT coPY
DESTROY PREIOUS CH 2

From:
To:

B0 12750.iF CH 2

6 Sep 1974

BASE ORDER 1270,IF CH A
Commanding General
Distribution List

Subj: Adverse Actions Discipine and Conduct

Encl: (i) New page inserts to BO 12750.1F

1. Purpose: To, transmit new page inserts and to direct pen changes to
the Order.

2o Actio___n:

a. Page 8 second line from top of page r delete "These procedures
are set forth in Base Order 12713.1" and add "Such cases will be referred
to the Civilian Personnel Office."

b. Remove page a to the Order, pages 3 and to enclosure (5) and

pages 3 and to enclosure (7) of the Order and replace with respective
new enclosures.

G. C. FOX
Chief of Staff

DISTRIBUTION: "C" Less Category III

15





Appeal Rights: Para 5.
Required in all cases.
Ref: BO L2770._.

Signature: Person authorized
to issue.

BO 12750.]2
23 Aug 1972

5. If you are not satisfied with the
decision in paragraph &, above, you may
appeal at any time after receipt of this
decision but not later than 15 c8endar
days "fter the effective date of this
action. You may appeal directly to the
U. S. Civil Service Commission Federal
,Employees Appeals Authority lO Spring
Street N. W. Atlanta, Georgia 30309.
Your appeal must be in writing. In
your letter give reasons why you think
the action should not have been taken
and state what corrective action you
desire. Attach to your letter any
papers you have which you feel support
your case and state whether or not you
desire a hearing on your appeal.

6. For further information concerning
your appeal rights, you should get in
touch with the Employee Relations Super-
intendent Civilian Personnel Office
Building 33 Marine Corps Base, Camp
Lejeune, North Carolina 285&2; telephone
&51-1579.

/5/

Copy to:
CivPersOff
Union (If applicable)

3

(5)
CH 2 (6Sept4)





* Grievance Rihts: Para 5a
Required in all cases of
Unit employees. For
employees excluded from
the Unit, contact the
Employee Relations Office
extension 1579.

Signature: Person authorized
to issue.

BO 12750.F
23 Aug 1972

will be done to assure your future
success on the job. The reckoning
period for this offense is one year
and will expire on 13 January 1973.
Should there be a recurrence during
the reckoning period, a more severe
penalty may be imposed.

5. If you consider this suspension
improper you my grieve this action
through the Negotiated Grievance Pro-
cedure as set forth in the current
Negotiated Agreement. If you exercise
this right, your grievance may be
initiated immediately but no later
than 15 calendar days from the effec-
tive date of your suspension.

6. For further information concerning
your rights you should get in touch
with the Employee Relations Superin-
tendent, CiviLian Personnel Office,
Building 33 Marine Corps Base, Camp
Lejeune, North Caro]funa 285A2; tele-
phone &51-1579.

/s/
Copy to:
CivPersOff
Union (if applicable)

ENCLOSURE (7)
CH 2 (6Sep74)
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Delegation of Authority to Effect Discip3_inar Actions

a. The Senior Command Official is the deciding Official in all
adverse actions. Notices of proposed adverse actions will be issued by
those officio,is s.1thori,e to effect disciplinary suspension actions.

b. Authority to effect disciplinary suspension actions at Marine
Corps Base is hereby delegated to commanding officers of subordinate
units and heads of staff sections, This authority my be redelegated to
major department/division heads.

c. Commanders concurring with this Order hereby delegate authority
to effect disciplinary suspension actions respectively as follows:

(1) Marine Corps Air Station (Helicopter), New River: To com-
manding officers of subordinate units, heads of staff sections, and
special staff.

(2) Naval Regional Medical Center: To chiefs of services.

(3) Naval Medical Field Research Laboratory: To heads of
departments.

d. Civilian and military supervisors are authorized to issue letters
of reprimand to Civil Service personnel under their immediate supervisior
When a penalty more severe than a letter of reprimand is considered nec-
essary all information in the case with recommended charge(s), specifi-
cations, and penalty will be forwarded to the appropriate official
authorized to initiate such actions.

6. Application of Standard Schedule of Disciplinar O.ffenses an
Penalties (,Enclosure

a. Standard Schedule. This guide provides a uniform code of
penalties for a reasonably complete list of offenses. The range of
penalties is provided to give flexibility in dealing with particular
situations. Only that portion of the "Nature of Offense,’ which actually
describes the offense shall be used in presenting a charge.

CH 2 (6Sep74)





SHOP SAFETY

I. Dleanliness.

a. Floors and other eposed areas. The distribution

center, garage, or work shop shall be thoroughly inspected
daily and maintained in a clean and orderly state. Floors

and other exposed surfaces shall be kept scrupulously clean.
Hazards on floors such as oil, grease, or loose tools, which

might result in fire, slipping, tripping, or falling shall be

eliminated as quickly as possible.

b. Grease Rack. Particular care shall be taken to main-

tain cleanliness in the rack itself. Be sure that grease
connections are fastened to car connections when greasing a

car. At the close of business each day, clean the grease
rack and floor.

2. Ventilation. Garages and shop areas shall be well venti-

lated for protection of service personnel against accumulations

of carbon monoxide. Ifthese spaces are not equipped with ade-

quate ventilation, doors shall be opened whenever engines are

running.

3. Illumination. Adequate illumination shall be provided

and utilized for all general work areas and traversed spaces

and such lighting shall be free from glare, shadow spots and

spotty lighting. Checks should be made periodically by the

Safety Engineer and Public Works Officer.

4. Hearing Conservation and Noise Control. Noise surveys

and audiometric examinations shall be conducted and personal

protective and noise control methods established in accordance

with NCPI 792.5 or BM&SI 6260.6A.

5. Safety During Repairs. Use warning signs or barricades

to protect personnel when construction, repair work, or paint-

ing is in progress.

6. Avoiding Tripping Hazards. Covers on sidewalk boxes, fuel

tanks, and pipe openings shall be flush with surfaces and shall

be kept closed when not in use. All tools and equipment shall

be kept in their proper places when not in use and shall partic-

ularly be kept out of walkways to avoid tripping hazards.

PROTECTION OF PERSONNEL

I. Aparel Required. Mechanics shall wear goggles or face

shields, rubber gloves, aprons, safety shoes, and special

gloves as needed.

2. Goggles. Goggles shall be worn for all grinding, chipping,

cutting, Welding and when using compressed air, or for similar

operations designed by local commands. See Art. #1011.6 for





proper shade numbers of filter lenses for gas cutting, gas
welding or electric welding work.

3. Prohibition against Rings. Rings shall not be worn by
workmen servlclng batteries or working on motor vehicles.

EqUZPMENT AND TOOLS

General Rules

a. Keep tools in their proper places when not in use.

b. Use on/y the correct tools for a particular job.

c. Never use defective tools.

d. Keep tools and hands free of grease.
with an approved solvent.

Clean tools

e. When using a bar or springs, work bar away from face.

f. Lift small batteries with battery straps designed for

this purpose. On large batteries use insulated lifting bridles

designed for this purpose.

2. Grease Guns. Grease guns must be handled carefully and

used only for the purpose intended. Serious injury has re-

sulted when grease has been shot out of a grease gun in

horseplay; never point the gun towards another person.

3. Blow Torches. Blow torches shall not be used to clean

crankcases, transmissions, radiators, or grease guns; steam,

hot water or other suitable degreasers shall be employed for

this purpose.

JACKS

I. /_nspection. Jacks shall be inspected visually for cracks,

looseness, and wear. If their is any doubt of condition dont

use.

2. BlockinK. Be certain that a vehicle is properly blocked

when working under it. Do not depend entirely on jacks.

3. CenterinG. Center the service jack on the axle when a

wheel is to be removed from a vehicle. The jack should always

be on solid footing.

4. Capacity. Never use a jack for a load in excess of its

rated capacity.





5. Handle. Place the jack so that the seing of its handle
will be unobstructed. Never leave a jack standing under a
load with the handle in the socket.

6. Keeping Clear. Never lean over a jack handle or handle
socket under load. Keep body clear of vehicle, in case it
should suddenly start to roll.

HYDRAULIC LIFTS

7. Inspection. Inspect hoists at regular intervals for oil

leaks, oil level, and proper lubrication. Check overhead
connections at regular intervals, and make frequent inspection
of safety locks on gears; the teeth of gears should not be
worn or chipped.

2. Putting Vehicle on Lift. Dont stand in front of vehicle
while being guided onto rack.

3. No one will stay in vehicle which is to be lifted. Make
sure ignition is off, and gears in neutral, the wheels blocked,
and doors secured.

4. Freewheel Lift. If free-wheel type is used, be sure vehicle

is balanced. Raise the lift enough to take weight off wheels,
check blocks and knee action plates to determine whether the

vehicle is resting properly and set hand brake.

5. Raising the Hoist.

a. When hoist is raised, make sure safety catches are

secured.

b. Never rock vehicle when hoist is raised.

c. Raise and lower vehicle slowly.
action of hoist, as gears may slip.

Do not try to rush

d. Donrt try and lift a vehicle heavier than capacity
of hoist.

e. Except for cleaning purposes, never raise the hoist

when it is not in use.

6. Self Protection While Working. When hoist is raised,

stand so feet will not be crushed if the object should fall.









UNITED STATES MARINE CORPS

CAMP LE’.JEUNE. NORTH CAROLINA 2|$42

BO 12532.2 Ch 2
CPO//tan
23 Mar 1977

BASE OI{DF/ 122.2 C 2

From: Commanding General
To: Distribution List

Subj: Grading of Trades and Labor Positions under the Federal Wage
System

I. Purpose. To direct a pen change to the basic Order.

2. Action. In paragraph 7b, line 15 after the word "mandatory" add:

"In writing position descriptions for all Trades and Labor positions
covered by enclosures (1) and (2), the use of words connoting sex of the

cumbent, such as. he, she, his, him, her, woman or man, should be avoided.

The description can be both impersonal and simplified by the use of active

verbs in describin4 the duties as shown in the sample description,
enclosure (3)."

/
B. H. CURWEN, JR.
Chief of Staff

DISTRIBUTION: "C"

ll





STANDARD SCHEDULE OF DISCIPLINARY OFFENSES AND PENALTIES FOR
CIVILIAN EMPLOYEES IN THE NAVAL ESTABI_ISHMENT

NATURE OF OFFENO
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UNITED STATES MARINE CORPS
MARINE CORPS BASE

CAMP LJEUNE, NORTH CAROLINA 28542

BO 12715.1

,!

BASE ORDER 12715.1

From:
To:

Commanding General
Distribution List

Subj: Clearance equlrements of civil service employees

preliminary to separation for any reason

Ref (a) CMMI 351 (NOTAL)
(b) FPM/CMMI 751 (NOTAL)
(c) FPM Supp 296-31, Book IIl (NOTAL)

i. Purpose. To establish clearance procedure for civil

service employees being separated for any reason; and to

assure that employees account for all Government property

assigned to their custody, arrange for final pay, and

receive proper instruction concerning benefits available

to them prior to the effective date of separation.

2. Cancellation. BO 12352.1F.

3. Leave at Time of Separation. Normally, annual leave

and leave wlthout pay .will not be granted when it is

known in advance that an employee is to be separated.
Exceptions may be made for employees under notice of re-

duction in force as provided for in reference (a); to

provide time for settling personal affairs to employees

entering military service; to permit career or career-

conditional employees to seek and/or continue Federal

employment; and pending approval of disability retire-

ment or compensation.

4. Check-Out Date. The check-out date for all types of

separations shall be the last day of work. The last day

of work will normally be the effective date of separation.

except-where leave has been granted under one of the ex-

ceptions in paragraph 3. The Civilian Personnel Office

will advise the activity concerned of the day an employee

is to check out because of retirement. In all other types

of separations, except transfers, the activity and the

employee will receive a copy of correspondence showing

the effective date of separation.
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5. Responsibillty for Clearanc when Employee is Available

a. The oganizatlonal commander, head of staff section,
department head, or chief of service, as appropriate (or
designated representative), is responsible for initiating a
Civilian Employee Clearance Checklist (MCBCL 12352) to per-
mlt a separating employee to receive a chest x-ray and audio-
gram prior to his last day of work (about 10 days prior to
last day of work); and to clear all property, take his Bi-
Weekly Time and Cost Card to Civil Payroll, turn in civilian
identification card and vehicle decal and arrive at the Ci-
vilian Personnel Office (with all items noted above signed
off on the Checklist) between 1430 and 1600 on the employee’s
last day of work. The employee’s supervisor should provide
the employee with the Checkllst on the day(s) he receives
the medical examinations. Upon completion of the medical
examinations, the Checklist may. be returned to the supervisor
pending the employee’s last day of work. The supervisor is
responsible for ensuring completlon of the required medical
examinations. The supervisor shall certify on the Checklist
that all Government property charged to the employee has been
turned in, recovered, or the shortage reported to the Provost
Marshal. Loss of or damage to Government tools or equipment
shall be handled in accordance with reference (b).

b. Employees who are members of the Marine Corps Federal
Credit Union should be advised to contact that office during
business hours prior to checking out.

c. Employees who have utilized the services of the Base
General Library or libraries of other Commands should be
advised to contact the library during business hours prior
to checking out to inform the librarian of their separation
from employment.

6. Responsibility for Cleaance when Employee is not
Available. When an employee being separated for any reason
is not available for clearance, the organizational commander,
head of staff section, department head, or chief of service,
as appropriate, of the section to which the employee is as-
signed will endeavor to recover all Government property
signed out to the employee, reporting any shortages to the
Provost Marshal. The Time and Cost Card is to be completed
and forwarded to the Civil Payroll Office. A Clearance Check-
list will be initiated and forwarded to the Civilian Personnel
Office for final action and filing. The Civilian Personnel

2
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Officer will advise the employee to return the civilian iden-

tlflcatlon.card and vehicle decal if any and any other
Government property in his possession. If an employee fails

to complete requirements within i0 workdays after date of
separatlon the Civillan Personnel Officer will notify the
Provost Marshal by memorandum.

7. Resi$natlons. Resignations will normally be submitted
in the spaceprovlded on the Standard Form 52 but may be
accepted in. letter form and attached to the SF-52. In ac-
cordance with reference (c) reasons for an employee’s res-
ignation should be obtained whenever posslble. The organi-
zational commander head of staff sectlon department head
or chief of servlce as approprlate of the section concerned
will complete the face of the SF-52.

a. Agency’s reason(s). The operating office will not

enter addltlonal or modified reasons on the SF-52 or other
document which the employee signs and submits as his resig-

nation. If there are any known addltlonal or modified reasons
for the reslgnatlon the operating office should prepare a

separate statement covering these reasons and submit it to

the Civilian Personnel Office with the SF-52. If the reasons

furnished by the operating office become the agency’s finding

of fact on why the employee resigned (determined by the
Clvillan Personnel Offlcer) the information is entered under
remarks on the SF-50 covering the resignation. If the finding
of fact contradicts or relates to the validity of an employee’s
work-connected reasons, a statement on whether the sep@ratlng
employee was informed of his opportunity to file a grlevance
under the appropriate grievance procedure will also be entered

under remarks on the SF-50. The separate statement of reasons
furnished by the operating office will not be filed in the

employee’s Offlclal Personnel Folder unless it becomes the

agency’s finding of fact.

b. Leave requests. Career or career-condltlonal em-

ployees may apply for annual leave and/or leave without pay
combined leave not to exceed 90 days to seek continued

Federal employment. Such employees shall submit a resigna-

tion to be effective at the end of the leave period. The

SF-52, or letter containing the resignation shall include

the request for leave. Employees resigning due to pregnancy
and who submit a statement by a physician may use accrued

sick leave prior to separation. Except in those cases where

there are specific provisions for granting leave or leave
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without pay, the last day of work is the effective date of
resignation.

Resignations will be forwarded to the Civilian Personnel
Office promptly when received and the employee will complete
the check out on the last day of work.

8. Availability of Forms. A supply of Civilian Employee
Clearance Checklists (MCBCL 12352) may be obtained from the
Civilian Personnel Office.

9. Applicability. Having received the concurrences of the
Commanding Officers of Marine Corps Air Station (Helicopter),
New River Naval Regional Medical Center and Naval Regional
Dental Centers this Order is applicable to those Commands.

i0. Chane Notation. -Significant changes contained in this
terlsks (*) n the outer leftrevision are denoted by as omargin.

Chief of Staff

DISTRIBUTION: "C" less CAT III
plus 50 to CivPersOff
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CIVIL;AN PRSONNEL OFFICE
M.rine Corps [Jasc

Camp Lejea:.., North Gar,-;.:::-:,c 28542

49/AIP/smb
12750
6 Se. ._974

MEIVI_OR ANDUI%Z 6-74

From: Civilian Personnel Officer
To: All Supervisors of Civil Service Employees

Subj: Adverse actions

I. Effective 9 Septerber 1974 there will be significant changes in the
ranner in ,lhich adverse actions will be processed and effected. The
purpose of this memorandum is to provide an explanation of the changes.

Z. There w].l no longer be any right of appeal from an adverse action to
any level of authority within the Marine Corps or Navy. All appeals from
adverse actions will be nade directly by tb.e affected employee or his
designated representative to the appropriate office of the Civil Service
Comissg.on. The Cornnissi;.. ,will ho..d a hearing, if requested, a.d
render a bi.ding decision. Only uder the follo,ing circumstances can
that decision be further reviewed;

a. Facts come to light which vere not known at the time of he decision.

b. The Commission’s exaniner erred in interpreting applicable law
or regulation.

c. The issue adjudicated is of such significance as to set a precedent
which should be 4ecidd at the headquarters of the central personnel
agency of the Federal Governrent.

3. Whereas authority to effect adverse decisions is presently delegated
to Commanding Officers of subordinate units and heads ef staff sections
within V.arine Corps ]ase and to other designated officials at the Naval
Regional Medical Center, Marine Corps Air Station (}[e].icopter), and
Naval }edical Field Research Laboratory; under .the nev procedure only
the head of the activity will issue decisions which constitute adverse
actions. Accordingly, those officials who have been delegated authority
to effect adverse actions may only propose such actions.

4. Before the head of the activity makes a decisionwhich constitutes an
adverse action, careful consideration will be given to any replies to
proposed actions. That reasons for proposing an adverse atonbe
th,)roughly substantiated is an obvious truism. In this connection it is
noted that when an appeai fror, an.advegse decision is filed with the
Commission, there will be only one opportunity to present management’s
case in an adversary type proceeding. Within lV;arine Corps Base the
Assistant Chief of Staff, lanpower has been assigned responsibility for
receiving and considering any replies to proposed adverse actions. At
Marine Corps Air Station (Helicopter), New River, the S-1 Officer has
been assigned such responsibility. The Administrative Officer at the
Naval-Medical Field Research Laboratory has that responsibility.
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Subj: Adverse actions

5. Base Order lZ750. 1E is being revised to reflect these changes. Immedi-
ate supervisors are reminded that their authority to issue reprimands is not
affected by these changes. It is the intent of the Civil Service. Commission
that only one avenue of redress be available to an employee against whom
adverse action is taken and that the issues be resolved promptly.



UNITED STATES MARINE CORPS
MARIN B’ CORPS BASE

CAMP LIrJEUNE. NORTH CAROLINA 28542

BO 12594 2B
CPO/HH/hlm
22 Jan 1976

BASE ORDER 12594.2B

From:
To:

Commanding General
Distribution List

Subj Uniforms and handtools requirements for

Ref: (a) CMMI 594

i. Purpose. To prescribe uniform allowances and require-
ments in accordance with reference (a), and to prescribe
handtool requirements for the journeymen trades.

2. Cancellation. BO 12594.2A

3. Change Notation. Significant changes contained in this

revision are denoted by asterisks (*) shown in the left

margin.

4. Policy Concerning Uniforms. Employees will not be re-

quired to wear uniforms except when the nature of their work
makes ready identification important and the wearln of a

uniform is necessary in order to achieve this objective
properly. Any employee who is required to wear a uniform

will be paid a uniform allowance or will be furnished a

uniform. The uniform required will be the most economical
type to accomplish the purpose.

5. Non-uniform Items. A uniform consists of those items of

distinctive clothln or insignia an emploYee is required to

wear as a condition of his employment. The following items

of apparel are not considered as part of a uniform for the
purpose of this Order:

a. Items of apparel worn as work clothing, such as

coveralls normally worn by palnters, mechanlcs, etc.

fatigue clothing worn by flrefi,ghters; or safety clothing

such as safety shoes and asbestos gloves.

b. Items such as shoes and-socks, even though they must

be of prescribed colors, quality and appearance, which may be

worn as items of civilian dress during off-duty hours.

c. Shirts normally worn under a uniform coat or blouse.

(Shirts of distinctive uniform appearance normally worn as
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an outside garment in place of a uniform coat or blouse are
considered as part of the uniform.)

*6. Uniform Requirements (Local). Employees will not be
required to wear a uniform or special clothing unless a
uniform allowance is authorized by this Order or the special
clothing is furnished. Nurses, nursing assistants, LPN’s,
dental hygienists, dietitians, medical aids, occupational
therapists, physiotherapists, x-ray and clinical laboratory
technlclans, fireflghters, fire chiefs and fire protection
inspectors are required to wear uniforms during working
hours as prescribed by reference (a).

7. Employee Responsibility. Employees required to wear a
uniform are responsible for the following:

a. Appearing for work in proper uniform.

b. Keeping uniforms neat, clean, and in a good state of
repair.

c. Wearing the uniform with the smartness with which
uniforms are generally worn by military personnel, i.e.,
uniforms cleaned and pressed, shoes shined, cap worn
squarely, and tie neatly tied.

d. Wearing the uniform only when on duty or when proceeding
from home to duty station and return. The wearing of uniforms
when off duty or not enroute to and from duty station is

prohibited.

*8. Payment of Uniform Allowances

a. Firefighters will be paid an initial allowance of
$125.00 and a replacement allowance of $20.00 per quarter.
Supervisory firefighters, GS-8 and above; all fire protec-
tion inspectors and fire chiefs are required to wear their
uniforms 40 hours per week and will be paid a replacement
allowance of $25.00 per quarter. Dental hygienists,
dietitians, nurses, occupational therapists, physiotherapists,
x-ray and clinical laboratory technicians will be paid an
initial allowance of $104.00 and a replacement allowance of
$21.00 per quarter. Medical aids, nursing assistants and
LPN’s will be paid an initial allowance of $81.00 and a
replacement allowance of $16.00 per quarter. The initial
uniform allowance is payable as of the date of employment.
During the period immediately following appointment, the
Department/Services concerned will determine whether the
appointee is likely to continue in the position and so

notify the Civilian Personnel Officer. The determination

2



BO 12594.2B
22 Jan 1976

will normally be made within the first month but not later

than three months after date of employment. During this

period, the employee will not be required to purchase a

uniform and payment of uniform allowance will be withheld.

If the employee is unsatisfactory, no obligation to pay the

allowance has been incurred and no allowance will be paid.
If the employee is satisfactory, he will be paid the full

amount of the initial allowance and given thirty days in

which to bein wearing the uniform. The "determination
period" is included in the one-year covered by the initial

uniform allowance.

b. Uniform allowances will be paid on Public Voucher
for Purchases and Services other than Personal (Standard
Form 1034). This voucher will be prepared by the Civilian

Personnel Officer for Marine Corps Base employees and by the

Fiscal Officer at the Naval Regional Dental Center and the
Naval Regional Medical Center who will ascertain that each

employee to whom a payment is indicated is, in fact, entitled

to payment in the amount specified. A master copy of each

voucher will be maintained by the office Dreparlng the
voucher. Payment will be made by the appropriate Disbursing
Officer.

9. Furnishing of Handtools. Personnel hired as Journeymen
are required to furnish the basic tools of their trade.

Upon permanent assignment to these positions, employees
will be furnished a list of the required tools, and will be

expected to have a sufficient number of these tools

to perform the common tasks of the trade before entrance on

duty. They will be expected to acquire the required tools
within 45 days after initial assignment to the position.
Lists of required tools will be established by unit and staff
section heads concerned. The Civilian Personnel Office will

be supplied with copies of such lists and all subsequent
changes.

*i0. Assistance. Questions concerning the provisions of this Order

should be referred to the Civilian Personnel Office, tele-

phone extension 5918.

*ii. Applicability. Having received the concurrence of the
Commanding Officers of Marine Corps Air Station (H), New

River; Naval Regional Medical Center; Naval Medical Field

Research Laboratory; and Naval Regional Dental Center, this

Order is applicable to. those Commands.

Chief of Staff

DISTRIBUTION: "C" Less Category III
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BASE bICROR "I’RANSPORT
Harine Corps Base

Croup lajeune, North Carolina 28542

3s/c / 
4600
28 Aug 1974

From: btor ansport Officer
To: All Motor Tansport Idotor Vehicle Operators (MilitaxT and Civilian)

Subj: Standing Operating Procedures for Backing or Operating Government
Vehicles in Close Quarters

(a) BO P5560.2_ Chapter VII, pars. 3. i.
(b) O 4600.1_, Section V, pars. 509

I. The following extract from reference (a), regadlng baklng o._Government

vehicles, s quoted for infotation and compliance:

"1. Backing of Vehlcles

(I) No vehicle shall be backed until the driver has ascertained

that such maneuver can be made with safety.

(2) When the operator of a Government vehicle determines that he ..
must back or operate in close quarters, the rider or helper, if any,. shall

dismount and act as a guide. In this capacity, he is auhorized to direct

and control traffic to facilitate the required maneuver.

(a) If there is no rider or helper available, the driver

shall obtain the assistance of any passenger or other available person.

(b) If no rider, helper, or other assistance is available,

th driver shall insure by personal observation that the way is clear before

backing or operating the vehicle in close quarters. Unless this inspection

cn 0e performed from the driver’s position, the driver shall dismount to

make the inspection before attempting the maneuver.

(3) Military personnel, if requested, shall assist the driver of

a Covernment vehicle by performing the function of a guide in order that the

.eLriver, may safely back the vehicle."





tITED STATES MARINE CORPS
MA.INE CORPS BASE

CAMP LEJEUN, NORTH CAROLINA 28542

BO 5101.18
SAFD/RJA/hrl
4 Feb 1980

Marine Corps Special Emphasis Seatbelt Program

(a) MCBul 5101 of 15Aug79 (NOTAL)
(b) MCO 5100.19C (NOTAL)

i. Pur__. To reduce motor vehicle fatalities and disabling injuries through a special
emphasis program on the use of occupant restraints in commercial vehicles.

2. Information

a. Traffic accidents continue to be the greatest cause of death and disability among
Marine Corps personnel. A recent review of accident data concludes that seatbelts were not
available to, 65 percent of those:personnel killed o[ injured in DoD vehicle accidents. Three-

fourths of the remaining victims did not use the available restraint devices. There are no
indications that the seatbelt usage record for off-duty private vehicle accidents involving
Marine Corps personnel is any better.

b. Reference (a) outlnes the subject program and contains minimum elements for
implementation. Duration of the program commenced 1 September 1979, and ends 30 June 1980.
Reference (b) established the Marine Corps Traffic Safety Program and, in part5 outlines
supervisory responsibilities relevant to the use of seatbelts in commercial government vehicles
and privately-owned vehicles while being operated aboard Marine Corps installations

c. For purposes of this program, a commercial-type vehicle will include: Passenger cars,
station wagons, vans, ambulances, buses, fire engines, trucks, and tractor-trailers. It does
not include tactical and combat vehicles. Collegial vehicles havin@ a capacity of more than
nine (9) passengers are required to have resrin-devicesf6--0e%6--I
3. Polq_. Efective immediately, all occupants of Marine Corps commercial vehicles shll
%llze available restraint devices whenever the vehicle is in motion. The senior occupant In

h v]icle will be held responsible for ensuring that this policy is complied with.
lly military personnel operating or riding in privately-owned motor vehicles aboaz

Cmmp.Lgjeune or Marine Corps Air Statign (H), New Rver, shall utilize restraint devices when
awallaEAe.

4. Action

a. Base Safet Mana@er
(1) Assume cognizance over the subject program, to include report submissions for

Marine Corps Base, as required in reference (a).

(2} Coordinate the program with safety officers n a11 Camp Lejeane and Mrine Corps
Air Station (H), New R/vet, commands.

(3} Arrange publicity with the Joint Public Affairs Offices and the Civilian Personnel
Office.

(4) Establish procedures for evaluatin program effectiveness.

b. Motor Transport Officers

(i) Inspect all applicable con,nercial government-owned and leased vehicles to ascertain

availability and serviceability of restraint assemblies for the driver and all passengers. If"

any restraint assemblies are determined to be unavailable or unserviceable, that vehicle shall
be deadlined until all restraints are installed and serviceable. This requirement may be

waived if the command determines the vehicle to be essential in meeting military needs.

(2) Task roadmasters with the responsibility of routinely checking gover%ent vehle

.to ensure seatbelt usage by drivers and all passengers.

c. Provost Marshal, Marine Cors Base an MCAS(H), New River

(i) )irect all patrol units to check seatbelt usage, when available, by military{

eccunts r ;.vc en/fr a-9son If belts are available," but not utilzed

l’.,., "-k 5 ..
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(2) All traffic accident investigation reports shall include whether or not seatbelts

were available and used in each vehicle involved in an accident.

d. Tenant Cozmnands/Marine Corps Base Organizational Ccmnanders

(i) Establish internal programs to promote the subject program.

(2) Subnlit to the Ease Safety Office bv 15 February, 15 April, and 15 June 1980, teDs

taken to implement the subject program and to ensure compliance with t.e Dlivoutlind in

paragraph 3. Additional information concerning educational/promotlonal, marerlals can De

obtain calling the Base Safety Office, extension 3891.

e. Seci/Services Officers Marine Corps Exchange officer, and Command Club Maa@ement
S stem Manaqers, mp Lejeune and Marine Corps Air Station (FM, New Piver. Inspect non-
Y in
appropriated fund vehicles wlthln thelr organlzatlon and inlt!ate actlon as outllned

paragraph 4.b.(1)

5. +Applicability. Having eived the concurrences of the Commanding Generals, 2d Marine
Division, FS, and 2d Force Seice Support Group (Rein), and the Commanding Officers

MCAS (H), New River, the Naval Reonal Dental Cegter, an@ th.e.!aval Reglonal

this Order is applicable to those mmands. Havmng recemvec the concurrence

General, 2d MAW, this Order is .applicable to tenant 2d W commands at MCAS(H), New River.

6. Certification. Reviewed and approved his dat.

J. R. FRIDELL
Chief of Staff

DISTRIBUTION: A plus Base Safety (25)





IHPORTANT NOTICE

HANGES IN THE UNITED STATES SAVINGS BOND PROGRAM

& new Series EE Savings Bonds has been introduced to replace Series E
Savings Bonds. On 12 December 1979 the Treasury Department announced the
Series EE Bond will.b called the U.S. Energy Savings Bond.

Conversion to Series EE Bonds will be effected th the pay period
eginniug 23 March 1950 hile slgnif.cantly reducing the costs of
admnlstering the Savings Bond Program, THESE CHANGES IN NO WAY ALTER THE
RETURN RECEIVED ON SAVINGS BONDS, SERIES EE BONDS WILL CONTINUE TO PAY
6 I/2 PERCENT INTEREST WHL HELD:FOK FIVE YEARS. It must also be emphasized
Ehat nothing need e done with the Series E Bonds you currently hold.
The Series E and the Energy bonds w.ll Bear interest at he rate of 7%
when held for ii years from 2 Jnuary !90.

Compared with the Series E Bond, the new gerles EE Bond will have:

PURCHASE PRICE OF 50 PERCENT OF FACE VIUE, instead of 75 percent;
e.g., a $i00 denomination Series EE Bond will cost $50, as compared wth

$F5 for the $I00 denomination Seris E Bond. Due to this change, the
Series EE Bond will reach face value in Ii years, compared to the present
flve-year maturity period of Series E Bonds.

MINIMUM DENOMINATION OF $50. The $25 Savings Bond will be discontinued,

MINIMUM RETENTION PERIOD OF SIX MONTHS BEFORE REDEMPTION. Series E Bonds
an be redeemed two months after issue.

HIGHER ANNUAL PURCHASE LIMITATION OF $15,000 (purchase price)

norder to continue to pa#ticipate in the Payroll Savings Plan, you need
smply do nothing. YOUR CURRENT DEDUCTION WILL BE AUTOLTICALLY ADJUSTED
to conform to the purchase of Series EE Bonds. To accommodate the purchase
prlces of the new Series EE Bonds, some of the deductions currently
employed may have to be altered. IN NO CASE WILL YOU DEDUCTION AMOUNT
BE INCREASED WITHOUT YOUR AUTHORIZATION. Bond conveslon charts are
posted on all official bulletin boards). Employees effected by average
dating will be given an additional option (cash deposit) to preclude a
loss of interest since no Series EE bond may reflect an issue date prior
to I January 1980.

Aditlonal information regarding the Series EE Bond can be obtained from
your Bond coordinator or your payroll office,

If, for any reason, the automatic action described above.does not satisfy
your particular requirements, authorization cards (SF-1192) are available
romyour payroll office so that you can personally adjust your present
bomi deduction to the one that you desire. However, a moratoriumwill





be in. effect from 24 February 1980 to 22 Harch 1980 on aklng changes
and new reglstracons.

The Comptroller-General has ruled (Comp. Gen. B-195443 (July 27, 1979)
the Series E Plan of each employee who has not, as of the conversion date,
completed a SF-I192 for conversion to the Series EE Plan will be
autoffiatlcally transferred to the new Series EE Plan in accordance Ith
the publlshed conversion chart.





/RIES . BONDS CONVERT TO

Allotment Bond Purchase No Pay
Deductlon Denomination Price Perlods

3.75 25.00
3.75 50.00
3.75 75.00
3.75 100.00
3.75 200.00

6.25 25.00
6.25 50.00
6.25 75.00
6.25 100.00
6.25 200.00

7.50 50.00
7.50 100.00
7.50 200.00
7.50 500.00

9.38 25.00

10.00 200.00

11.25 75.00

12.50 50.00
12.50 100.00
12.50 200.00
12.50 500.00

15.00 100.00
15.00 200.00
15.00 5OO.OO
15.00 1,000.00

18.75 5
37.50 10
56.25 15
75.00 20

150.00 40

18.75 3
37.50 6
56.25 9
75.00 12
150.00 24

.37.50 5
75.00 10

150.00 20
375.00 50

18.75 2

150.00 15

56.25 5

37.50 3
75.00 6
150.00 12
375.00 30

75.00 5
150.00 10
375.00 25
750.00 50

SERIES EE BONDS

Allotment Bond Purchase No Pal
Deduction Denomination Price Perlo

3.75 75.00 37.50
3.7 75.00 37.50
3.75 75.00 37.50
3.75 75.00 37.50
3.75 75.00 37.50

6.25 50.00 25.00
6.25 50.00 25.00
6.25 75.00 37.50
6.25 100.00 50.00
6.25 200.00 100.00

7.50 75.00 37.50
7.50 75.00 37.50
-6.25 200.00 100.00
6.25 200.00 100.00

10
10
10
10
10

4
4
6
8

16

5
5

16
16

6.25 50.00 25.00

10.00 200.00 100.00

10.00 100.00 50.00

10

5

12.50 50.00
12.50 100.00
12.50 200.00
12.50 500.00

12.50 100.00
12.50 200.00
12.50 500.00
12.50 500.00

25.00
50.00
100.00
250.00

50. O0
10O. O0
250. O0
250.00

2

8
20
20

3





Allotmen Bond
Deduction Denmnatlon

Purchase
Price

o Pay
Periods

Bond Purchase No Pay
Denomination Price Periods

18.75
18.75
18.75
18.75
18.75
18.75
18.75

25.00
25.00
25.00
25.00

28.13

25.00
50.00
75.00

100.00
200.00
500.00

1,000.00

100.00
200.00
500.00

1,000.00

75.00

18.
37.
56.
75.

150.
375.
750.

75.
150.
375.
750.

56.

75
50
25
O0
O0
O0
O0

O0
O0
O0
O0

25

1
2
3
4
8

20
40

3
6

15
30

18.75
18.75
18.75
12.50
12.50
12.50
12.50

25.00
25,00
25,00
25.00

25.00

75.00 .37.50 2
75.00 37.50 2
75.00 37.50 2

100.00 50.00 4
200.00 .100.00 8
500,00 250.00 20
500.00 250.00 20

100.00 50.00 2
200.00 100.00 4
500.00 250.00 10

1,000.00 500.00 20

100.00 50.00 2

37.50
37.50
37.50
37.50
37.50

50.00
50.00

56.25

75,00
75,00.
75,00
75,00

50.00
.100.00
200.00
500.00

1,000.00

200.00
1,000.00

75.00

100.00
200.00
500.00

1,000.00

37.50
75.00
150.00
375.00
750.00

150.00
750.00

56.25

75.00
150.00
375.00
750.00

1
2
4

I0
20

37,50
37,50
25,00
25,00
25.00

75.00 37.50 1
75.00 37.50 1
200.00 100.00 4
500.00 250.00 10

1,000.00 500.00 20

3 50.00 200.00 100.00
15 50.00 1000.00 500.00

1 50.00 100.00 50.00

1 50.00 100.00 50.00
2 50.00 200.00 100.00
5 62.50 500.00 250.00

10 62.50 1,000.00 500.00

2
10

1

1
2
4
8

"150.00

375,00

750.00

200.00

500.00

1,000.00

150. O0

37 5. O0

750. O0

1 100.00 200,00 100.00

1 250.00 500.00 250.00"

1 500.00 1,000.00 500.00

1

1

1





BASE BULLETIN 12300

UNITED STATES MARINE CORPS
Marine Corps Base

Camp LeJeune, North Carolina 28542

BBSI 12300
CPO/HH/smb

From: Commanding General
To: Distribution List

SubJ: Presidential Freeze on Hiring

Ref: (a) SECNAV msg 211309Z Mar 80 (NOTAL)

1. Purpose. To provide information regarding the freeze on hiring.

2. Information. Reference (a) advised that the President has imposed an
indefinite limitation on hiring full-tlme permanent federal civilian employees
as of 1 March 1980. The following information is provided:

a. For every two full-time permanent direct hire positions (including
foreign national direct hires) which become vacant after 29 February 1980,
addressees are au%borlzed to hire one full-time permanent employee.

b. The f"eeze does not affect hiring of budgeted temporary/part time/
intermittent employees to perform funded workload under the approved budget
plan. However, these actions will be initiated only if they would have been
taken in the absence of the hiring freeze and will not be employed to circumvent
the freeze on ful .time permanent employment.

c. Other empioment categories exempt from the freeze are nonapproprlated
fund employees and personnel exempt from civilian employment ceilings. Personnel
in the exempt categories listed above alsc will not be used to circumvent the
freeze on full-time permanent employment.

d. In additi.n, the following types of hiring actions to fill full-time

permanent vacancie will be exempt from the freeze:

(I Firm commitments to hire made in writing and signed by civilian

personnel offi:11 prior to 1 March 1980.

(2) Tran:s of personnel to Department of the Navy rolls as a result
of an Inter-servi or inter-agency transfer of function.

(3) Hiring from within the Department of Defense to fill a vacancy,
regardless of when the vacancy occurred.

(4) Hirlng from within the Department of Defense.to fill a new full,
time permanent rsltlon.

(5) Hiriog currently employed displaced employees registered in the

DoD Priority Placement Program.

e. Except for the exemptions stated above, full-tlme permanent vacancies

(including vacancies in existence prkor to 1 March 1980) can be filled oly by

using new vacancy hring authority from among the 50 percent offull-t perma-
nent vacancies occurring after 29 February 1980. For example, there were 25
vacancies in exlste,ce on 29 February and eight vacancies occurred after 29 Febru-

ary, four of the 25 vacancies or four of the eight could be filled but not both.
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3. Action

a. It will be necessary to closely monitor the filling of vacancies for the
duration of the freeze in order to assure that the most critical functions con-
tinue to be performed. It is absolutely essential that managers fully utilize
all the options available, such as, details, reassignments, or other techniques
in the effective accomplishment of their assigned mission.

b. Positions that cannot be filled by one of the methods exempted from the
freeze must be approved by the Assistant Chief of Staff, Manpower. Requests
will contain full Justification for filling the vacancy and include a statement
that there is no other person in the organization qualified and available to
perform the duties. It should be recognized that the relative standings of
requests to fill vacancies are subject to change and will become more critical
as t%me passes. It may become necessary to impose further restrictions on
internal promotions in order to avoid severe work force imbalances n crganlzations
employing slgnifican numbers of lower grade employ.

4. Self-Cancellation. 15 October 1980.

J. R. FRIDELL
Chief of Staff

.DISTRIBUTION: C less Categories III& IV



UNITED STATES MARINE CORPS
MARINE CORI BASE

CAMP LEJEUNE. NORTH CAROLINA 28542

BO 12531.8A
CPO/HH/hlm
28 Jan 1976

BASE ORDER 12531.8A

From:
To:

Subj

Commanding General
Distribution List

Selection of Salary and Wage Step Rates for Civil
Service Employees

Ref: (a) FPM/CMMI 531
(b) FPM/CMMI 532

i. Purpose. To state the policy for determining salary and
wage step rates upon reinstatement, repromotlon, transfer or
change of appointing office, and change to lower grade of
Civil Service employees. References (a) and (b) provide
specific instructions for actions not covered in this Order.

2. Cancellation. BO 12531.8

3. Policy. In setting salary and wage rates, no step above
the minimum required by law or regulation will be used unless
it is in the interest of this Command. Whenever a higher
rate is used, it must be justified on the basis of the needs
of the Base, superior qualifications of the person selected,
equity among employees, and availability of funds. Salary
and wage rates will be selected in accordance with the
following:

a. Graded Employees

(i) Reinstatement. Any former Federal employee who
is reinstated after a break in service will have his pay
fixed at the first step of the grade in which reemployed,
unless:

(a) The position or rating is in a shortage
category as determined by the Civilian Personnel Officer.

(b) The person is reinstated from a reemployment
priority list maintained by this Base or reinstated through
the Department of Defense Priority Placement Program.

(c) A person reemployed under (a) or (b) above
will have his pay fixed In the new positlon at a step rate



BO 12531.8A
28 Jan 1976

which preserves for him, so far as possible, his last earned
rate. (For this purpose "last earned rate" does not include
the rate earned in a position or rating to which temporarily
promoted.) If the last earned rate falls between two steps
of the new position, he will be given the higher step.

(2) Repromotion. The pay of an employee repromoted
to the same or intervening grade from which demoted will not
be set higher than the rate prescribed by reference (a) for
a regular promotion unless the employee was demoted through
no fault of his own. If the employee is being repromoted
to a position or grade from which demoted through no fault
of his own, his pay will be fixed at a rate that does not
exceed his highest previous rate. If the rate falls between
two steps of the new position, he will be given the higher
of the two.

(3) Transfer and Change of Appointing Office. When
an employee enters on duty without a break in service from
another Federal activity, pay will be fixed in the new
position at the highest rate that does not exceed the last
earned rate immediately preceding the transfer.

(4) Chane to Lower Grade. The pay of an employee
changed to lower grade at his own request for personal
reasons will be fixed at the highest step in the new position
which is at least two steps below his existing step rate.

b. Wage Employees

(i) Reinstatement. The wage rate will be fixed at
the first step of the grade in which reemployed unless the
person is reinstated from a reemployment priority llst
maintained by this Base or reinstated through the Department
of Defense Priority Placement Program. In such cases, the
employee would receive a step rate which preserves, insofar
as possible, his last earned rate.

(2) Repromotion. The pay of employees repromoted to
the same or intervening grade from which demoted will not be
set higher than the rate prescribed by reference (b) for a
regular promotion unless the employee was demoted through no
fault of his own. If the employee is being repromoted to a
position or grade from which demoted through no fault of his
own, his pay will be fixed at a rate that does not exceed
his highest previous rate. If the rate falls between two
steps of the new position he will be given the higher of the
two.
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(3) Transfer and Change of Appointing Office. When
employees enter on duty without a break in service from
another federal activity, pay will be fixed in the new
position at the highest rate that does not exceed the last
earned rate immediately preceding the transfer.

(4) Change to Lower Grade. The pay of an employee
changed to lower grade at his own request for personal
reasons will be fixed at the highest step in the new position
which is at least one step below his existing step rate.

4. Firefighter (Trainee) Billets. Personnel entering on
duty who are being assigned to Firefighter (Trainee), GS-3,
positions, from other than Firefighter positions, will
receive the minimum salary rate of the grade. This action
is necessary due to the extensive training required in
these positions and to provide an equitable salary differ-
ential between experienced and inexperienced Fireflghters.

5. Salary Retention. These instructions will have no bearing
on an employee’s entitlement to salary retention in personnel
actions where the salary retention regulations are applicable.

6. Exceptions

a. The provisions of this Order do not apply to employees
of the Camp Lejeune Dependents’ Schools serving under
Excepted appointments.

b. The Civilian Personnel Officer is authorized to
make other exceptions in individual cases provided such cases
are in keeping with the policy stated in paragraph 3 of this
Order.

7. Assistance. Questions concerning this Order should be
referred to the Civilian Personnel Office, telephone
extension 5918 or 2763.

8. ApplicabilltZ. Having received the concurrence of the
Commanding Officers of Marine Corps Air Station (H), New
River; Naval Regional Medical Center; Naval Medical Field
Research Laboratory; and Naval Regional Dental Center, this
Order is applicable to those Commands.

Chief of Staff

DISTRIBUTION: "C" Less Category III
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CIVILIAN PERSONNEL OFFICE
Marine Corps Base

Camp Lejeune, North Carolina 28542

CPO/AIP/stub
IZ300

April 1976

MEMORANDUM 2.-7 6

From: Civilian Personnel Officer
To: All Supervisors of Civil Service Employees

Subj: Per sonal, Health Records

1. Health records for civil service employees, Marine Corps Base,
have been transferred from the Dispensary (Building 15) to the First
Aid Station (Building 1403). In the future, any employee going to the
Dispensary (Building 15), Hearing Conservation Center (Building 36),
or the Naval Regional Medical Center for any reason is reminded to
go by the First Aid Station (Building 1403) and obtain his/her health
record prior to reporting to the respective medical facility.

2. Employees of the Naval Regional Medical Center and Marine Corps
Air Station(H), New River, are asked to check with the personnel offices
at their respective commands in order to ascertain whether their health
records are stillon file there, or if they have been transferred to the
First Aid Station (Building 14031.

3. Health records contain confidential information; therefore, effective
immediately, the employee may obtain his/her designated health record
only.





BASE MOTOR TRANSPORT
Marine Corps Base

Camp Lejeune, North Carolina 28542

MTO/CWM/ew
5100
1 Apr 1976

DEPARTMENTAL INSTRUCTION 4-76

From: Motor Transport Officer
To: Distribution List

Subj: Base Motor Transport Safety Program

(a) ONAVINST 5100.16
(b) NAVMAT PSlOO
(c) ICC Regulations
(d) MCO 5100.8
(e) MCO 5100.i
(f) MCO lO1.8
(g) MCo 5110ol--
(h) MCO Pll2O?6
(i) O P60o
(j) O

Encl: (1) Deflnitiens
(2) Organization and Responsibilities
(3) Assignment, Training and Licensing of Personnel
(4) Operational Procedures (Vehicle)
(5) Operational Procedures (Grage)
(6) Accident Prevention by Analysis
(7) Incentive.. Programs
(8) Records

i. Purpose.

a. To establish an overall safety program for Bse Motor Transpert
in accordance with references (a) through (k).

b. T set forth section responsibilities for the safety program.

c. To establish instructions for administering the safety pogram.

Cancellation. Departmental Instructions 6-72 of 8 Nov 1972.

DISTRIJTION LIST
Each Member, Safety Committees (1)
Each Branch/Sectlon Head (1)
File (i)





DEFINITIONS

i. Motor Vehicles. All seL-propelled tactical or conercial motor vehicles
and towed vehicles suitable in onjunction therewith, that are used to trans-
port cargo and personnel or to mount special items of equipment; excluded
are combat and armored vehicles, engineer construction equipment, and rail
equipment.

2. Operator. Operator means any person status regularly requiring the
operation of motor vehicles.

3. Incidental Oeratrs. Means any person in other than an operator position
who is required to operate a motor vehicle in order to properly carry out his

assigned duties.

4. Motor Vehicle Accident. Is any accident involving a motor vehicle in motion
or an accident which results from the motion of a motor vehicle that results in

death, injury or property damage.

5. Duty Time. A driver is on duty at the time he begins work or is required
to be in readiness for work until the time he is relieved from work and all
responsibilities for performing work.

6. Driving Time. The term "drive" and "driving time" shall include all time

spent at the driving controls of a motor vehicle in operation.

7. Travel Time. Travel time is that time an individual spends traveling
on a motor vehicle which is iu motion but not as the operator of the vehicle.

8. Long Haul. A long haul shall constitute that distance which would require
more than eight (8) hours of driving in a ten (lO) hour period.

9. Short Haul. Anything less in hours as described in paragraph 8.

i0. Ex.plosive.s and Dangerous Articles. Any material which offers a potential
hazard from detonation, explosion or other violent reaction, including powder,
annunltion, highly flammable materials (gasoline other than the vehicle’s
fuel), flammable or explosive gases, etc.

ll. Con. A group of vehicles organized for the purpose of control and
ordrlymovet wihowthout escort prtectioo

mc osu (1)





SECTION I

GANIZATION.AND,,RSPONSIBILITIES

i. The work of formulating and carrying out a well balanced safety program
for the prevention of accidents involves such a large variety of activities
and functions that it can never be handled as a one man Job. It is, therefore,
necessary that safety be considered an important part of everyone’s job and
must be accepted as the responsibility of each military and civil service

employee. To keep accidents at a minimum, requires the combined efforts
of all Base Motor Transport personnel.

2. Safety Committees will stimulate and widen interest of personnel in

safety by giving the workers active participation in the overall safety program.
Throughmeans of safety condttees, a nmnber of persons in each section willbe
given definite responsibility with regard to accident prevention work. Two
tyDes of committees will be established: (1) the Safety Policy Committee, and
(2) the Unit Safety Committee. Recommendations and suggestions made by these
committees will be referred to the responsible officers for study. If the
recommendations are rejected or modified, the reasons for such rejection or
modification will always be explained.

3. Safety Committees are hereby established as follows:

a. Motor Transport Safety Policy Committee consisting of the following

members:

Automotive Transportation Specialist (Chairman)
Director, Administrative Branch
Director, Operations Branch/Motor Vehicle Operator, General Foreman
Auto Mechanic, Gcn Foreman/Director, Malnt Branch/Malnt Chief
Foreman, Transportation, MCAS(H)
NCOIC MT Support Section, U-Drive
NCGIC MT Support Section, Rifle Range
NC@IC MT Support Section, MCES
Supervisory Training Instructor (MV Operation), Recorder

b. Unit Safety Committees as follows:

(i) Maintenance Committee:

Auto Mechanic, Gen Foreman/Director, Maintenance Branch
Maint Chief
Auto Mechanic, Foreman

(2) Operations Committee:

Foreman
Director, Operations Branch/Motor Vehicle Operator, General

Operations Chief
Section Leaders

(2)





. Safety Committees will meet once each quarter. Minutes of the meeting

will ,e kept as an official record. Copy of such minutes will be forwarded to
U mmrs of the committees and to the Motor Transport Safety Policy CoEmittee.

5.tie and responsibilities of the Safety Committees.

. Duties and responsibilities of the Safety Policy Committee:

(i) Review safety policy and recommend changes as needed.

(2) Review the methods and procedures employed in the administration
of the safety program.

(S) Study special problems presented to the committee.

(4) Arouse c,,( v.intain continued interest in the program.

(5) Review and evaluate reconendatlons of unit safety committees

and forward to the Bse Motor Transport Officer with comments and recommenda-
tions.

(6) Comment on the departmental safety record statistics and last
consolidated accident report.

bo Duties and responsibilities of the Unit Safety Committees:

(i) Make recommendations to the Safety Policy Committee.

(2) Arouse and maintain workers’ interest in safety.

(B) Actively support the incentives program to stlmulte personnel
interests.

(4) Comment on unit safety record statistics.

6. Responsibilities of the Department Safety Officer.

a. Review and evaluate accident aalyses and make recommendations to the

Base Motor Transport Officer regarding appropriate remedial action.

b. Develop and recommend to the Safety Policy Committee a comprehensive
accident prevention program.

c. Advise the Motor Transport Officer on all safety matters.

d. Develop and recommend safety activities and accident prevention
I2asttres.
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areas.
posted.

e. Ensure that all accident prevention measures are taken which will

further the effectiveness of the safety program.

f. Take necessary steps to eliminate accident hazards which are reported
by supervisors or worp ersons or the Bae Safety Office.

7. Responsibilities of the Director, Maintenance Branch/Auto Mechanic,
General Foreman:

a. Further the development of a comprehensive safety program.

b. Strengthen the administration of the safety program down through all

subordinate levels of supervision.

c. Make recommendations to the Safety Policy Committee regarding proposed
orders, instructions, rules and regulations applicable to maintenance operations.

d. Ensure that safety protective clothing and equipment are used by all

personnel in compliance with established safety standards.

e. Ensure that all shop accidents are reported promptly.

f. Ensure that all maintenance schedules are established in such a manner
as to provide maximum mechanical safety for the operation of motor vehicles.

g. Comment on the Branch safety record statistics.

8. Responsibilities of military and oivilian supervisors:

See that safety precautions are strictly observed in their own work

Where applicable or advisable, safety regulations or cautions must be

b. Supervisors will be assured that personnel assigned to perform duties

other than their regular duty assignment are qualified to perform such duties,
including appropriate safety precautions.

c. sors will be familiar with the setirements appli-

cable to each operation buildln$ .area or ob..assi6ument for which he is

responsil,.

d. Review with employees the safety and hygiene instructions appropriate
to their specific assignment.

e. Remain alert for hazards, including both practices and conditions, and

take action in connection with eliminating such hazards.

f. Ensure that employees are familiar with all safety regulations appli-

cable to their prticular job.





g. Report promptly to higher authority any incidents or hazards which are
outside his/her authority to correct.

h. See that all injuries are promptly reported and treated and required
reports written.

i. Present safety and hygiene lectures at meetings.

j. Orientation of new personnel.

k. Enforcing safety regulations.

1. Creating a desire among employees for adherence to safe practices.

m. Report all motor vehicle accidents on SF-gl to the Director, Opertions
Branch with all related information.

9. Responsibilities of operating personnel:

. Each individual concerned will strictly observe all safety precautions
applicable to his or her duty or work.

b. Each individual concerned will report to his/her supervisor any unsafe
condition or any equipment or .material which he considers to be unsafe.

c. Each indivldul concerned will warn others whom he/she believes to be
in danger by known hazards or by failure to observe safety precautions.

d. Each individual concerued willwear or use protective clothing or
equipment of the type approved for the safe performance of his/her work or duty.

e. Personnel will report at once to their supervisors any injuries or
evidence of impaired health incurred during the course of work or duty.

f. In the event of n unforeseen hazard or occurrence, each individual
concerned is expected to exersise such reasonable caution as appropriate to
the situation.

g. en operating a vehicle, ensure that passengers wear seat belts while
vehicle is in motion.

h. Report all accidents immediately to their section/NCOIC with a
completed accident report (SF-91) and all related information.

10. Responsibilities of the Supervisory Training Instructor (MV Operation):

a. Conduct all training as required herein.





b. A2inister J’tten tests, psycho-physical tests, including reaction.
time, visual acuity, .istance Judgment, skill tests and road tests in traffic.

c. Determine an individuai overall qualifications as competent operator.

d. Maintain all Motor Vehicle Accident Reports and Government Operators’
licensing records in a current status.

e. Review and make recommendations to the Motor Transport Officer on
all questionable driving records.





SECTION II

ASSIGNMENT I TRAINING AND LICENSING OF PERSONNEL

1. Minimum Qualifications. Personnel found to possess physlcl disabilities
or poor driving record will not be accepted for assignment to duties as a

Motor Vehicle Operator.. Training.

a. Basic Training. All operators and incidental operators assigned to

Base Motor Trausport to operate vehicles, who do not possess a Government Motor

Vehicle Operator’s Permit and have never received a course in basic vehicle

operation will be assigned to the Basic Driver Training Course consisting of a

minimum of 40hours of instruction.





SECTION III

OPERATIONAL PROCEDURES (VEHICLES)

1. Motor vehicles will be maintained in a safe condition, and no 9perator .will

be. permitted or rquire& o operate vehicle which is known to be unsafe.

Careful attention should be given to the following items:

a. Brakes. Vehicles should have two separate means of applying brakes.

Vehicles or combinations having brakes on o.ll wheels should be able to stop

within 30 feet at 20 miles per hour or have a deceleration rate of 14 feet per

second. Vehicles or combinations not having brakes on all wheels must be able

to stop with 5 feet at 20 miles per hour or have a deceleration rate of 9.5
feet per second. Both hand and foot brakes should meet these requirements
Brakes should apply evenly throughout all wheels so that a vehicle should not be

thrown to one side whenbrakes are applied.

b. Headliht.. Headlights should be properly aimed to avoid blinding other

motorists, and to give maximum road lighting efficiency. Dimmer switch nd

upper and lower headlight beams should work properly. Connecting cables for

combination vehi%les should have a strong connection which will not be affected by

the vibr.tion of the vehicle.

c. Brake lights, stop lights, Cleazance lights and turn.signals should be

for burned out bulbs, shorts, or for faulty actuating mechanisms.

d. Tires should be kept at the inflati6n recommended by manufacturers’
specifications and checked regularly for.smoothness of tread, cuts or bruises.

Dual tires should be well-matched.

e. Windshield wipers must wipe the windshield clean.

f. .teering wheel sl>uld be free from excess play to maintain good control

of vehicle. Wheels should be properly aligned and balanced and wheel bushings

tight.

g. Glass should be free from cracks, discoloration, dirt, or unauthorized

stickers which might obscure vision.

h. Horn should respond to a light touch.

i. Rear view mirror will be adjusted to give the driver aclesm view of

the rear.

J. Starting difficulties should be investigated and reported immediately.

A vehicle stalled in traffic cn easily contribute to an accident.

 . c suRE





k. Instruments should be in good working order.

i. Drivers of tractorSsei-trailers will ensure that the catwalks are free

of grease and that hoses and whipcords, when not connected to the trailer, are

properly secured to the tractor to prevent damage and/or becoming entangled in

the driver’s feet when he is on the catwalk. Ensure that fire extinguishers are

properly secured.

Operation of Motor Vehicles

a. Vehicle Operators. All operators are expected to practice courtesy of

the road at all times toward drivers of other vehicles and toward pedestrians.

All motor vehicle operators will be thoroughly familiar with the basic rules

of the road and rules, regulations, and laws of the State of North Carolina,
local cities and Marine Corps Base. These will include local speed limits,
reasonable and prudent speed in accordance with existing conditions or circum-

stances, such as adverse weather, minimum speeds, safe following distances, safe

clearances, overtaking and passing other vehicles, signals, rights-of-way at
intersections, backing and maneuvering, parking, turning, etc.

b. Backing Vehicles. In view of the fact that improper backing .continues
to be the leading cause of 0vernment motor vehicle accidents, operators will
take special precautions when backing a motor vehicle. When the operator of a

government motor vehicle determines that he must back or operate his vehicle

in close quarters, the rider or helper, if any, will dismount and act as a

guide. In this capacity he is authorized to direct and control traffic to
facilitate the required maneuver. If there is no rider or helper, the driver

will obtain the assistance of any passenger or other available person. If no

ider, helper or 6thor assistance is available, the driver will ensure, by

personal observation, that the way is clear before backing or operating his

vehicle in close quarters. Unless this inspection can be performed perfectly
from the driver’s position, the driver will dismount to make the inspection
before attempting the maneuver.

4. Fuelin Vehicles. The following precautions will be taken when a motor
vehicle is being fueled:

a. No fuelingwill take place when there are passengers aboard the vehicle.

b. No fuelingwill be done within a closed building.

c. During refueling, personnel in the vicinity will not smoke, light

match, or lighter, or other spark or flaming devise, and there will be no

open flame of any type in the vicinity.

5. Use of Fire Extinguisher Equipment. Operators will be required to famil-

larize themselves with the operation of fire extinguisher equipment applicable

to motor vehicles, and to be prepared to operate such extinguishers in case of

fire.

2
ENCLOamE (4)





6. .Loading Vehicles.

a. Securing the load. The load of a vehicle will be so arranged that
none of the cargo can shift, lek or otherwise escape. The load must
be braced and stayed with Lroper lines, chains, dunnage, or other fittings.
The operator is responsible for the load and is authorized to refuse cargo
that is improperly loaded. The load will be so secured as to prevent forward
movement, backward movement.or lateral movement. Operators of vehicles trans-
porting loads of oversize and/or overweight are required to obtain a special
permit prior to movement over highways.

b. Haulin of heavy loads. No vehicle hauling an unusually heavy load over
a highway or within a municipality will be moved until the operator has been

advised of the correct weight of the vehicle and load, and has been given

specific instructions as to the legal and safe route which he has to travel.

7. Towin Vehicles. No truck or tractor will pull or tow a draw pipe bar

trailer over the public highway or within the activity unless both vehicles are
connected by double safety chains and such chains are properly secured.. Trucks
.and tractors equippedwith air brakes will tow only trailers equipped with air

brakes. Coupling of .azuumbrake units to air brake units is strictly prohibited.
No truck or tractor will pull or tow any trailer until.proper air connections

are established between the two units.

8.. Lg Hauls

a. No vehicle will be dispatched on a long haul (over iO hours) without
a relief driver being assigned in addition to the operator, without orders
from the Base Motor Transport Officer. While traveling on a long haul, the

operator will stop the vehicle at least every two hours, disount from the

vehicle an perform a driver’s maintenance check. This will provide means of

lessening the fatigue of the operator.

b. No operator will drive nor be required to drive a motor vehicle more
than n (10) hours following eight (8) consecutive hours off-duty. A long

haul will constitute that distance which would require more than eight (8)
hours of driving in a ten (lO) hour period.

Safety for Riders

a. Restriction on riders

(i) Under no circumstances will unauthorized persons be allowed to
ride in a government motor vehicle.





(2) In addition to the operator there will be permitted in the front

seat of a motor vehicle only the nozer of passengers for which the seat was
designed.

(3) Standing i. ny vehicle is prohibited except in buses provided
with hand-holds or straps.

b. Protection in cold weather. All open motor vehicles transporting
personnel during cold or inclement weather will be provided with a tarpaulin or

other suitable covering whenever possible.

c. Loading.and unloading pf 2ersounel. No person will be permitted to
get on or off a motor vehicle ile it is in motion. Vehlclewill be brought
to a complete stop before loading or unloading passengers. The driver will

ensure that doors, ladders and/or other devices used to load personnel are
securely in place efore loading and properly secured before departure.
The driver will open doors and/or put in place any device required to unload
personnel. Passengers will not debark from the vehicle until directed to do

so by the driver.

d. Use of Seat Belts. Drivers will ensure that occupants of vehicles

equipped with seat belts, utilize the seat belts at all times. Persons refusing
to use seat belts will not be transported.

Ii0. DezsterDumsters
a. Mintenance. The following maintenance procedures should be posted and

followed by all operating and maintenance personnel:

(1) Hoisting mechanisms will be inspected periodically by the

Inspector, Auto Repair to ensure that:

(a) Hoi’ arms are parallel under load.

(b) Lift chains are strai.ht, the same length under load and
without defective links.

(c) The hydraulic system is tight, moving parts in proper align-

meut, and there are no loose parts.

(d) The hook and spring assembly is clean and free of dirt, oil

and grease. (This assembly does not require lubrication.) Torsion springs will

berDldwheu found to exert less than SO pounds of pressure on the hook in
the engaged positlou. When hook pints become wora or flattened, they will be

built up by welding.
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11. Refuelin6 Motor ye.h,icles/Equipment

a. Usin Fueli.n Equipmet

(i) Fuel tanks or containers will never be welded, soldered or repaired

in the presence of an open flame until all trace of fuel and fuel vapors have

been ramoved by steam cleahing or other approved method. Never strike a gasoline

drum or brrel with a hamer or other metol object; sparks and subsequent fire

may result.

(2) Equipment Mintenance. Do not use leaky hoses,, pumps, valves, or

faucets. Arrange for them to be repaired at once.

(B) Gasoline Containers. Gasoline will not be left standing in.

unlabeled containers; metal sfety cans must always be used. If gasoline is to

be crried away, it will be done only when in a metal safety can, tightly closed

and suitably marked.

b. Fuelin Procedure
(1) Bonding. To prevent electrical static discharge, tank and hose

will be kept iu metollic contact while gasoline is being poured into the fuel

tanks. This rule applies to all kinds of motor vehicles, and especially to

gasoline trucks.

(2) Proximity to Antennas. The fueling of motor vehicles in the prox-

imity of antennas down-leads should be avoided or conducted with special pre-

caution. An ungroundea automobile, ungrounded filling nozzle, or merely

the attendant’s body in close proximity to transmitting antennas and down-leads

may produce sparks sufficient to ignite gasoline vapors when the nozzle comes

in contact with the tank opening. Pump nozzles must be grounded at all times,

and motor vehicles, when fueling, must also be grounded before opening the tank.

(3) Danger from Fumes. To minimize the effects of gsoline fumes, the

face should be turned awy from the fuel pipes while making deliveries of gas-

oline. Always drain the nozzle before removing it from the tank of a vehicle.

(4) Bttery Terminals. If the gasoline tank is located under the seat,

do not permit the nozzle to touch the battery terminals.

(5) Danger of Overfilling, Take special care that fuel tanks are not

filled to overflowing. This is particularly important in the case of vehicles

with alr-cooled motors.

c. After Fueling Prqcedures

(1) Caps and Plugs. Replace caps or plugs securely immediately after

using drums or barrels containing gasoline. Caps and plugs should be in place

when drums or barrels are empty, and should be removed from the garage as soon

as possible.

(2) Measuring Cans. Turn empty measuring cans bottoms up and dry out

thoroughly before storing.

(3) Personal Hygiene. After handling gasoline; mechanics should wash

their hands thoroughly before eating. Clothing that has become soaked With

gasoline should be chomged immediately to prevent possible burns and dermatitis

of the ski. Gasoline soaked rags should never be carried in the pockets.
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SECTION IV

OPER TIONA PROCEDURES (aAR GE)

i. General Housekeeping

A. Cleanliness

(I) Floors and othrExposedAreas. The distribution center, garage
or workshopwill be thoroughly inspected-daily and malntained in a clean and
orderly state. Floors and other exposed surfaces will be kept clean. Hazards
on floors, such as oi, grease, or loose tools, which might result in fire,
slipping, tripping, or falling, will be eliminated as quickly as possible.

(2) Grease Rack. Particular care will be taken to maintain cleanli-
ness in the area around the grease rack, as well as the rack itself. Be sure
that grease connections are secured to car connections when greasing a car.
At the close of business each dy, clean the grease rack and floor.

(3) Walks and Drives. Loose stones and gravel on walkways and drive-
ways will be removed daily. Keep walks and drives free of ice in winter.

b. Ventilation. Garages and repair shops should be well ventilated for
protection against carbon monoxide gas from running engines. If the shop can-
not be sufficiently ventilated to ensure maximum safety, a vehicle should be
driven outside as soon as its engine has been started.

c. Illumination. Adequate illuminationwillbe provided and utilized for
all work areas, including work benches, and other work areas.

d. Safety Durin Repairs. use warning signs or barricades to protect
personnel when construction, repair work or painting is in progress.

e. voiding Trippin Hazards. All tools and equipment will be kept in
their proper places when not in use and will particularly be kept out of
walk-ays to avoid tripping hazards.

f. Checking Overhead Fixtures. Check overhead signs frequently to make
certain that they are secure.

2. Protection of Personnel. The following personal protective equipment will
be used by workpersons in a distribution center, garage or workshop:

a. Apparel Required. Mechanics will wear safety glasses, rubber gloves,
aprons, safety shoes or shoe caps, and special gloves as needed.

ENCLO  





b. Safety Glasses. Safety glasses will be worn for all grinding, chipping.
cutting and widing work. or similar operations designed by local command and

when using compressed air.

c. ,Sa,et Shoes. Safety shoes will be worn by designated persons at all

tes in toe hazard areas.

d. Prohibition s6ainst ring,s. Rings will not be worn by workers when

servicing batteries and should not be worn while working on motor vehicles.

S. Fire Prevention

a. F.i.re Fighting Apparatus.
operation of this equipment.

Garage personnel should be trained in the

b. Smoking. Smoking or carrying of lighted cigars, cigarettes or pipes

near pumps, batteries, vent pipes or in the immediate areas where motor vehicles

are being repaired is prohibited. No smoking or use of open flames will be per-
mitted in the immediate areas where vehicles are being repaired. Only design-

ated smoking areas will be used.

Equipment and,, Too.ls
a. General Rules

(I) Keep toolz in their proper place when not in use.

(2) Use only the correct tools for a particular job.

(B) Never use defective tools.

(4) Keep tools and hands free from grease. Clean tools with an

approved solvent only.

(5) When using a bar on springs, work the bar away from your face.

Be sure that you have secure footing and that your body is braced.

(6) Use wrenches that fit the task at hand.

(7) Lift batteries with tongs or battery carrier strap.

b. Blow Torches. Blow torches will not be used to clean crankcases,

transmissions, radiators, or grease guns; steam, hot water, or suitable de-

greasers will be employed for this purpose.

c. Grease Guns. Grease guns must be handled carefully and used only for

the purpose intended. Never point the gun toward another person. Serious

injury has resulted when grease has been shot out of grease gun in horseplay.

d. Lube Dispenser. Keep the dispenser where it will be out of the way,

and check it at regular intervals for leaks.

e. Mobile Grease Cart. Mobile grease carts must be returned to their

proper places immediately after use, and the hoses must never be left lying

on the floor.





f. C.ompressed Air,. Compressed air, when misused, can be extremely
dangerous. Under no circumstances should it be used as a substitute for a
brush to clean machine s,loting, or your person. Any form of horseplay
is prohibited. Alwa- -..r prescribed personal protective equipment.
Continuously check the condition of air hoses and connections to ensure
that they do not show evidence of damage or failure Check all connections

and couplings to be sure they are tight.

5. Repairing and Servicing Vehicles

a. .Body and Engine Work

(i) Enterinz the Garage. When a vehicle is being driven into a garage,
personnel will stand well out of its path. Never try to service a moving vehi-
cle. All vehicles will come to acomplete stop before entering any building.

Vehicles are restricted to 5 MPH inside Repair Shop.

(2) Securing..theHood. Work will not be s%arted under a hood of a
vehicle unless the hood has been firmly secured in the open position. Hood
holddown clamps or locking devices will be kept in good condition. Additional
holddown clamps should be installed where, necessary.

(3) Broken Glass. Care will be taken to avoid injuries from broken

windshields, light globes, lenses, or jgged pieces of metal around vehicles.

() Radiator. If the radiator is steaming, the hands should be pro-
tectedwith a large rag and the steam allowed to excpe before removing the cap
entirely. Mtches ll not be used when looking into a radiator.

(5) Cranking the EndiVe. If it is necessary to crank an engine by

hand, the brakes first must be set and grshift set.in neutral. In cranking,
the handle should be u-spedwith the thumb alongside the fingers and not
around the crank. If possible, start the engine by a series of quick pulls.
Spinning should always be started th an upward pull, never a downward thrust.

(6) Lifting Heav Parts. To prevent personal injury when removing or
replacing heavy parts, such as gear units or hub and drum assemblies, mechanics
should olways use a hoist, jack, or dolly.

(7) Restriction on Leaded Gasoline. Do not use gasoline containing
tetraethyl lead for anything but motor fuel. If this type of gasoline is spilled
on the body, wash it off thoroughly, as it is a deadly poison.

b. Vehicle Stands. Approved metal vehicle stands will lways be used
when work is being done under a vehicle. Wooden blocks or horses will not be

used for this purpose.

c. _.Dump Trucks. Before starting repairs on the body of a dump truck, the
truck mus be promS.vblocked, either with sturdy wooden timbers or the tri-

alar steel stands daigned.spciallyfo use on these ehicles.
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d. Workin$ on Raised Vehicles

(i) Jacks

(a) !.nspection. lull jacks will be inspected visually by qualified
maintenance personnel for cracks, looseness and wear. If there is any doubt
about the oondition of a jack, it must mot be used.

(b) Blocking. Be sure that a vehicle is properly blocked when

rking under it. Do not depend entirely on sfety jacks..

(c) Centering. Center the service jack on the axle when a wheel

is to be removed from a car. The jack should always be set on a solid footing.

capacity.
(d) Capacity. Never use a jack for a load in excees of its rated

(e)
be unobstructed.
the socket.

Handle. Place the jack so that the swing of its handle will

Never leave a jack standing under a load with the handle in

load.
(f) K$i: Clar. Never lean over a jack handle or handle under

(2) Hdrulic.Lif9
(a) Inspection. Have hoists inspectedat least once a month for

leaks, oil level, and proper lubrications of safety locks on gears; the teeth

of gear locks should not be worn or chipped. Never use a defective hoist.

(b) Putting, Vehicle on Lift. Do not stand in front of a hoist

while a motor vehicle is being guided onto it.

(c) Checkin6 Vehicle. Never permit occupants to rnain in a

vehicle when it is to be lifted. Before lifting a vehicle, be sure that the

ignition is off and the gears are in neutrol, the wheels are blocked, and the

doors are closed.

(d) Securin5 Vehicle. Vehicle should be securely blocked on

(e) Free-wheel lift. If the free-wheel type of lift is used, be

sure the vehicle is properly balanced, raise the llft just enough to take the

weight off the wheels, check the blocks and knee ction plates to dtermine

wheth.r the vehicle s restin properly.
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(f) Raisi the Hoist

i, ,en the hoist is raised, use the safety leg, and check
to see that sfety catches are secured.

Never rock the vehicle en the hoist is raised.. Raise and lower the object slowly. Do not try to rush
the action of the hoist.

4. Do not attempt to raise a vehicle that may be heavier

than the capacity of the hoist.. Excerpt for cleaning purposes, never raise the hoist

without a load.

e. Self-Protection During Nork. When working on rised objects, stand
in such a position that your. feet will not be crushed if the objects should

fall.

f. Caring Batteries

(1) Beware of burns and shocks when charging batteries.

(2) Vent caps should be installed before attaching or detaching

charger cables. Fumes rising from batteries in the recharging line are
flammable and explosive.

(B) Be sure theft connections to batteries are properly made and

secured.

(4) Care will be used in handling battery acids. Nhen preparing
electrolyte, the acid will always be pmured into the water.

(5) Use protective glasses, pron, gloves and boots at all times,
while working iu battery shop.

g. Installing Tires

(1) Removin Hubcap. When removing a hubcap, hold one hand against
the side of the cp so that it does not fly into your face when it is released.

(2) Removin6 Tire. When removing a tire from a wheel, remove the core
from the valve stem and turn the wheel until the valve stem is on the lower
quarter; then pull the tire Opposite the stem. This saves lifting the tire,
which can be rolled off the wheel onto the ground. Such procedure is

particularly useful when changing truck or bus tires.

5





(S) Cracked,Rims. In replacing tires, take care that the rims are

in good condition and that the lu nuts are tight.

(4) Lock Rin.s. See that the lock rings are properly installed.

This should be done before the tire is fully inflated.

(5) Inflating a Tira. Inspect a tire for defects and determine the

proper pressure before inflating it. .en inflating a tire, turn your face

awy from it; never hold it between your legs. Tires on wheels equipped with

lock rings must be inflated in a safety coe when removedom the wheels.
Tires on split wheels must be deflated before removing the wheel from the

vehicle and inflated after installing the wheel on the vehicle.

(6) Installing Tir..o.u Wheel. When putting a tire on a wheel, turin the

wheel until the opening for the vlve’ stem is on top. Then, resting the tire

against the wheel with the stem on top, stoop, place a hand on each lower

quart,er of the tire, and llft into place.

(7) ..Slit neels. All bolts on split or two piece wheels must be

tightly secured before inflating tire. Tire must be deflated before loosen-

ing bolts.

(8) When replcingwheels on a vehicle, ensure that all lugs are

ightened snuglyand are then retightened alternat.ly, so th wheel fits flush

against the ho.

(9) When inst1ng ual wheels on a vehicle, valve stems will be

placed 180 degrees apart or opposite each other.
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SECTION V

ACCIDENT PREVENTION BY ANALYSIS

i. In order to effectively combtmotor vehicle accidents, it first must be

determined at the causes of the accidents are. Each accident possesses an
individual set of circumstances which vary as widely as each
person operating zntor vehigle.

2.. All accidents involving Base }.btor Transport vehicles and/or personnel
will be carefully analyzed to determine the causative factors. Such anlsis
ll be performed to exlore the most prominent factors as follows:

a. Individual Analsi9. This section of the accident analysis will be

devoted to the psycho-physlcal factors of the operator concerned. It will

attempt to discover the operator’s cleficiencies or variances in his psycho-
physical abilities, which may be affected by fatigue or mental and emotional

disturbances, such as depression, anger, etc.

b. Accident.bY Type. All accidents will be analyzed according to the

type of vehicle involved in an effort to show the relationship between the

accident and training receivedby the operator. In addition, all accidents
will be analyzed by accident type, such as improper backing,, failure to yield
the riGht-of-way, etc., to show further correlation between accidents and

driver training.

c. Time of Day. Accidents will be analyzed wlth respect to the time of

occurrence with the psycho-physical efficiency of the operator.

d. Location. Accidents will be analyzed according to the location of the

accident in an effort to pin-point congested or accident prone areas, adequacy

of loading zones and parking lot layouts, effectiveness of vehicle routing to

avoid congested areas, etc.

e. Correlation of Anslyses. It is obviously imperative that the various

types of nklyses set f’thabove nust be effectively correlated to provide
overall corrective action.

f. Corrective Action. Corrective action will be instigated on the basis

of the results shown b- the anKlysis set forth above. Such action may include

individual driver counselling, pointing out any psycho-physical deficiencies or

variances to the operator and enumerating means and methods by which the operator
can ompensate for such deficiencies, revising or making additions to the driver

training program, refresher training program or remedial training pr0gramto
provide additional instruction in operator’s skills, rules of the road or other

factors which the analysis may indicate are lacking. Re-scheduling or revising

hours of work my be required in view of results obtained from time of day

analysis and routing and dispatchinj of vehicles with specific instructions to

operators to avoid, whenever possible, certain acc.dent prone r congested

x’eaa s nicate4 by the ]oction -lysis.
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SECTION VI

INCENTIVE PEOGRAMS

1. Incentive programs will be conducted to maintain driver interest in

safe driving. Such programs mo,y include the following:

. Arding qualifyiE operators in accordance with the provisions of

0NAVINST 5100.16, Department of the Navy Safe Driving Awards.

b. Conducting a "Driver Achievemeut \ward" prooTam.

c. Making grouD iesentations of any awards erned by Oerators.

d. Awards may iuf.c such th_zs as additional liberty, certificates, or

a combiuatio of both.

e. Consult current rngament effectiveness program directives for

cover0e of all types of inceutive programs and arars.
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SECTION VII

C0S

1. In order to effectively conduct a Motor Vehicle Safety Program_, certain

records must e executed and maintained. Such records should include the

following:

a. Each section ill maintain, accurate mileage records for vehicles, by

types: under their cognizance, and such records will be separated to show

mileage for Motor Transport personnel and .mileage for U-Drive personnel.
This mileage is essential in computing accident rates and for comparing acci-

dent rates between the various units.

b. Drivers’ Recor.’. An operator’s driver record folder will be established

on each operator or iJi&ental operator who operates Base Motor Transport
vehicles. This recordill include the following:

(1) A summary of previous driving experience,including ccidents,
violations, etc.

(2) The Application for Government Vehicle Operator’s Permit, SF-6,
Form NAVMC 1096; Operators Qualifications and Record of Licensing and

Performance Form, DD 1B60; nd Physical Fitness Inquiry for Motor Vehicle
Operators, SF-47. The complete results of ay individual analysis which my

have been performed and any additional information which may be pertinent to
the driver’s previous experience or abilities will also be included in the

driver record folder. A copy of the individual’s Form DD 1S6OwiLl be maln

tained in the Licensing/Training Section’s files.
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UNITED STATES MARINE CORI

CAMP i..JEUNE. NORTH CAROI.INA 2|$42

BO 12410.3F Ch 1
CPO/GBF/ljq
16 Feb 1978

BASE ORDER 12410.F Ch 1

From: Co,handing General
To: Distribution List

Subj: Civilian Employee Training and Development Program

Encl: (i) New page inserts to BO 12410.3F

I. Purpose. To transmit new page inserts and direct pen changes to the
basic Order.

2. Action

a. Remove present pages 3 and 4 of the basic Order and replace with
the corresponding pages contained in enclosure (i) hereto.

b. Insert new enclosure (2).

c. Page I, add "Ref: (d) BO 12270.1."

d. Page I, change the identification of enclosure (I) to read
"Training Priorities and Resources."

e. Page I, add "Encl: (2) Preparation of Form DD 1556."

f. Enclosure (i), page i, change the heading to read "Training
Priorities and Resources."

g. Enclosure (i), page 3, delete paragraph 3 in its entirety.

3. Change Notation. Significant changes contained in the enclosure are
denoted by asterisks (*) in the outer left margin.

Chief of Staff

DISTRIBUTION: C Less Category III
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15 Dec 1976

PREPARATION OF FORM DD 1556

i. General. Form DD 1556 (i Aug 1977) is a multipurpose
form for requesting, authorizing and certifying training, to
include training through participation in professional meetings
as discussed in the basic Order. Forms may be obtained from
the Civilian Personnel Office, Training Division. Previous
editions of the Form are obsolete. The new Form DD 1556 also
supersedes the following forms:

a. Form NAVSO 12I0/19 and 19A Training Request,
Authorization and Record.

b. Form NAVEXOS 12i0/13 Payment Authorization for
Training.

c. Form NAVEXOS 12000/2 Request and Approval for
Attendance at Meetings (CiviliaA Employees only).

d. Optional Form 37 Nomination for Interagency Training.

2. Procedures

a. Marine Corps Base. Form DD 1556 will be prepared by
the Employee Development Superintendent, Civilian Personnel
Office as required for all Marine Corps Base employee training.
In the case of employee attendance at professional meetings
as discussed in paragraph 6f of the basic Order, the Form 1556
will be prepared in the employee’s work section or department
and submitted to the Civilian Personnel Officer along with
travel orders as discussed in reference (d).

b. Other Commands. Those Commands identified in para-
graph 12 of the basic Order will prepare Form DD 1556 in the
case of their employees and forward to the Civilian Personnel
Office.

Instructions. Complete Form DD 1556 as follows:

Section A Trainee Information.
7, 8, Ii and 12.

Complete items i, 2, 4,

Section B Training Course Data. Complete items 15a and
b, 16b, 17a, 18a and b, and 19a, b, and c.

Section C Estimated Costs and Billing Information.
Complete all items as applicable EXCEPT items 21f and 25d.

ENCLOSURE (2)
Ch 1 (16 Feb 1978)
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Section D Approvals. Complete item 26.

Section E Approval/Concurrence. Signatory officials
for Marine Corps Base are Organizational Commanders, Heads
of Staff Sections, Department Heads or their principle
deputy/assistant, and the Employee Development Superintendent,
Civilian Personnel Office.

ENCLOSURE (2)
Ch 1 (16 Feb 1978)
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duties in a different job at the same or higher level than the one cur-
rently held by the employee as officially recognized by management.

f. Professional Meetings. Professional meetings are defined as
conferences, meetings and symposia which are concerned with the functions
or activities of the Department of the Navy, or which will contribute to

improved conduct, supervision or management of such functions or activi-

ties. Meetings of professional societies, held during or after normal
working hours, are included in this definition. Participation in pro-
fessional meetings is to be encouraged and permitted to the extent prac-
ticable as a means for providing training to employees in their occupa-
tional or professional growth. Planned attendance at professional meet-

ings is therefore to be included when reporting training needs in

response to the annual training needs survey. Meetings or conferences
which are a normal part of an employee’s duties, or meetings required to

accomplish duties of a continuing nature such as staff conferences, plan-
ning sessions or working conferences are not training and are not to be
reported as training.

g. Training. An organized instructional process for developing/
improving employee skills, knowledge, abilities, proficiency, work habits,
attitudes and qualifications.

h. Training by, in or through Government Facilities. Training that
is conducted by civilian or military personnel of the Government acting
in their official capacities, and on property owned or substantially con-
trolled by the Government.

i. Training by, in or through Non-Government Facilities. All
approved training other than that described in paragraph 6h preceding.

7. General. Employee training and development is a necessary mission

support function requiring the joint efforts of both line and staff
management and employees. The majority of training takes place at the
work site in the form of supervisory instructions to employees. Employee
training and development needs which cannot be met through on-the-job
instruction are to be reported in connection with the annual training
needs survey. Training priorities and sources of training are discussed
in enclosure (i). Form DD 1556 (i Aug 1977) is to be used to nominate

employees for training and for attendance at professional meetings con-
stituting training. Instructions on use of this form and its preparation
are discussed in enclosure (2).

8. Responsibilities

a. The Civilian Personnel Officer, as special staff officer for
civilian personnel matters, is responsible for providing direction to the
employee training and development program and for integrating that pro-
gram with the overall civilian personnel administration program.

Ch i (16 Feb 198)
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b. The Employee Development Superintendent Civilian Personnel
Office is the principal staff agent for employee training and develop-
ment and is responsible for:

(i) Conducting annual training needs surveys and assisting
management officials in identifying training needs and establishing
priorities.

(2) Budgeting for civilian training based upon needs identified
in the annual survey.

(3) Serving as advisor to the Civilian Training Committee.

(4) Preparing and publishing the ATP.

(5) Providing or arranging for training set forth in the ATP.

(6) Preparing IDPs for approval of appropriate management offi-
cials and monitoring employees’ progress in their IDPs.

(7) Serving as Program AdminiStrator for career management pro-
grams and trade training programs.

c. Supervisory personnel, military and civilian, are responsible for
determining and making known the training needs of their employees pro-
viding on-the-job training for subordinates and encouraging employees in
their occupation-oriented self-development efforts.

d. Employees stand to gain personally from their own development and
therefore are responsible for pursuing self-development activities through
which they acquire new or increased skills, knowledge and abilities.
Supervisors and the employee development staff of the Civilian Personnel
Office are available to provide information and counsel to employees con-
cerning their self-development interests. Employees are also responsible
for submitting evidence of their self-development activities to the Civil-
ian Personnel Office for recording in their official personnel records.

9. Civilian Trainin Committee. There is hereby established a Civilian
Training Committee for Marine Corps Base under the staff cognizance of
the Assistant Chief of Staff, Manpower. Additional duty assignments to
the Committee are made by Base Bulletin 5420 series. The Committee

serves as the oversight and steering body for the civilian training pro-
gram. Specific functions of the Committee are to:

Ch I (16 Feb 1978)
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UNITED STATES MARINE CORPS

CAMP L’.ols’UNE. NORTH CAROLINA 28S42
BO 12300.4B
CPO/I--I/tan
7 0c% 1977

BASE ORDER 12500.4B

From: Commanding General
To: Distribution List

Subj: DoD Program for Stability of Civilian Employment

Ref: (a) MCO 12300.2
(b) DoD 1400.20-1-M, Part I, Chap 3, Para VIII

1. Purpose. To set forth the procedures in’support of the policy
regarding subject program as it relates to adverse effect on individuals
because of base closures, functional transfers, and reductions in force,

in accordance with the provisions of references (a) and

2. Cancellation. BO 12300.

3. Background

a. The Department of the Navy policy concerning the Priority Place-

ment Program includes specific measures designed to minimize adverse

effects on displaced or about to be displaced DoD employees.

b. The continued success of the program requires absolute
adherence to the regulatory requirements of the Department of the Navy
policy.

c. First consideration in filling vacant positions must be a commit-

ment to provide job opportunities for Department of Defense employees
registered in the Priority Placement Program.

4. Action. Organizational Commanders, Heads of Staff Sections,

Department Heads, and Chiefs of Services will ensure that all personnel
under their supervision actively support the Department of the Navy
policy by adhering to the following:

a. Not withholding action to fill vacancies until a caadidat
stopper list obtains other employment.

b. Not changing the grade .tel of a cancy to precu pacement
of a stopper ist cand[date.

c. Not revising qualification requirements, for a ancy to prec!u
setection of a stopper l[st candidate. ..//
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7 Oct 1977
5. Applicability. Having received the concurrence o the Corrmnanding
Oficers o Marine Corps Air Station (H) New River; Naval Regional
Medical Center, and Naval Regional Dental Center, this Order is
applicable to those Cornnaands.

W. D. KENT
Chief of Staff

DISTRIBUTION: "C" less Category HI



HEADQUARTERS, MARINE. CCPS BASE
CAMP LEJEUNE, NCTH CAROLINA 2854q

BASE ORDER 1240.IF

BO 12430.IF
 91W Irmb

From: Co.wnanding General
To: Distribution List

Subj: Performance Appraisals and Ratings of Civil Service Employees

Ref: (a) CMI 30

Icbl MCO PI2000.TA
BO 12531.7_

12750.1_edl BO 12&51.i_

Encl: *(i) Instructions for the completion of Performance Rating and
Appraisal Report MCBCL 12&30/1 (Rev. 3-73)

(2) Guides for Performance Ratings of Outstanding
(3) Sample Format for Recommendations for Outstanding Performance

Ratings
(&) Warning Requirements for Unsatisfactory Performance
(5) Format for Record of Warning

i. Purpos,e. To set forth the policy and to provide instruction and
guidance to all personnel concerning performance appraisals and ratings
of Civil Service employees in accordance with the provisions of
references (a) and (b).

2. Cancellation. BO 12&30.1E

3. C,hane Notation. Significant changes contained in this revision
are denoted by asterisks (*) shown in the left margin.

&. Background. The Performance Rating Act of 1950 requires that a
performance rating program be established for the purpose of recognizing
merit of employees and their contributions to the efficiency and economy
in the federal service. This program will be as simple as possible and
will provide:

a. That proper performarerequirements be-made knownto all
employees.

b. That performance be fairly appraised in relation to such
requirements.
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c. For the use of appraisals to improve the effectiveness of
employee performance.

d. For strengthening supervisory-employee relationships.

e. That each employee be kept currently advised of his performance
and promptly notified of his performance rating.. Polic,y

a. The performance of all civilian employees will be appraised
and rated impartially and in a manner which will improve their perfor-
mance of assigned duties. Supervisors will ealuate employee performance
on a continuing basis and keep their employees advised on how they are
doing in meeting reasonable performance standards made known to them.

b. The "Outstanding" ratir is reserved for those ver few employees
who far surpass others in overall qualit2, quantity, and adaptability in
performance of duties. This rating must be fully supported by a written
description in which the rater cites concrete examples of the employee, s
accomplishments which have been marked by an exceptional level of compe-
tence. Insignificant duties described in glowing terms do not qualify.
Comparison should be made among employees in the same levels and similar
work.

6. Defiuitions

a. Performance Appraisals. A performance appraisal is a continuous
evaluation of actual performance based on performance standards. Apprais-
als keep employees informed on how they are doing in relation to objec-
tives, help them improve their performance, and build morale and teamwork
in getting the job done to the mutual advantage of both the supervisor
and the employees. In addition, they keep employees serving trial periods
advised of work requirements and give them a fair opportunity to meet
these requirements. Performance appraisals are distinct from performance
ratings. This distinction is apparent iuthat performance ratings are
made as formal reports after the close of the rating period, whereas
appraisals are made on a continuing basis while performance is being
rendered.

b. Performance Ratings. A performance rating is an overall evaluaticn
of the work actually done by an employee in the position held by him
during the rating period, based on performance standards in effect at the
time the performance was rendered. Performance ratings are subdivided
as to kinds as follows:

(i) Entrance Ratin. An entrance rating is always "Satisfactory"
and is based on a presumption that the employee will prove satisfactory in
a line and/or level of work for which he is Judged qualified. This rating
is automatic at the time of appointment or at the time of placement in a
different line or level of work.
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(2) Regular Ratin. An official rating of performance is
normally made at the end of each annual rating period. This rating must
be based on at least three months of performance during the rating period
in the employee’ s current line and level of work.

(a) No ratiu is due:

1. On performance during the probationary period.
(See subparagraph d below.)

2. When performance is unsatisfactory and the
performance rating warning requirements cannot be flly met. (See
subparagraph 8a(3)(a).)

I. During the period covered by a notice of proposed
action to remove an employee from his position for reasons of inefficiency
or when personnel action is taken pursuant to the notice.

(b) Effective Date of Regular Ratin: A regular rating
becomes effective as of the date of its approl by the reviewer in case
of satisfactory ratings (see subparagraph 7c(5)) and by the Performance
Rating Board (see subparagraph 7e) incases of Otstanding and Unsatis-
factory Performance ratings. Reference (a) requires that: Preparation
and approl of regular ratios must be expedited so that action on ratius
will be completed within 60 da2s followin the close of the ratiu period
on 30 June.

(3) Deferred Regular Ratin. Preparation of a regular rating
will be deferred:

(a) When necessary to afford the employee the required
90-day opportunity to demonstrate satisfactory performance after the
issuance of a performance rating warning. The rating will be further
deferred if the warning period is extended. See enclosure () for
warning requirements for unsatisfactory performance.

(b) Whenever less than the required three months Of per-
formance in the current line and level of work during the rating period
has been rendered by the eployee, the regular rating will be deferred
sufficiently to provide the required three months performance as the basis
for making the regular rating. The report forms MCBCL 1230/1 should be
held by the Rater and completed at the appropriate time in accordance
with the instructions contained in subparagraph 8a(2) herein and paragraph
3 of enclosure (i).

() Unofficial Performance Ratir
(a) The purpose of this rating is to reflect, as accurately

as possible, a true appraisal of an employee’s performance during the
rating period when there have been changes in supervision, promotion,
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details, etc. This is of great value to the rating official who has not
observed the employee’s performance for the entire rating period. It is
the responsibility of the losin suDervisor to prepare the unofficial
rating and forward it to the acquirin supervisor. An unofficial rating
shall be prepared in the same manner as a regular annual rating (see
subparagraph 8a(2) below). Original and one copy shall be made on the
required form MCBCL 1230/1 (Rev. 3-73). The original is forwarded to
the new supervisor and the copy given to the employee. These forms are
available at the Civilian Personnel Office, Marine Corps Base,
Extension 1532.

(b) An unofficial performance rating shall be made
whenever

there is a change in supervisor; or

more; or
2. an employee is placed on"detail" of 90 days or. an employee is reassigned.

c. Official Ratin Period. The annual rating period will begin on
1 July and end on 30 June of the following year.

d. Probationary Period. A twelve-month period which career and
career-conditional employees are required to serve when employed through
a competitive action.

e. Current Official Rating. The latest regular or official rating
remains the "current" official rating until superseded by the next
official performance rating.

f. Performance Standards. A performance standard is the accomplish-
ment it is reasonable to expect of a competent, qualified employee under
the existing conditions of work described in his position o job descrip-
tion. These standards are expressed in terms of the minimum quantity
and quality of productivity and the degree of adaptability which will be
accepted as satisfactory for the position. Supervisors are required to
prepare written performance standards for all positions under their
supervision. These standards will cover each major duty in the position
description or job description and must be fair to both the government
and the employee. Standards shotdd not be confused with position descrip-
tions, since position descriptions only describe what an employee does.
Performance standards go a step further by establishing the minimum
quantity and quality of productivity and the degree of adaptability which
would be accepted as satisfactory for the position. The standard should
consist of a reasonable range of performance with a minimum point below
which the work is unacceptable, and a maximum point which is a real
Challenge to th9 a.verage worer, In the interest of good administration,
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as well as in the interest of strengthening supervisor-employee relation-
ships, employees should be encouragedto participate in developing per-
formance requirements applicable to their work. In any event, the
standard will be discussed with employees concerned at length and in
detail to the extent that each employee knows exactly what work perfor-
mance is expected. Written performance standards must be submitted in
support of "Outstanding" and "Unsatisfactory’ performance ratings. In
addition, written standards will be required by the Performance Rating
Board in processing appeals of lower ratings. Advisory assistance in
preparing standards may be obtaiued from the Civilian Personnel Office,
Extension 1532.

g. Ratine Factors. The rating factors covering the basic performare
coon to all positions are:

(i) Qualit,y of Work. Relates to accuracy and thoroughness of
work; neatness, presentability, and acceptability of work results; demon-
strated skill; soundness of judgments and decisions; avoidance and re-
duction of waste; degree of conformance to prescribed quality standards;
and, in general, effectiveness of effort in a qualitative sense.

(2) uantit of Work. Relates to the amount of acceptable work
produced; application to duty; meeting or establishing realistic dead-
lines; progress toward meeting objectives or toward satisfying the demands
for action; timeliness of work; economical production; and, in general,
effectiveness of effort in a quantitative sense, as affected by whatever
time limits or production standards are involved.

(3) Adapta,bili,t2. Relates to the many elements of employee
individuality demonstrated on the job, such as cooperation with super-
visors and fellow workers; attitudes; reliability; initiative and
sourcefulness; ability to learn; versatility; leadership ability (when
required on the job); attention to conseration of manpower (use of
manhours) and materials; observance of rules, regulations, and orders
(safety, leave, etc.); and general adjustment to conditions of work.

h. Ratir Levels. Performance ratings, whether official or unoffi-
cial, may be expressed only as one of the three adjective levels:
"Outstanding," "Satisfactory," or "Unsatisfactory."

(I) Outstandir. The Performance Rating Act of 1950 defines this
level as that at which "...all aspects of performance not only exceed
normal requirements, but are outstanding and deserve special commenda-
tion." In accordance with legislative intent and Department of Defense
policy, "outstanding" ratings will be assigned only for work performance
Sustained at a truly exceptional level. It is expected, therefore, that
such ratings will be comparatively rare and signify such a level of
achievement that its exceptional nature will be readily recognized. An
adjective rating or annual rating of "outstanding," as distinguished from
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factor marks of outstanding, must be supported by the supervisor’s
signed statement. (See subparagraph 8a(1), and enclosures (i), (2)
and (3) for iustructions on preparing outstanding ratings. )

(2) Satisfactor2. A ’atisfactory" rating covers performance
ranging from "almost Outstanding" to just above ’Jnsatisfactory.,,
Most employees will be rated at this level. A rating of ’atisfactory"
on any one of the three factors (Quality, Quantity, or Adaptability),
in the absence of an ’nsatisfactory" rating on any one of the three
factors, automatically establishes an overall rating of ’atisfactory.,,
Satisfactory ratings are not required to be supported in writing; how-
ever, a mrking of outstanding on subfactor 33 must be supported in
writing. (See subparagraph 8a(2) for instructions on preparing
satisfactory ratings. )

(3) Unsatisfactory. A rating of ’nsatisfactory" on any one
of the three factors will constitute a rating of ’Jnsatisfactory.,, This
level represents continuing performance that clearly fails to meet
minimum requirements. A rating of ’nsatisfactory,, must be supported
by the supervisor’s signed statement. (See subparagraph 8a(3) for
instructions in preparing such ratings.

7. Administration

a. Civilian Personnel Officer. The Civilian Personnel Officer.
Marine Corps Base, has been designated as the Commanding Generascr
Commanding Officer’s representative in carrying out the detailed admin
istration of the program in accordance with reference (a).

b. Rater. The rating official or rater is the immediate super-
visor whigns and is responsible for the work of the employee being
rated. The rater’s responsibilities include:

(1) Developing performance standards.

(2) Keeping employees fully informed of the performance
standards they are expected to meet in doing the work assigned.

(3) Discussing performance with employees on a continuing basis,
as an inherent part of current supervisory duty, for the purpose of
keeping employees well informed regardingtheir werkand with a view
toward improving employee performance.

() Rendering reasonable assistance when needed to improve
employee performance, and otherwise strengthening supervisor-employee
relationships.



BO 12&SO,IF
1 4 JUN 1973

(5) Giving due recognition of merit in evaluating employee
performance fairly and accurately in performance appraisals and ratings
in relation to performance requirements.

(6) Informing employees of their performance ratings.

(7) Recommending and/or initiating action when an employee’s
sustained performance, whether good or bad, arrants such action.

c. Reviewer. The reviewer is the immediate supervisor who normally
controls and is responsible for the work of the rater. The reviewing
official is responsible for the initial review of the performance rating.
The reviewer’ s responsibSity throughout the rating period includes:

(i) Assuring that performance standards are reasonable and
are known to raters and employees.

(2) Assuring that employees are kept well informed regarding
their work; that reasonable assistance is given employees when needed;
and that employee’s performance is evaluated fairly and accurately in
current appraisals and in performance ratings.

(3) Rendering such supervisory asistance as may serve toward

recognition of employee merit, improved employee performance, and
strengthening employee-employer relationships.

(&) Recommending or initiating appropriate action in cases of
sustained performance which warrants such action.

(5) Approving "Satisfactory" performance ratings; forwarding
recommendations for "Outstanding" and "Unsatisfactory" performance
ratings to the Performance Rating Board via chain of co,nand.

d. Heads of subordinate organizational entities have responsi-
bility throughout the rating period for:

(i) Ensuring that performance appraisals and ratings are used
for the mutual benefit of the employee and the employer.

(2) Reviewing and forwarding recommendations for "Outstanding"
and "Unsatisfactory’ performance ratings to the Performance Rating
Board.

e. Performance Ratir Board. The Performance Rating Board is
appointed by the Commanding General, Marine Corps Base, in Base Bulletin
520, to serve in carrying out the performance appraisal and rating pro-
gram. The Board also includes members/alternates nominated by the Com-
manding Officer, Marine Corps Air Station (Helicopter); Director/Cand-
ing 0f_ficer, Naal Regional Medical Center/Naval Hospital; and Commanding
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Officer, Naval Medical Field Research Laboratory. In meeting its
responsibilities., the Performance Rating Board will act for the Com-
manding General/Director/Commanding Officers. The responsibilities of
the Performance Rating Board are to:

(i) Observe the performance rating program in operation, recom
mend appropriate action to make the program more effective in achieving
program objectives, and assist in improving the operation of the program.

(2) Review performance ratings to assure that all requirements
of the program are properly and uniformly applied and that the ratings
are as fair as possible to all concerned.

(3) Approve performance ratings of "Outstanding,, and
’"Jnsatisfactory."

(&) Change performance ratings, when in the interest of good
administration, based on sufficient information received from any
appropriate source.

(5) Upon written request of the employee, provide an impartial
review of his appealed performance rating and issue an appropriate
decision.

8. Procedures. The Performance Appraisal and Rating Report, MCB 1230/1(Rev. 3-73) will be used regardless of rating assigned. The form must
be completed according to instructions provided by enclosure (1). Forms
improperly completed will be returned for necessary corrections. Each
supervisor is rendnded that this formf when submitted as the offic--T’-
performance rating, will also be used for evaluatin employees for
promotion under the merit promotion program. The report forms will be
forwarded by the Civilian Personnel Office to the departments prior
to the close of the rating period (30 June). A copy, of the current
Performance Appraisal and Rating Report MCBCL 12A30/1 will be filed in
the employee’s official personnel folder.

a. Preparation of performance ratings

(i) Outstanding Ratings. Each "Outstanding" rating requires
comparison of the employee’s actual work performance during the rating
period with the major duties listed in the current position description
and the performance standards established by the supervisor. Each
employee receiving this rating must be rated outstanding in all three
factors of performance: Quality, Quantity, and Adaptability. An overall
adjective rating of "Outstanding’, must be prepared in triplicate on
the Performance Appraisal and Rating Report, MCBCL 12A30/1 (Rev. 3-73),
and supported by the Rater’s Justification prepared in the format and
s.e.quence cited in enclosure (3). This written Justification must show:
(1) each task or major work factor in the employee’s-position/job
description, (2) the performance standards in effect during the time
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the performance was being rendered, and (3) how the employee exceeded
these standards in terms of quantity and quality of work produced and
adaptability on the Job. The information for each specific task will
be grouped together. The documentation must show clearly, secifi.call,
and i. detail where all aspects of the performance have exceeded he
established requirements of the position sufficiently to be considered
outstanding and deserving special commendation. Stron emphasis is
placed on the fact that outstandir ratings be assigned onl for
work erformance sustained at a trul exceptional level. General
statements that the employee’s performance is "Outstanding" are not
sufficient to Justify an "Outstanding" rating. (Note: In support
of an Outstanding rating each subfactor on form MCBCL 1230/i identified
as being applicable must be rated as outstanding. Also the written
justification for all supervisors recommended for "0" ratings must
include information as to specific accomplishments in furthering the
Equal Employment Opportunity Policy (subfactor 33). Such information
will at least include the supervisor’s fairness in making selections,
his encouragement and recognition of employee achievements, his treat-
ment of minority group employees and women and his sensitivity to the
developmental needs of minorities and women. An "0" rating will not
be approved by the Performance Rating Board for any supervisor for which
the above conditions are not clearly met. ) The signature of the reviewer
on form MCBCL 12430/1 (Rev. 3-73) is sufficient to indicate his concur-
rence in the rating. All "Outstanding" performance ratings will be
submitted to the department or staff section head concerned who will
forward the completed rating to the Commanding General/Director/Com-
manding Officer (Attn: Civilian Personnel Officer). Recommendations
that are not made in accordance with these instructions will be returned
for such correction or addition as is necessary. Recommendations
must be received by the Performance Rating Board (Civilian Personnel
Officer) by 1 August. All recommendations received later than 60 days
after the end of the rating period will be rated as ’atisfactory"
unless it can be established to the satisfaction of the Performance
Rating Board that the delay was unavoidable. When the rater continually
appraises the employee’s performance, it will be clearly evident long
before the end of the rating period that an employee’s performance is
"Outstanding" and there should be no difficulty in meeting deadlines
indicated above. An "Outstanding" rating must be based on at least
three months’ performance in the current position. The degree of
difficulty of an employee’s duties should determine the length of time
necessary to observe performance in order for it to merit an "Outstandir’
rating. All "Outstanding" recommendations based on the minimum of three
months will be given close scrutin by the Performance Rating Board.
Recommendations for "Outstanding" ratios should be discussed b the
Rater with the Reviewer prior to submission. See paragraphs 9 and lO.
After appro’val by tha Performance Rating Board one copy of the Perform-
ance Appraisal and Rating Report, MCBCL 1230/1 (Rev. 3-73) will be
returned to each employee as proof of his official annal performance
rating. For additional guides, see enclosures (1), (2), and (3). For
instructions on making monetary award recommendations, see subparagraph
Sa(1) (a) fo ow  .
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(a) Monetar ,Award Recommendations. Outstanding perform-

ance ratings are in themselves a .siicant ,form of employee recogni-
tion and should not a.utomati.call be accompanied by a special achievement
award, a quality increase, or other types of additional recognition.
The nature of the employee’s achievements, position level, previous
awards, and related circumstances will determine hether an employee
recommended for an "Outstanding" rating should also be recommended for
additional monetary or honorary recognition. In those exceptional
cases where additional recognition (monetary or honorary) is believed
appropriate and can be Justified for graded employees, such recommenda-
tions should be prepared as follos:

i. Qualit,y Increases. Before a quality increase is
recommended, reference (c) should be careflly reviewed to ensure that
such award is warranted. If determined to be arranted the recommenda-
tion for the quality increase should be included with the "Outstanding-
rating. In addition, the Justification required by reference (c) mst
be included.

2. Cash Awards. Recommendations for cash awards
shotuld be prepared and processed according to the instruction contained
in reference (e). Award recommendations of this type should not be
submitted as a part of the "Outstanding" rating.

3. Honorar Awards. Certificates are available for
presentation in recognition of outstanding performance.

(2) Satisfactor Ratify. A rating of ’atisfactory" On ar
one of three rating factors (Quality, Quantity, or Adaptability) in
the absence of an ’nsatisfactory" rating on any one of the three
factors, automatically establishes an overall rating of ’atisfactory."
This level is very broad and covers all performance other than ’nsatis-
factory" and "Outstanding.,’ The great majority of employees will be
rated at this level. It is particularly important at this level that
the rating be discussed to inform the employee of the overall perform-
ance of assigned duties. Without such discussion, the rating will have
little meaning to the employee. An overall adjective rating of ’atis-
factory" is prepared by completing in trili.cate the Performance
Appraisal and Rating Report, MCBCL 1230/I (Rev. -73). (Note: Perform-
ance relating to "accepting and promoting the Equal Employment Opportu-
nity policy" st be considered in the qualifications rating and
selection process for supervisory positions. Narrative justification
therefore st be submitted in support of a marking of outstanding on
subfactor 33 regardless of the adjective rating. ) It is emphasized
that the report form, MCBCL 1230/I (Rev. 3-73) ast be completed in
its entirety. After the Performance Appraisal and Rating Report, MCBCL
1230/i (Rev. 3-73), has been signed and dated by the rater, the re-
viewer should indicate concurrence by signature and date on the form.
After discussion with the employee the rater should sign the form
(3 copies) indicating date the discussion was held. The employee should

i0
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acknowledge the discussion (not necessarily concurrence) by signing the
form (3 copies). The reviewer who has authority to approve "satis-
factory" ratings (see paragraph 7c(5)) should date the form to indicate
approval. One copy should be given to the employee and one copy for-
warded to the Civilian Personnel Office no later than I August. The
Performance Appraisal and Rating Report will provide the employee with
a written evaluation of his performance and notice of his current
performance rating.

(3) .Unsatisfactor2 Ratin. This level represents continuing
performance that clearly fails to meet established performance
standards. An one of the three rating factors marked ’Jnsatisfactory"
will constitute a rating of ’Unsatisfactory." A rating of ’Jnsatisfac-
tory" will be prepared in triplicate on the Performance Appraisal and
Rating Report, MCBCL 1230/1 (Rev. 3-73), and supported by the Rater’s
signed statement in whi’ch it is shon specifically and in detail wherein
the employee’s performance as unsatisfactory. Also, each ’nsatisfao-
tory" rating must be supported by a copy of the waraing, a written
statement showing aH additional facts pertinent to the war, and
the efforts made during the warning period to help the employee bring
his performance up to a satisfactory level, and must include guidance
concerning appeal rights. (Letters of caution or requirement issued
in accordance with reference (d) may be used to support the Rater’s
statement. ) The rating will clearly show performance relative to each
specific factor enumerated in the warning. All recommendations for
’Jnsatisfactory" ratings be submitted to the department or staff
section head concerned who will forward the completed, rating to the
Commanding Genera.lirector/Commanding Officer (Attn. Civilian
Personnel Officer). Before an employee can be recommended for an
’"Jnsatisfactory" rating the warning requirements cited below must have
been met.

(a) Narnin requirements. No employee shall be rated
"Un.atisfactory,, without a 90-day period waraing. Such warnings must
be issued by letter. Naming requirements are explained in detail in
enclosure (). Enclosure (5) provides a sample format for a record
of warning. Before a warning is issued, a thorough and complete exam-
ination must be made to determine the cause of the unsatisfactory
performance and what corrective action has been taken to improve it.
If, after a reasonable length of time (approximately 30 days), the
performance has failed to improve sufficiently and corrective action
has been taken, the warning should be issued. The advice and assistance
of the Civilian Personnel Office, Mariue Corps Base, extension 1532t
should be obtained prior to issuance of a written warning. opies of
all warnings will be forwarded to the Civilian Personnel Office. If
the performance improves sufficiently to meet the performance standards
for a "Satisfactory" performance rating, the warrd_ug will be canceled
and no rating will be given until the time of the regular rating. hen
the.warniug is iven less than 90 days preceding the close of the rating
per. (30 June), the "letter of warning" will extend the rating period
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sufficiently to allow the full 90-day warning period before the rating
is co.mpleted. Also, see paragraph 9. There should seldom be an
where an "Unsatisfactory’ performance rating would be processed, be-cause
in virbuaLly all such cases appropriate and timely supervisory or.
administrative action, using the procedures provided in FPM/C 751
and FPM/C 752, should have been taken to eliminate the parbicular
problem of the individual prior to the due date of the regular arsenal
rating. After approval by the Performance Rating Board, o copy of
the Performance Appraisal and Rating Report, MCBCL 12%30/1 (Rev. 3-73),
in case of ’J" ratings will be returned to the employee as proof of
his official annual performance rating.

9. Rater-Reviewer Discussion. Before discussion of the annnal rating
with the employS’e, the sRpervisor (Rater) will discuss with his iaediate
superior (Reviewer) the facts of the performance and his appraisals
of the performance to assure that the Rater and Reviewer each has
benefit of the knowledge of the other regarding the case. Review of
the rating is for the purpose of improving the accuracy and fairness
of the rating, including factor marks, evaluations on specified tasks,
remarks or supporting statements, and the summ.ary adjective rating.
henever the "Reviewer does not entirely agree ih the Rater’s evalua-
tion, he should consult with the Rater in order that each have full
benefit of the thinking of the other. Ar changes made by the Reviewer
should be noted by him as a parb of the rating without effacing the
Rater’s evaluations. Each rating with changes made by the Reviewer,
indicating questions remaining unsettled between the Rater and the
Reviewer, should be referred to higher line authority if such authority
exists within the department or staff section. Questions not settled
to mutual satisfaction by such higher authority shall be referred to
the Performance Rating Board for appropriate review ad action.

i0. Revie.w of P.erformance. Ratings.
is made by the reviewer as follows:

The review of a performance rating

a. Sat.isfactpr Rat’.Ms. The rater and reviewer should be in
accord with a ’atisfactory" rating before the rating is discussed
with the employee. See paragraph 9.’r the Performance Rating
Report has been signed and dated by the rater, the reviewer will
indicate approval by signature and date on the form.

b. Outstandin or Unsatisfactory Ratirs. The rater and reviewer
must be in accord with the evaluation of performance, supporting state-
ments and factor marks before the recommended rating is discussed with
the employee. See paragraph 9. After initial review and discussion
with the employee the recommended rating should be forwarded to the
Peformance Rating Board (Civilian Personnel Office) in accordance with
the instructions in subparagraph 8a(1) for Outstanding ratings or
subparagraph 8a(3) for Unsatisfactory ratings.
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c. Discussion of .Ratir with Emloyee. Each rating will be

discussed promptly with the employee by the rater. The discussion
should be acconished in such a manner that will contribute to good
supervisor-employee relationship and help to motivate the employee to
sustain. Or improve the performance. In addition to comments concerning
general performance, during’the discussion the rater wLll include,
henever appropriate, comments, either favorable or adverse, regarding
the employee’s contribution or lack thereof, to the more efficient and
economical accomplishment of paperwork. Upon completion of discussion
of a "Satisfactory" rating a signed and dated copy of the Performance
Appraisal and Rating Report wlll be given to the employee.

Ii. Final Re’view and Anroval. Final review and approval or disapproval
of "Outstanding" and ’Unsatisfactory" performance ratings is made by
the Performance Rating Board. ’atisfactory" performance ratings
will be approved by the reviewer (see subparagraph 7c(5)). All perform-
ance ratings become effective on the date of such approval. All employees
will be provided a copy of their performance rating after approval
by the Performance Rating Board or reviewer as appropriate.

12. Appeal of Performance Rating. Employees receiving official perform-
ance ratings of "Satisfactory" or ’Jnsatisfactory" have the right to
appeal.

a. An employee who receives an official rating of ’atisfactor’
may appeal it to either:

(i) The Performance Rating Board, or

(2) Civil Service Commission Board of Review.

The employee may not have the appeal reviewed by both boards. The
decision of the board hearing the appeal is binding and no further appeal
rights are available.

b. An employee who receives an official rating of ’nsat!sfactor’
may appeal it:

(i) to the Performance Rating Board, or

(2) directly to the Civil Service Commission Board of Review
without first receiving an impartial review by the Base Performance
Rating Board, or

(3) first, to the Performance Rating Board, and if not
satisfied with the decision, then to the Civil Service Commission
Board of Review. The decision of the Civil Servce Commission Board
of Review is binding and no farther appeal rights are available.
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c. Each appeal to either the Performance Rating Board or the Civil
Service Commission Board of Review st be submitted by the employee
in writing and should be subaitted within 30 days followng the ate
of rceipt of notice of rating. An appeal to the Civil Service Cission
.Board of Review should be addressed t6:

Director
Atlanta Region
U. S. Civil Service Commission
Merchandise Mart
20 Peachtree Street, N.N.
Atlanta, Georgia 30303

d. An employee appealing a rating has the right to assistance by
a representative of his own choosing who is willing to represent him.
This representative may come from within or outside the federal service.He may also call witnesses who have direct knowledge of the facts and
circumstances relative to the case.

e. Reasonable time (not to exceed eight hours per individual)
be allowed the appellant, his representative, and his witnesses,

without charge against their leave, for the preara.tion, presentation,
ad hearir of the appeal. Time used in excess of this amotunt will
be charged against the leave of the employees involved.

f. Normally an appeal to a Civil Service Commission Board of Review
will be accepted only:

(I) within 30 calendar days after the date the employee re-
ceived official notice of his rating, or

(2) within 30 calendar days after the employee received
official notice of the decision of the Performance Rating Board on
appeal of an unsatisfactory rating, or

(3) within 15 calendar days after the employee has withdrawn
his request for an impartial review from the Performance Rating Board
if more than 20 calendar days have elapsed since he received notice of
his rating.

g. The Civil Service Commission Board of Review does not entertain
appeals of written statements on official performance ratings, except
in cases where the employee is appealing for a change in the official
arauual adjective performance rating.

h. The Performance Rating Board will entertain appeals of written
statements on performance ratings.
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i. Employees who desire to appeal may receive advisory assistance
and full information on their appeal rights by contacting the Wage and
Classification Division, Civilian Personnel Office, extension 1532.

13. Applicability. Having received the concurrence of the Commanding
Officer, Marine Corps Air Station (Helicopter); Director/Comnanding
Officer, Naval Regional Medical Center/Naval Hospital; Commanding
Officer, Naval Medical Field Research Laboratory; and Commanding Officer,
U. S. Naal Recruiting Station, Raleigh; this order is applicable to
those commands.

D. T. KANE
Chief of Staff

DISTRIBUTION: "C"
Less Category III
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i. .Purpo.s.e. This guide is provided to achieve uniformity in use of
the form and to answer questions that may arise. This form will be
used for:

a. Preparation of all official annual performance ratings.

b. Preparation of required unofficial performance ratings (see
paragraph 6b() of basic order).

c. Evaluation of employees for promotion under the Merit Promotion
Program

2. Information concerning form

a. The factors to be rated are broken down into subfactors in
order to show more specifically what is being rated.

b. The ’atisfactory" rating range is subdivided into the three
levels of performance, i.e., low satisfactory, meets normal standards,
a highly satisfactory, cononly recognized for most jobs by those who
observe and rate performance. These levels provide a means of readily
recording and explaining the degree to which the employee’s performance
has been satisfactory in each phase of his work.

c. A fourth factor (lth subfactors) has been added as a means
for readily recording evaluations of performance on the various aspects
of supervisory, planning, and administrative duties.

d. Space has been made available on back of form for recording
comments showing specific strengths and weaknesses of performance and
related information. Items l, 2, and 3 are not a part of the rating,
but are intended to bring about greater use of the information contained
in the rating.

3. Guide for use of the form. To ensure uniformity of use the
following instructions are provided:

a. Carefully read instructions printed on front of form under
heading "Rating Factors and Subfactors."

b. At the outset determine the subfactors applicable to the Jobs
or work to be rated. Ensure that subfactors selected provide adequate
coverage of the total work performance but care should be taken to
minimize overlapping coverage.

Enclosure (1)

1
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c. Subfactors #i through#6 are considered applicable and must

be rated on all employees regardless of adjective rating assigned.

d. Do not rate on any subfactorunless you have a reasonable basis
for judgment.

e. Do not rate on more subfactors than necessary for reasonable
coverage of work performance. If a subfactor is not to be rated
because total work performance is adequately covered by other subfactors,
indicate that the subfactor is not applicable by entering the letters
"NA,’ in the column provided.

f. If performance on a subfactor has not been observed, or has
not been sufficiently observed to ovide an adequate basis for evalu-
ation, enter the letters "NO" in the column provided.

g. Sometimes a subfactor will apply to certain duties only, and
a different subfactor will have to be used to cover performance of
other duties. For example, "Amount of Acceptable Work Produced" may
provide a sufficient indication of PRODUCTIVENESS in the performance
of work where a physical work product results, whereas "Promptness of
Action" or "Progress toward meeting Objectives" may sufficiently iudi-
cate PRODUCTIVENESS in the performance of certain supervisory or
administrative duties.

h. After the applicable subfactors have been determined, place a
check mark in the left column to identify onlythose subfactors that are
of greatest importance among those to be rated.

i. Enter each evaluation by means of a check mark in the column
that indicates how effective the performance is Judged to be.

j. The same subfactors should be used in rating performance on
like positions under similar conditions of work.

k. Enter brief but informative and factual comments, in accordance
with instructions on the form, to show why performance has been marked
either strong or weak.

i. In support of an "0" rating each subfactor identified as beiu6
applicable (see 3b above) mst be rated as outstsmLing and in turn
the annual summary for each of the three factors must be rated out-
standing. It should be remembered that at this level "...all aspects
of performance not only exceed normal requirements but are outstanding
and deserve special commendation." If this condition is not clearly
met, it is apparent that an "O" rating is inappropriate.

Enclosure (i)
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i. General Guides. In accordance with legislative intent and Department
of Defense policy, "Outstanding" ratings will be assigned only for work
performance sustained at a truly exceptional level. It is expected,
therefore, that such ratings be comparatively rare and will signify
such a level of achievement that its exceptional nature be readily
recognized. The following are general guides to be followed in
recommending and approving "Outstanding" ratings.

a. Each "Outstanding" rating requires comparison of the amploe’s
performance with the performance requirements of his position and a
finding that each aspect of performance is outstanding and deserves
special commendation. (Note: It follows therefore that each subfactor
identified on Form MCBCL 1230/1 (Rev. 3-73) as being applicable to the
position/Job should be checked as outstanding in support of an "’rating.) The performance, in order to be so recognized, must be typical
of the employee’s performance during the rating period, exceptional in
accomplishment of recognizable results, and worthy of special commenda-
tion by subject matter experts and by higher levels of administration.

b. The achievements which are considered as outstanding must evi-
dence positive and constructive effort, not the mere absence of negative
or unfavorable factors.

c. The achievements must in all cases have resulted from the em-
ployee’s own performance. This will not preclude rtings of -Outstandir
for employees who have been developed and motivated by their supervisors
to the point of outstanding performance.

2. Guides for Specific A,spects of Performance. The below-listed guides
are not mutually exclusive nor are they assumed to be all inclusive.
They are not to be applied or interpreted mechanically but serve
to the extent applicable as a basis for formulating specific Judgments
in each case. These guides should not be allowed to result in omission
of any essential Job requirement when evaluating performance; neither
should their use result in overemphasizing any particular aspects of
performance. Although the aspects of performance can be analyzed and
outlined in many mys, the aspects used as exmmples in these guides are
discussed in reference (a). These three factors provide hroad and
complete coverage of performance in all aspects of all Jobs.

a. Quality of Work

(i) Achievement of quality standards far beyond normal expecta-
tions without sacrifice of speed or quantity, but only to the extent that
high quality contributes to the usefulness of the work produced and estab-
lishes a recognized performance goal for others in the same line of work.

Enclosure (2)
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(2) Reduction in error rates (without sacrifice of speed, quan-
tity or quality) to so great an extent that normal checks have been
appreciably reduced or eliminated, new performance goals established and
achieved, and significant economies achieved.

(3) Effectiveness in oral, ritten or graphic presentation to
such a great extent as to result in convincing recipients of the merit
of the matter presented more promptly, more .completely, and more last-
ingly than could reasonably be expected of a highly competent employee.
This should be demonstrable in terms of economies in time, money or
materials; approval of program authorizations or appropriations in the
face of significant obstacles; or evidence of widespread public recogni-
tion or support for a significant program.

() Elimination of safety hazards and maintenance of safe
workin practices under recognizable adverse working conditions to such
an exceptional degree that notable and superior safety records are
achieved without sacrifice of quality or quantity of production. Initi-
ation or maintenance of greatly improved safety measures which result in
the achievement of an unusual safety record.

(5) Creation. or ma’<%hrough unusual quality of leader-
ship) of a group which establishes a record of unusual accomplishments
and to a notable extent attracts and holds productive employees.

(6) Exceptional achievement in planning, organizing and
schedulin use of space, equient, materials, and manpower so-that:

(a) Production or services are expedited far beyond normal
requirements.

(b) Work processes are greatly simplified.

(c) Bottlenecks are prevented or eliminated.

utilized.
(d) New techniques are promptly developed or adapted and

(e) Organizational or individual responsibilities are de-.
fined with such exceptional clarity as to prevent duplication of func-
tions, costly processing, delays in completion of functions, and confusion
as to degree of responsibility.

(7) Exceptional problem-solving ability, exemplified by:

(a) Developing or selecting most effective methods of
solving problems; determining such methods with exceptional speed and
accuracy before major commitments are made; assuring that alternative
solutions to problems are readily available for use when needed.

Enclosure (2)
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(b) Demonstrating superior keenness and objectivity in
reviewing processes under way, recognizing inadequacies as they develop,
and immediately making such modifications as accomplish production
more ’speedily, safely and effectively.

(c) Making predictions and taking actions based thereon
which are unusually reliable and alid and make possible most use of
and economies in resources, manpower and material.

(d) Being personally responsible for unusual contributions
to developmental or applied research; being recognized as outstanding b
professional groups and by governmental and industrial organizations.

b. uantit2 of ,Work

(i) Sustained productivity, which exceeds the normal rate to
a noteworthy extent without sacrifice of quality standards Some of
the indicators of such a level of productivity may include accomplish-
ment of objectives substantially in advance of reasonable deadlines;
superior ability to meet abnormally ort emergency deadlines; adoption
of exceptionally effective production short cuts; and the establish-
ment and achievement of new performance goals for other employees in
the same line of work.

(2) Achievement, by supervision or leadership, or unusual
productivity through development of skills and abilities of employees
far beyond normal expectations for the type of personnel involved.

c. Adaptability.

(i) Achievement in anticipating, meeting and adjusting to new
or changing situations with such speed and resourcefulness that pro-
duction of superior quality and quantity is accomplished to a praise-
worthy degree in the light of the circumstances.

(2) Application of such exceptional initiative in taking action
to meet work needs and to elminate obstructions that production of
unusual quality and quantity is achieved with less than normal super-
visory direction or checking.

(3) Positive and lasting contributions to materially improve
working relationships, such as are evidenced by,

(a) The achievement of harmonious Join effort with and
among co-workers.

(b) The reduction or elaination of existing strains or
conflicts. Sets an exceptional example for others in terms of interest
in the Job, loyalty to group and its geals, and creation of favorable
group spirit--which are evidenced by superior group accomplishments.

.nclomre (2)



BO 12&30.IF

JUN
() Representation of the Navy Department in negotiation with

public, private, and industrial organizations with such effectiveness,
dligence and integrity that desired services, materials, or results are
obtained with exceptional speed and economy.

(5) Handling of contacts with or services to the public with
such marked effectiveness that there is convincing evidence of faVorable
reaction substantially beyond what would reasonably be expected, or so
that negative reactions are avoided in circumstances where they would
normally be expected.

3. Other Considerations Related to Ratings of "Oubstandng,’,

a. Employees in all lines and levels of work will be given appro-
priate consideration for ratings of "Outstanding.,,

b. The mere fact that an employee is performing duties above the
grade level of his position or performing work not recorded in his of-
ficial position/job description is not in itself a basis for an "Out-
standing" rating. The act.ual work performance must be evaluated in
relation to the reasonable performance requirements of the ,lob for which
the employee is paid, taking into consideration the conditions of work
and the objectives to be met.

c. The mere fact that an employee works more than his assigned
hours wll not in itself be sufficient basis for a rating of "outstand-
in@" but his willingness to work beyond his assigned hours to meet a
need and his work accomplishment during the extra hours will be con-
sidered along with the rest of his work performance.

Enclosure (2)
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RECOmmenDATION FC OUTSTANDING PERFCRMANCE RATING

(Immediate Supervisor)
Commanding General/Director/Commanding Officer (Attention:
Civilian Personnel Officer)
(Appropriate Chain of Command)

Outstanding Performance Rating, case of A. B. SEE; recommendation
for

(a) BO 1230.1F

(1) Performance Appraisal and Rating Report, MCBCL 1230/1
(Rev. 3-73)

I. It is recommended that an outstanding performance rating be approved
for the subject employee based on performance during the period 1 July.
19 through 30 June 19__. This recommendation is based on information
pr-vided in enclosure (1-V and the following comparison of the employee’s
performance with the established performance standards, as required by
reference (a)

Dut No. i: The incumbent takes dictation and transcribes notes
into a variety of formats, including letters, memoranda, endorsements,
directives, and reports.

Standard: Dictation should be taken at a rate of 90 words per
minute, and notes should be transcribed in the formats prescribed in
the Navy Correspondence Manual or other ritten guides. No more than
two competed items (letters, memoranda, endorsements, directives, or
reports)in 15 should be returned for correction of errors in
transcription, spelling, punctuation, or format.

Performance: The incumbent takes dictation at a rate well over
lO0 words per minute. Because of her familiarity with both Naj and
business correspondence procedures, no items have been returned during
the reporting period for correction of format. No more than one item in
15 has been returned for correction in transcription, spelling, or
punctuation.

Duty No. 2: (Continue by briefly stating each remaining duty in
the official PositioJob Description, citing the established perform-
ance standard for each duty, and stating specifically how the employee’s
performance exceeded the established standard, in the same manner as for
Duty No. i.)

Enclosure (3)
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Adaptablit.y: In a separate paragraph discuss the employee’s
adaptability on the Job as a whole.

2. (If a quality increase is reco,nended, the requirements of reference
(c), paragraphs lOa-c, must also be met.)

Do E. EFF

Enclosure (3)

2



BO 1230,IF

| ..JUN 1973

WARNING REQUIREMENTS FOR UNSATISFACTGRY PERNCE

i. In accordance with CMMI &30.C6c, the following warning requirements
must be met before an employee may be given an official performance
rating of "Unsatisfactory."

a. Prerequis.ites to Formal Warning. Before giving a warning for
unsatisfactory work performance:

(i) A discussion should be held with the employee to determine
the cause of the unsatisfactory performance.

(2) The cause of unsatisfactory performance should be corrected
insofar as possible, and reasonable effort should be made informally to
improve the employee’s performance.

Should corrective action, including supervisory assistance, fail t.o
improve performance sufficiently within a reasonable time (30 days),
the immediate supervisor wdll give the employee the warning, in writing.

b. Nature of WarninK. See enclosure (5) to basic order for a sample
format for record of warning. The performance rating arning is a

safeguard to the employee against having an official "Unsatisfactory"
performance rating placed in his record without first being given a

ninety-day opportunity to demonstrate satisfactory performance. The

warning will be in writing and will notify the employee, specifically
and in detail:

(i) Wherein his performance is unsatisfactory;

(2) That he will receive a performance rating of "Unsatisfactor
unless his performance is sufficiently improved;

(3) How he may improve his performance within the ninety-day
period covered by the warning; and

(&) That he will be given reasonable opportunity and assistance
to make the needed improvement.

The warning should not leave the employee under the impression that he

will be allowed to remain unsatisfactory during the entire ninety days,
but should make it clear that he must show improvement within a reason-
able time (30 days) or timely administrative action will be taken on
the basis of the facts that warrant the action.

c. When Given. A performance rating warning may be given at any
time after compliance with the prerequisites to formal warning stated in
subparagraph la above. A wsrning given less than ninety days preceding
the close of the rating period (30 June) extends the rating period
su.fficientl.y t9 allow t.he full ninety-day warning period before the
rating is cue to De mace.

Enclesure ()
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(APPROPRIATE HEADING)

Date

BO 12+30.IF
1  .JUN

To:
(Immediate supervisor of employee concerned)
(Employee concerned Give Name, Payroll Number, Job/Position
Title and Organization)

Subj Record of Warning

Ref: (a) Verbal discussion with you on (Date)

i. During reference (a) you were informed that your work performance
is falling short of meeting the requirements of your assignment,
specifically:

a. (Describe the phases of his position wherein the employee is
faling. Give a description for normal requirements and then, specifi-
cally and in detail, describe how he is fallin short of normal expected
performance in terms of quality, quantity, and/or adaptablity. Indi-
cate also how the employee has been informed as to expected requirements
of the position.)

2. (Advise employee specifically what must be done-in order to. bring
performance up to a satisfactory level, and specify what assistance
will be given to make the necessary improvement.)

3. (Advise employee that unless performance has improved sufficiently
within 90 days from the date of this letter to meet the performance
requirements for a "Satisfactory’ rating, a rating of "Unsatisfactory"

be assigned. Also advise that if no improvement is shown within
a reasonable time (30 days) appropriate administrative action will
be initiated.)

&. (Advise employee that if performance is brought up to a satlsfactry
level during the 90-day perlod or if he is reassigned during the period,
this warning be canceled.)

Copy to:
Rersonnel Folder

(Signature o supervisor)’
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6 Oct 1977

BASE ORDER [2307.

From: Commanding General
To: Distribution List

Subj: Employment of Handicapped Individuals and Disabled Veterans

Ref: (a) FPM Itr 306-12 of 28 Apr 1977
(b) SECNAVNOTE 12307 of 4 Feb [977

Ench (l) Policy Statement and Affirmative Action Plans for
Employment of Handicapped Individuals and Disabled
Veterans for the period [ July 1977 through 30 June 1978

l. Purpose. To reemphasize the importance of providing maximum
employment opportunities to handicapped individuals and disabled
veterans and publish an Affirmative Action Plan for employment of such
individuals during the period July 1977 through 30 June 1978.

Z. Background. For the past several years activities within the Gamp
Lejeune complex that employ Civil Service personnel have conducted a
successful selective placement program for employment of handicapped
individuals and disabled veterans. References (a) and (b) have placed
increased responsibilities on activities for implementing and managing
such programs and includes the necessity for issuing an annual
Affirmative Action Plan for hiring, placement, and advancement of

handicapped individuals.

3. Action. Enclosure ([) will be given the fullest possible support by
all levels of management.

4. ,Applicability. Having received the concurrences of the Commanding
Officers of Marine Corps Air Station (Helicopter), New River; Naval
Regional Medical Center; and Naval Regional Dental Center, this Order
is applicable to those commands. [

W. D. KENT
Chief of Staff

DISTRIBUTION: "C" less Category
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POLICY STATEMENT AND AFFIRMATIVE ACTION PLAN FOR THE
EMPLOYMENT OF HANDICAPPED INDIVIDUALS AND DISABLED

VETERANS FOR THE PERIOD i 5ULY 1977 THROUGH 30 /UNE 1978

The Rehabilitation Act of 1973 (PL-ll2) expands the responsibility of

Federal Agencies in managing and implementing internal programs for

employment and utilization of handicapped individuals. We welcome this

added responsibility and pledge our full support to this worthwhile pro-
gram.

It shah be our continuing policy that every citizen of our country will be

given full and fair consideration for employment and advancement with-
out regard to any handicap or disability and that selections will be based

solely on merit and fitness. Whether an individual is physically and

mentally qualified to perform a particular job without hazard to himself

or others will be the only determining factor regarding his physical
qualifications for employment.

Every supervisor, both military and civilian, will put forth a special
effort to provide meaningful employment to any handicapped individual

assigned to them and will ensure that such individuals have the

opportunity to perform at their highest potential.

The handicapped only ask for a fair opportunity to make a worthwhile

contribution to our society. They must be given that opportunity.

Specific Action Items for implementation of the Policy follows:

Action Items
Publicize in Guidepost designa-
tion of Head, Employment Divi-

sion, Civilian Personnel Office,
as coordinator for selective
placement.

Maintain .liaison with state
vocational rehabilitation agencies
and provide such agencies with

copies of appropriate vacancy
announcements.

Re sponsible
Office or

Ofic ia[
C[vPersO

Ta.rget Date
Continuing

CivPersO
Coordinator

Continuing

Provide orientation program to

managers at monthly luncheons
designed to update their know-
ledge of the program and special
needs of the handicapped.

CivPersO Continuing.

ENCLOSURE (1)
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Action. Items

12.

Insure that employees who
develop handicaps on the job are
given maximum consideration
for reassignment/retraining.

During Maintenance Review,
insure that physical standards
established for positions are
realistic and include only
those physical requirements
absolutely necessary for.
satisfactory performance in the
position.

Review and establish, where
feasible, a program for unpaid
work experience for clients of
state vocational rehabilitation
agencies.

Review and establish, where
feasible, a program of training
in sign language for communi-
cations with deaf individuals.

Publicize successful place-
ments of handicapped
indi vidual s.

Provide training for selective
placement coordinator and
staffing specialist in program
practices, procedures, selec-
tive placement techniques.

Conduct placement follow-up on
all handicapped employees.

Establish an advisory com-
mittee including handicapped
employees to assist manage-
ment in developing and
evaluating the program.

Designate special parking
spaces for the handicapped.

Responsible
Office or
Official

Line Managers
CivPersO

CivPersO
Line Managers

CivPersO
Line Managers

CivPersO
Line Managers

Coordinato r

CivPersO

CivPersO

CivPersO

Maintenance /
Public Works 0

Target Date
Continuing

30 June 1978

30 June 1978

30 June 1978

Continuing

Co ntinuing

Continuing

31 Dec 1977

31 Dec t977

ENCLOSURE
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Action Items
Ide ntify a’" ch ire ctural
barriers to employment of
the handicapped.
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Responsible
Office or
Official

Public Works O
Design Director

Target Date
31 Oct 1977

3
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UNITED STATES MARINE CORPS
MARINE CORPS BASE

CAMP LIrJEUNEo NORTH CAROLINA 28542

BASE ORDER 12532. 1J

CPO/WRM/mIb

0 5 B78

From: Commanding General
To: Distribution List

Subj: Wage Schedules for Trades and Labor Employees

r Ref: (a) FPM Supplement 53Z-1, Appendix J (NOTAL)
(b) DoD Wage Fixing Authority ltr of ZI March 1978, Subj:

Federal Wage System Regular and Special Production
Facilitating Wage Rate Schedules for the Southeastern
North Carolina Wage Area (NOTAL)

(c) DoD Wage Fixing Authority [tr of Zl March 1978, Subj:
Special Wage Rates for Navy Installations for the South-
eastern North Carolina Wage Area (NOTAL)

Ench (1) Hourly Wage Rate Tables
(2) List of Jobs with Special Wage Rates
(3) Environmental and Night Shift Differentials (Additional Pay

Assignments)
(4) List of Authorized Ratings for Marine Corps Base
(5) List of Authorized Ratings for Marine Corps Air Station

(Helicopter)
(6) List of Authorized Ratings for Naval Regional Medical

Ce nte r

1. Pu.rpose. To promulgate authorized ratings for Trades and Labor
occupations with applicable rates of pay, to establish the policy and set
forth circumstances under which subject employees may receive pay-
ment of environmental differentials listed in reference (a) in addition to
their regular hourly rates, and to outline responsibility of management
officials in administering the regulations covering payment of environ-
mental diffe re ntial s.

Z. Cancellation. BO 12532. IH.

3. Information. Revised wage rates are provided by enclosures (1) and
"(Z). Trades and Labor employees may also receive pay, in addition to
the regular hourly rates, for certain environmental conditions such as
exposure to various degrees of hazards, physical hardships, and
working conditions of an unusual nature as defined in enclosure (3).
Enclosure (3) provides detailed information on how the plan operates,
the additional pay situations approved for local use and designates
officials having authority to approve payment. Further, Trades and
Labor employees may receive additional pay for shift work at the rates
set forth in enclosure (3).
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4. Action. In accordance with references (b) and (c), the wage rates
cited in enclosures (1) through (3) are effective 26 March 1978. Enclo-
sures (4) through (6) provide Hsts of authorized ratings.

5. ApplicabHit7. Having received the concurrence of the Commanding
Officers of Marine Corps Air Station (Helicopter), New River, Naval
Regional Medical Center, and Naval Regional Dental Center, this Order
is applicable to those commands.

DISTRIBUTION: C less Category III



HOURLY WAGE RATE TABLES

Authority: DoD Wage Fix[ngAuthority Letter of 21 March 1978
Effective Date: 26 March 1978

BO 12532.

WG-NONSUPERVISORY WL-LEADER

Calendar weeks service between steps

26 78 104 104 26 78 104 104
STEP 2 3 4 5 2 3 4 5

GRADE
1 4.12 4.29 4.46 4.63 4.80 4.53 4.72 4.91 5.10 5.29
2 4.50 4.69 4.88 5.07 5.25 4.95 5.16 5.37 5.57 5.78
3 4.88 5.08 5.28 5.49 5.69 5.37 5.59 5.81 6.04 6.26
4 5.26 5.48 5.70 5.92 6.14 5.79 6.03 6.27 6.51 6.75
5 5.64 5.87 6.10 6.34 6.57 6.20 6.46 6.72 6.98 7.24
6 6.02 6.27 6.52 6.77 7.02 6.62 6.90 7.18 7.45 7.73
7 6.40 6.67 6.94 7.20 7.47 7.05 7.34 7.63 7.93 8.22
8 6.78 7.06 7.34 7.62 7.91 7.46 7.77 8.08 8.39 8.70
9 7.16 7.46 7.76 8.06 8.36 7.88 8.21 8.54 8.87 9.20

10 7.54 7.85 8.16 8.48 8.79 8.29 8.64 8.99 9.33 9.68
ll 7.92 8.25 8.58 8.91 9.24 8.72 9.08 9.44 9.81 I0.17
12 8.30 8.65 9.00 9.34 9.69 9.14 9.52 9.90 10.28 10.66
13 8.68 9.04 9.40 9.76 I0.12 9.54 9.94 10.34 10.74 If.13
14 9.06 9.44 9.82 10.20 10.57 9.96 10.38 10.80 11.21 II.63
15 9.44 9.83 10.22 10.62 ll.01 I0.38 10.81 11.24 II.67 12.11

WS-WD-WN Rates

Calendar weeks service between step..s

WS WD PAY WN PAY 26 78 104 104
GRADE LEVEL LEVEL STEP 2 3 4

6.38 6.65 6.92 7.18 7.45
2 6.77 7.05 7.33 7.61 7.90
3 1 7.14 7.44 7.74 8.04 8.33
4 2 7.53 7.84 8.15 8.47 8.78
5 3 7.90 8.23 8.56 8.89 9.22
6 4 8.28 8.63 8.98 9.32 9.67
7 5 8.67 9.03 9.39 9.75 10.11
8 6 2 9.04 9.42 9.80 10.17 10.55
9 7 3 9.43 9.82 I0.21 i0.61 Ii.00

I0 8 4 9.80 10.21 10.62 11.03 11.44
II 9 5 10.02 10.44 10.86 11.28 11.69
12 I0 6 i0.31 10.74 if.17 11.60 12.03
13 ii 7 10.67 ll. ll 11.55 12.00 12.44
14 8 ll.08 II.54 12.00 12.46 12.92
15 9 i1.57 12.05 12.53 13.01 13.50
16 12.12 12.63 13.14 13.64 14.15
17 12.75 13.28 13.81 14.34 i4.87
18 13.43 13.99 14.55 15.11 15.67
19 14.19 14.78 15.37 15.96 16.55

The Annual Salary is obtained by multiplying the hourly rate by 2080.

ENCLOSURE (I)



WT-SHOP TRAINEES

Calendar weeks service between steps

Z6 26 26 26 26
Target Step 1 P- 3 4 5
Gra___de___ (Two-Year Training Program)

WG-6 4. IZ 4.63 5. 18 5. 72
WG-7 4. 34 4. 9Z 5.51 6.09
WG-8 4. 59 5.21 5. 83 6.44

(Three-Year Tra[ning Program)

WG-8 4.59 5.00 5.41 5. 82 6.24 6.65
WG-9 4. 85 5. Z9 5. 72 6. 16 6.59 7.03

Shop Trainee jobs are authorized or the following occupations:

TarGet Grade

Boiler Plant Operator
Pest Controller
Preser vutlon Packager
Preservation Servicer
Sewage Disposal Plant Operator
Water Treatment Plant Operator
Wood Worker

WG-9
WG-8
WG-6
WG-7
WG-8
WG-9
WG-7

ENCLOSURE (I)
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The jobs listed below have been set aside by the Civil Service Commission for further study
and development of specific grading criteria. In the meantime, pay for such jobs is deter-
mined in accordance with Department of the Navy instructions.

Authority: DoD Wage Fixing Authority Letter of 21 March 1978
Effective Date: 26 March 1978

Title

NONSUPERVISORY

PRINTING & LITHOGRAPHIC SERVICE

P,ay Rates

st 2nd 3rd 4th 5th Occupational
Ste St__at Code

Bindery & Finish Worker 7. 36 7.67 7.98 8.28 8.59
Film Assembler-Stripper 7.02 7.31 7.60 7. 89 8. 19

(Black & White)
Helper Photolithographer 5.64 5.87 6. 10 6.34 6.57
Lithographic Pressman 7.60 7.92 8.24 8.55 8.87

(17 x
Multilith Operator 6.50 6.77 7.04 7.31 7.58
Photolithographer 7.60 7.92 8.24 8.55 8.87

(Halftone)
Printing Equipment 7.60 7.92 8.24 8.55 8.87
Me chanic

Shop Planner (Printing) 8.69 9.05 9.41 9.77 10.14

SUPERVISORY

Foreman (Leadingman) 9.87 10.28 10.69 11. 10 11.51
(Printing)

WP 44002 14
WP 44005 12

WP 44014 04
WP 44017 16

WP 44017 09
WP 44014 16

WP 44018 16

WP 44901 35

WP 44260 62

ENCLOSURE (Z)
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ENVIRONMENTAL AND NIGHT SHIFT DIFFERENTIALS
(ADDITIONAL PAY ASSIGNMENTS)

1. Definition. An environmental differential is pay that employees may
receive in addition to their regular hourly rates for work situations

which expose them to various degrees of hazards, physical hardships,
and working conditions of an unusual nature as defined in reference (a).

2. Policy. The Command policy is the elimination or reductipn
to the [o’west level possible of all hazards, physical hardships, and

working conditions of an unusual nature. When such action does not
overcome the unusual hazard, physical hardship, or working condition,

an environmental differential is warranted. Even though an environ-

mental differential is authorized, there is responsibility to initiate

continuing positive action by supervisors and all concerned to eliminate

danger and risk which contribute to or cause the hazard, physical
hardship, or working conditions of an unusual nature. The existence

of environmental differentials is not intended to condone work practices
which circumvent Federal safety laws, rules, and regulations.

3. Basis for Environmental Differential. This Order provides the
basis for (1) approving and paying environmental differentials to Trades
and Labor employees (full-time, part-time, or intermittent), {2) listing
the approved additional pay categories and specifying the differentials

payable for each category listed, and (3) providing specific information

describing each category to identify the hazard, physical hardship, and

working condition of an unusual nature.

4. Payment for Environmental Differential. An environmental dif-

ferential is payable to a Trades and Labor employee (except as noted
an paragraph 9) who is exposed to a hazard, physical hardship, or

working condition listed in paragraph 9 of this enclosure. Suchexposure
is not taken into consideration in the job grading process, therefore,
additional pay for exposure to such conditions is provided only through
the environmental differentials authorized by this Order. Environ-

mental differentials are authorized only when the exposure is under the
circumstances described in the category listed. The cents-per-hour
differential is paid uniformly to each Trades and Labor employee
who qualifies for the authorized environmental differential, regardless
of the grade level of the employee. An employee who is subjected
at the same time to more than one hazard, physical hardship, or

working condition shall be paid for that exposure which results in the

highest differential, but the employee shall not be paid more than one

differential for the same hours of work.

5. Authorization for Pay for Environmental Differential. Pay is

authorized for:

ENCLOSURE (3)
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a. Exposure to an unusually severe hazard which could result in
significant injury, illness, or death, such as working on a high struc-
ture or on an open structure when adverse conditions such as darkness,
lightning, steady rain, snow, sleet, ice, or high wind velocity exist.

b. Exposure to an unusually severe physical hardship under cir-
cumstances involving exposure to fumes, dust, or noise which cause
significant distress or discomfort in the form of nausea, or skin, eye,
ear, or nose irritation or conditions which cause abnormal soil of

body and clothing.

6. When Environmental Differential is Paid

a. An environmental differential shall be paid to a Trades and Labor
employee (except as noted in paragraph 9} when the employee is

performing assigned duties which expose the employee to a hazard,
physical hardship, or working conditon listed in paragraph 9. There
are two types of payment. One type is where payment is authorized
on an actual exposure basis. They are listed in subparagraph 9a.
Depending on circumstances and consistent with the following para-
graphs, an employee may be paid for less than a full shift. The other
type of payment is authorized on a shift basis. An employee will be

paid for all hours worked during the daily shift when exposed to the
conditions listed in subparagraph 9b.

b. When an employee is entitled to an environmental differential
which is paid on an actual exposure basis (the categories listed in
subparagraph 9a}, the employee shall be paid a minimum of one hour’s
differential pay for the exposure. For exposure beyond one hour, the
employee shall be paid in increments of one-quarter hour for each 15
minutes and porton thereof in excess of 15 minutes. For example,
exposure of one hour and .0 minutes would entitle the employee to the
extra pay for one hour and 30 minutes.

c. When an employee is exposed to a hazard, physical hardship,
or working condition at intermittent times during a day, for which the
environmental differential is paid on an actual exposure basis, each
exposure is considered separately. The amount of time exposed is
not added together before payment is made for exposure beyond one
hour,, except that pay for the environmental differential may not exceed
the number of hours of active duty by the employee on the day of expo-
sure.

d. When an employee is exposed to more than one category for
which the environmental differential is payable on an actual exposure
basis, each category is considered separately in computing the amount
of environmental differential payable. The employee is not entitled to
more than one differential for the same hours.
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e. When an employee is exposed to a hazard, physical hardship, or
condition for which the environmental differential is payable on a shift
basis (the categories listed in subparagraph 9b), the employee receives
the differential for all hours of that shift.

f. When an employee is exposed to a hazard, physical hardship, or

working condition for which an environmental differential is payable on a
shift basis and on the same day is exposed to a hazard, physical hard-
ship, or working condition for which an environmental differential is
payable on an actual exposure basis wherein a higher rate is authorized,
the employee shall be paid the higher rate only for that exposure and
paid on a shift basis for the remaining hours in a pay status that day.

g. When an employee is exposed to a hazard, physical hardship, or
working condition during an overtime period for which he is entitled to
overtime pay, the employee shall be paid not less than the minimum
amount of environmental differential to which he would otherwise be
entitled.

7. Relationship to Ot.h,er Pay. Environmental differential is included
as part of the employee’s basic rate of pay and shall be used to compute
premium pay (overtime, holiday, or Sunday work) and retirement and
group life insurance deductions.

8. Responsibility of Management Officials. Responsibility of various
officials in administering additional pay regulations is as follows:

a. Management officials will ensure that all subordinate supervisory
personnel are iv_formed of their responsibility in administering addi-
tional pay assignments and are fully aware of the objective of additional
pay regulations and local policy as outlined herein. Supervisors are
particularly responsible for knowing which assignments or conditions
meet the criteria in paragraph 9 and which may warrant additional pay,
and for recommending payment whenever employees become exposed
to such conditions. In addition, any new conditions not covered in
paragraph 9 which a supervisor believes may warrant additional pay
should be brought to the attention of the Civilian Personnel Officer.
Recommendations should be in letter form addressed to the Civilian
Personnel Officer fully describing the work situation believed to
warrant additional pay, identity of the shop, and the billet and job
title of the shop supervisory individuals who will approve payment.
Recommendations or requests for additional pay will be reviewed by
the Civilian Personnel Office staff and approved or disapproved by the
Civilian Personnel Officer.

b. Assignments of tasks for which additional pay is authorized
should be rotated among employees in occupations appropriate for the
assignment, to the maximum extent practicable to avoid inequity among
employees. Only the assignments described in paragraph 9 warrant
additional pay at the activities served by the Civilian Personnel Office,

ENCLOSURE (3)



BO 12532. I

and only in shops and under the circumstances as set forth. Officials
listed in paragraph 9 or higher level officials in the chain of command
are responsible for certifying payment in ndvidua[ cases for stuafions

covered.

9. Schedules of Additional Pay A.ssignments Approved for Local Use

a. Situations payable on an actual exposure basis (see paragraph
for pay computation in relation to time payable on an actual exposure
basis):

(1) Cold Work. See reference (a) for definition. The pay differ-
ential for this category is $. 31 per hour (4% of WG-10 Step

Work Situation

Assignment to duty (including making of repairs) in refrigeration rooms,
storage areas or other climate controlled areas where the employee is

subjected to temperatures of 3Z Fahrenheit or below.

Unit
Position Authorized to

Approve Payment

Food Services Division (NRMC) Cook Foreman
Cook General Foreman

Commissary Stores Store Worker Foreman
Commissary Store Managers
Commissary Officer

Cold Sto, rage Plant (BMaint) Air Conditioning Equipment
Mechanic Foreman

Utilities General Foreman

Subsistence Branch
Perishable Section (BMatBn)

Warehouseman Foreman
Supervisory Supply Technician

(2) Di.r..ty Work. The pay differential for this category is $. 31 per
hour (4% of WG-10 Step 2). Definition: Performing work which subjects
the employee to soil of body or clothing:

(a) Beyond that normally to be expected in. performing the
duties of the classification, and

(b) Where the condition is not adequately alleviated by the
mechanical equipment or protective devices being used, or which are

readily available, or when such devices are not feasible for use due to

health considerations (excessive temperature or asthmatic conditions),
or
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de vice s,
comfort.

(c) When the use of mechanical equipment, or protective
or protective clothing results in an unusual degree of dis-

Work Situation

Repairing and/or cleaning of sewage pumps, tanks, digesters, wet
wells, grit channels, and sludge beds. Included is the repair of sludge
collectors, sewage gas equipment, valves, internal and external
chlorine discharge lines, automatic float controls, and plant auxiliaries
which have been submerged in or are covered with sludge, grease, and
undigested sewage. (Employees in the classification of Sewage Disposal
Plant Operator and their supervisors are excluded.

Unit
Position Authorized to

Approve Payment

Sewage Disposal Branch Sewage Disposal Plant
Operator Foreman

Sewage Disposal Plant
Operator General Foreman

Plumbing & Heating Section Pipefitte r Foreman
Pipefitter General Foreman

Metal Working Section Sheet Metal Mechanic Foreman
Sheet Metal Mechanic General
Foreman

Repair of ,chemical pumps, gravity and pressure filters, zeolite and

spyractor softeners, transmitting equipment, valves, reservoirs, and
associated equipment where there is exposure to excessive amounts of

rust, scale, grease, and oil. (Employees in the classification of Water
Treatment Plant Operator, Helper, and their supervisors are excluded. )

Water Treatment Branch Water Treatment Plant
Operator Foreman

Water Treatment Plant
Operator General Foreman

Repair of instruments and controls in the steam, water, and sewage
plants. Involved is work on coal conveyors, elevators, stacks,

breaching, oil controls, chemical pumps, filters, transmitters,

hydraulic and pneumatic valves, and plant auxiliaries which subject
the employee to having body and clothing covered with soot, cinders,

grease, oil, sludge, rust, and scale. Applicable only to employees
classified as Intrument Mechanic.
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Unit
Position Authorized to

Approve Payment

Steam Generation Branch Boiler Plant Operator Foreman
Boiler Plant Operator General
Foreman

Water Treatment Branch Water Treatment Plant
Operator Foreman

Water Treatment Plant
Operator General Foreman

Sewage Treatment Branch Sewage Disposal Plant
Operator Foreman

Sewage Disposal Plant
Operator General Foreman

Work Situation

Cleaning coal, grease, oil, and cinders from pits, cleaning boilers

(fire and water side), stacks, breaching, ducts, and o[[ spillage, and
repairing coal conveyors and elevators.

Steam Generation Branch Boiler Plant Operator Foreman
Boiler Plant Operator General
Foreman

Operating such equipment as bulldozers, cranes, front-end loaders,
and under-,track loaders in handling coal at Steam Generation Plants.

Heavy Equipment Section Transportation General
Foreman

Heavy Mobile Equipment
Mechanic Foreman

Cleaning and/or repairing boilers, coal handling equipment, and other
boiler plant equipment and machinery.

Steam Generation Branch Boiler Plant Operator Foreman
Boiler Plant Operator General
Foreman

Metal Working Section Sheet Metal Mechanic Foreman
Sheet Metal Mechanic General
Foreman
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Installing vibrators and signal lights over coal chutes and coal ducts

and performing recurring and preventative maintenance to switch gear,
magnets, conveyor, .and other electrical equipment in the Central

Heating Plant.

Position Authorized to

Unit Approve Payment

Electric Section Electrician Foreman
Electrician General Foreman

Steam Generation Branch Boiler Plant Operator Freman
Boiler Plant Operator General
Foreman

Working in manholes at the Marine Corps Base and Marine Corps Air

Station (Helicopter) installing, splicing and repairing electrical cable

when subjected to accumulations of mud, grease and water.

Electric Section Electrician Foreman
Electrician (High Voltage)
Foreman

Electrician General Foreman

Repairing insulation on cooling and refrigerant lines using emulsion

type asphalt and erection plastic.

Cold St6rage Branch Air Conditioning Equipment
Mechanic Foreman

Utilities General Foreman

Cleaning of hot water boilers and forced warm air furnaces in the

housing areas. (Employees in the classifications of Heating Equipment
Mechanic and Gas Appliance Repairer are excluded.

Plumbing & Heating Section Plumber Foreman
Pipefitter Foreman
Pipefitter General Foreman

Emergency Service Branch Maintenance Foreman
Maintenance General Foreman

Pulling, repairing, and installing deep well water pumps.
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Pos ition Authorized to

Approve Payment

Plumbing & Heating Section Plumber Foreman
Pipefitter General Foreman

Work Situation

Removing and replacing the oil heating coil in the oil storage tank
S-1701.

Plumbing 8 Heating Section Plumber Foreman
Ptpefitter Foreman
Pipefitter General Foreman

Cleaning of oil space heaters.

Repairs involving the disassembly and reassembly of gas fire rotating
bake ovens located [n the dining facilities at Marine Corps Base and
Marine Corps Air Station (Helicopter).

Metal Working Section Sheet Metal Mechanic Foreman
Sheet Metal Mechanic General
Foreman

Using tar t,o install cork in the reefers at mess halls throughout the
Base.

Refrigeration Section Air Conditioning Equipment
Mechanic Foreman

Electrician General Foreman

Installation of metal components in the immediate vicinity of roofing
operations that require coming into contact with hot tar and asphalt.

Metal Working Section Sheet Metal Mechanic Foreman
Sheet Metal Mechanic General
Foreman

Handling or working with creosote treated materials and/or wood
treating chemicals (caustics).
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Position Authorized to
Approve Payment

Maintenance General Foreman
Chief of Public Works Service

Carpentry Section Carpenter Foreman
Carpenter General Foreman

Work Situation

Repair of roofs involving the use of hot tar and hot asphalt roofing
materials.

Construction of wood staging in boilers at the heating plants.

Carpentry Section Carpenter Foreman
Carpenter General Foreman

Installing polyethylene in the crawl space under public quarters.

Carpentry Section Carpenter Foreman
Carpenter General Foreman

Roads Grounds Section Maintenance Foreman
Maintenance General Foreman

l{eplacing or repairing refractory in boilers throughout the Marine

Corps Base and Naval legional Medical Center.

Masonry Section Mason Foreman

Public Works Service (NRMC) Maintenance General Foreman
Chief of Public Works Service

Working in pits, manholes, or tunnels repairing, rebuilding, or

modifying the masonry features.

Masonry Section Mason Foreman

Painting the interior of Boiler Plants including pipes, boilers, railings,
and other interior structures.
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Position Authorized to
Unit Approve Payment

Paint Section Painter Foreman
Painter General Foreman

Work Situation

Cleaning dumpmasters, dumpster containers, and other garbage collec-
tion vehicles by using powdered or liquid solutions with water and
steam.- Included are the situations requiring the employee to climb into
the body to remove debris or to reach into dumpster container to scrape
and clean debris and spray with insecticide. (Employees in the classi-
fication of Equipment Cleaner are excluded. )

Roads & Grounds Section Sanitation Foreman
Ground Structures Foreman
Ground Structures General
Foreman

Working with hot asphalt in the paving and/or repair of roads and
parking lots. (Employees in the classification of Asphalt Worker are
excluded.

Cleaning the underground steam tunnel near Building 1.700.

Operating a farm type tractor, without a cab, to the front of which is
mounted an unshielded sweeper.

Removal and hauling of sludge from drying beds at Sewage Disposal
Plants.

Working in ditches or pits to remove straw or matting after spills of
#6 o11 have been blocked.

Roads & Grounds Section Ground Structures Foreman
Ground Structures General
Foreman

ENCLOSURE (3)

i0



BO 12532.

Work Situation

Operating dumpmaster garbage vehicles when liquid filth has spilled
out of the dumpster container onto the cab of the vehicle as the con-
tainer is being lifted over the top of the vehicle for emptying causing
contact with the filth when entering or exiting the cab.

Operating engineering equipment to spread, compact and cover garbage,
trash and debris being disposed of at the landfill.

Working at landfill spotting trucks for unloading and checking contents
for items that should go to the salvage lot.

Unit
Position Authorized to

Approve,, Payment

Sanitation Se ction Sanitation Foreman
Ground Structures General
Foreman

Using power chain saws to fell and cut up trees subjecting the employee
to oil spray mixed with dirt and saw dust. Included is the handling of
tree branches and cut wood subjecting the employee to smut and tur-

pentine accumulations to clothes.

Landscape Maintenance Section Grounds Foreman
Superv[sory Ar chitecture
Technician

Ground Structures General
Foreman

Roads & Grounds Section Ground Structures Foreman
Ground Structures General
Foreman

Exposure to flying dust, dirt and wood chips while operating the stump
cutter.

Landscape Maintenance Section Grounds Foreman
Super visory Architecture
Technician

Ground Structures General
Foreman
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Work Situation

Termite control operations requiring the employee to crawl under
buildings to dig trenches and apply the insecticide around the foundation
where the soil varies from extremely dry to extremely wet.

Larvaciding with oil and oil base formulations utilizing a backpack with
hand spray.

Unit
Position Authorized to

App .r.o ve Payment

Insect Vector Control Section Pest Controller Foreman
Pest Controller General
Foreman

Repairing or servicing of bulldozers, scrapers, loaders, or other
engineering equipment used at the Sanitary Landfill.

Repair of engineering equipment or vehicles being used in cleaning the
sewage sludge beds.

Spraying motor oil and #6 fuel oil on roads and parking lots to control
dust and erosion.

Heavy Equipment Section Transportation General
Foreman

Heavy Mobile Equipment
Mechanic Foreman

Loading and unloading automotive vehicles, tanks, engineering equip-
ment, and similar items where there is exposure to dirt, mud, and
grease on the working surfaces and the item handled, to dust and dirt
driven by high winds, and to muddy conditions of unimproved staging
areas.

Shipping Unit (BMatBn) Blocker & Bracer Foreman
Blocker & Bracer General
Foreman
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Work Situation

Working in open Storage Lot #201 when subjected to very muddy
conditions, blowing dirt, or to excessive soil to body and clothing
handling heavy items covered with grease, oil or creosote.

Un[t
Position Authorized to
Appro .re Payment

Shop Stores Branch Supervisory Supply Technician
Supervisory Ge ne ral Supply
Specialist

Work performed by Motor Vehicle Operators at the Fuel Farm when
subjected to excessive oil and dirt when reeling in of dispensing hoses
and getting wet from spillage when filling tank trucks or from fuel
blown from fuel tanks being filled as a result of pressure build-up.

Fuel Farm (BMatBn) NCOIC, Fuel Farm
Supervisory Supply Technician

Assignments in the Preservation Plant to steam clean as a part of the
prodess of stripping and treating including that performed on items that
are not immersed.

Cleaning, preserving, and preparing tanks, LVTs, bulldozers, and
similar items for shipment.

Preservation, Packaging
Packing Branch

Preservation Mechanic
Foreman

Supervisory Preservation &
Packaging Spe cialist

(3) Fibrous Glass Work. See reference (a) for definition. The

pay differential for this category is $. 47 per hour (6% of WG-10 Step
Z).

Work Situation

Performing work when directly exposed to irritating types of insulation

such as spunglass, rockwool, and similar materials.

13
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Unit

Electric Section
Electric Distribution Section

Refrig/Air Conditioning Section

Position Authorized to
Approve Payln.e nt

Electrician Foreman
Electrician (High Voltage)
Foreman
Air Conditioning Equipment
Mechanic Foreman

Electrician General Foreman

(4) .High Voltage Electrical Energy. See reference (a) for
definition. The differential for this category is $3.93 per hour (50%
of WG-10 Step 2).

Work Situation

Working on energized electrical lines rated at 4,160 volts or more
which are suspended from utility poles or towers, when adverse
weather conditions exist such as steady rain, high winds, icing,
lightning or similar environmental factors that make the work unusually
hazardous.

Unit

Electrical Distribution Section

Position Authorized to
Approve Payment

Electrician (High Voltage)
Foreman

Electrician General Foreman

(5) High Work. See reference (a) for definition. The pay
differentia for this category is $1.96 per hour (25% of WG-10 Step Z).

Work Situation

Climbing to top of elevated water tanks 100 feet or more above the
ground to repair or replace obstruction lights.

Position Authorized to
Unit .Approve Payment

Electrical Distribution Section Electrician (High Voltage)
Foreman

Electrician General Foreman

Climbing or working on electric distribution or telephone poles under

adverse conditions such as darkness, steady rain, high wind, lightning,
ice, and snow when using either climbing hooks or bucket at the end of

a truck mounted boom.
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Position Authorized to
Approve Payment

Electrical Distribution Section Electrician (High Voltage)
Foreman

Electrician General Foreman

Telephone Division Cable Splicer (Comm)
Foreman

Telephone Officer

Work Situation

Working from boatswain chair repairing electrical wiring and replacing
lights on ballfields at the Marine Corps Base and Marine Corps Air
Station (He licopte r).

Replacing obstruction lights on top of hangars at Marine Corps Air
Station (Helicopter).

Electric Section Electrician Foreman
Electric Distribution Section Electrician (High Voltage)

Foreman
Electrician General Foreman

Working from swinging stage, boatswain chair, or similar support for

which there are not adequate guard rails or similar protective facilities

while making repairs to inside of boilers or coal elevator.

Steam Generation Branch Boiler Plant Operator Foreman
Boiler Plant Operator General
Foreman

Making repairs to or painting of the steeple domes and emblems on the

Chapels (Buildings 16 and 17) involving the use of a .long boom crane

and special boatswain chair.

Paint Shop Painter Foreman
Painter General Foreman

Metal Working Section Sheet Metal Mechanic
Foreman

Sheet Metal Mechanic General
Foreman
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Work Situation

Working from ladders (.0 30 feet) with unsure footing (wet, soft, or
unlevel earth} to clean gutters and downspouts on buildings throughout
the Base.

Unit
Position Authorized to

Approve Payment

Roads & Grounds Section Ground Structures Foreman
Ground Structures General
Foreman

Working from a ladder, up to 25 feet, using hand and powered saws to
remove tree branches overhanging roofs of building or interfering with
power and communication lines.

Climbing trees above 25 feet, without a ladder, using spurs, safety
belts, and climbing ropes to remove tree branch by use of hand and
powered saws.

Working from a hydraulic lift bucket mounted on an aerial truck in
close proximity to power lines trimming or removing trees.

Tree trimming or removal which requires the employee to leave the
bucket and climb into the tree and move back and fo.rth between the
bucket and tree being trimmed or removed.

Landscape Maintenance Section Supervisory Architecture
Technician

Ground Structures General
Foreman

Performing electrical and/or mechanical repairs and maintenance of
overhead cranes at Buildings 45, 901, andA-Z (Marine Corps Base}
and hangars at Marine Corps Air Station (Helicopter) which require
climbing unenclosed ladders to cranes, working from cat walks,
climbing across rails, or working from the crane track without guard
rails.
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Unit
Position Authorized to

Approve Payment

Electric Section
Electric Distribution Section

Electrician Foreman
Electrician (High Voltage)
Foreman

Electrician General Foreman

Heavy Equipment Section Heavy Mobile Equipment
Mechanic Foreman

Transportation General
Foreman

Work Situation

Repairing and servicing of the Intra-Coastal Waterway Bridge involving
working over the water in a basket suspended by cables attached to the
understructure at each end, working from unenclosed cat walks or

scaffolding, and climbing ladders over the water.

Heavy Equipment Section Heavy Mobile Equipment
Mechanic Foreman

Transportation General
Foreman

Working on the Master Antenna System involving climbing the tower or

water tanks to heights of 75 to 125 feet.

Base Communications-Electronics Maintenance Officer
Assistant Communications-
Electrorlics Officer

Communications-Ele ctronics
Office r

(6) Hot Work. See reference (a) for definition. The pay differ-

ential for this category is $. 31 per hour (4% of WG-10 Step

Work Situation

Working in confined spaces cleaning or making repairs to interior of

boilers, steam tunnels, and steam pits including the repair or replace-
ment of insulation in such locations when the temperature exceeds 110
Fahrenhe it.
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Unit
Position Authorized to

Approve Payment

Steam Generation Branch Boiler Plant Operator Foreman
Boiler Plant Operator General
Foreman

Pipefitting Shop Pipefitte r Foreman
Pipefitter General Foreman

Metal Working Section Sheet Metal Mechanic Foreman
Sheet Metal Mechanic General
Foreman

Work Situatio n

Working in confined spac_es such as attics and steam pits when the
temperatures exceed 110 Fahrenheit installing or repairing electrical
wiring, air conditioning.or refrigeration equipment, etc.

Electric Section Electrician Foreman
Air Conditioning Equipment
Mechanic Foreman

Electrician General Foreman

(7) Unshored Work. See reference (a) for definition. The pay
differential for this category is $1.96 per hour (Z5% of WG-10 Step Z).

Work Situation

Working on water, sewer, and steam lines when the work is performed
adjacent to the walls of unshored excavations at depths greaterthan
feet (except when the walls have been graded to the angle of repose).
The work must also be performed at a distance from the wall which is

less than the height of the wall.

Unit
Position Authorized to

Appro ve Payment

Plumbing & Heating Section Plumber Foreman
Pipefitter Foreman.
Pipefitter General Foreman

Roads & Grounds Section Ground Structures Foreman
Ground Structures General
Foreman

Carpenter Shop Carpenter Foreman
Carpenter General. Foreman
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(8) Welding, Cutting or Burning in Confined Spaces. The pay
differentia[ for this category is $. 47 per hour (6% of WG-10 Step Z).
Definition: Welding, cutting, or burning within a confined space which

necessitates working in a horizontal or nearly horizontal position, under

conditions requiring egress of at least 14 feet over and through obstruc-

tions including: (I) access openings and baffles having dimensions whk:h

greatly restrict movements, and (Z) irregular inner surfaces of the

structure or structural components.

Work Situation

Performing such work in confined spaces such as steam and mud drains,

digester and clarlfier tanks, filters, lime tanks and softeners. Included

is work inside boilers in areas such as air heaters and furnaces.

Unit

Position Authorized to
Appro ve Payment

Sewage Treatment Branch Sewage Disposal Plant
Operator Foreman

Sewage Disposal Plant
Operator General Foreman

Water Treatment Branch Water Treatment Plant
Operator Foreman

Water Treatment Plant
Operator General Foreman

Steam Generating Branch Boiler Plant Operator Foreman
Boiler Plant Operator General
Foreman

Performing welding, cutting or burning work inside of the M-60 tank or

underneath tracked vehicles, when such vehicles have not been raised

above ground or floor level.

Welding Shop
Maintenance Cadre (BMatBn)

Shop Officer

b. Situations payable on a shift basis (see paragraph 6 for pay com-

putation in relation to time payable on a shift basis):

(1) Asbestos. See reference (a) for definition. The pay differen-

tial for this category is $. 63 per hour (8% of WG-10 Step 2).

Work Situation

Exposure to dust created by cutting asbestos insulation panels on fur-

naces, using power saw in preparation for installation of switches.
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Unit
Position Authorized to

Approve Payment

Electric Section Electrician Foreman
Electrician General Foreman

(2) .Explosives & Incendiary Material Low Degree Hazard. See
reference (a) for definition. The pay differential for this category is
$. 31 per hour (4% of WG-10 Step Z).

Work Situation

Loading, unloading, packing, repacking, segregating, and hauling
ammunition.

Unit
Position Authorized to

Approve Payment

Ammunition Branch (BMatBn) Warehouseman General
Foreman

OIC, Ammunition Branch

All operations involving regrading, plowing fire lanes, and similar
activities within artillery ranges and impact areas containing unex-
ploded ordnance.

Heavy Equipment Section Transportation General
Foreman

Heavy Mobile Equipment
Mechanic Foreman

Loading, unloading, and hauling high explosives, demolition, and
incendiary materials and ammunition other than small arms.

Motor Transport Motor Vehicle Operator
Operations Branch General Foreman

Assistant Motor Transport
Office r

Personnel performing maintenance work on ammunition storage maga-
zines while other workers are either loading or unloading live ammu-
nition or explosives other than small arms from the same magazine.

Metal Working Section Sheet Metal Mechanic Foreman
Sheet Metal Mechanic General
Foreman
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Work Situation

Securing a variety of types of ammunition other than small arms inside
railcars, vans, and trucks by means of braces, blocks, and partitions.

Unit
Position Authorized to

Approve Payment

Traffic Branch (BMatBn) Blocker Bracer Foreman
Blocker & Bracer General
Foreman

(3) Explosives & Incendiary Material High Degree Hazard. See
reference (a) for definition. The pay differential for this category is

$. 63 per hour (8% of WG-10 Step Z).

Work Situation

Performing maintenance work on ammunition storage magazines while

other workers are performing work such as visual inspection, repair,
minor rework in accordance with Naval Ammunition Reclassification
releases, and segregation and preparation of unserviceable or defective

ammunition in the immediate area of the maintenance work.

Unit

Position Authorized to
Approve Payment

Metal Working Section Sheet Metal Mechanic Foreman
Sheet Metal Mechanic General
Foreman

Performing duties involving the visual inspection, repair, and minor

rework of ammunition in accordance with Naval Ammunition Reclassi-

fication releases, segregation and preparation of unserviceable and

defective ammunition for detonation or deep water dumping, preparation
of ammunition for air shipment, and handling, unpacking, and mounting
missile type ammunition for testing.

Ammunition Branch (BMatBn} Warehouseman General
Foreman

OIC, Ammunition Branch

(4) Poisons (Toxic Chemicals} High Degree Hazard. See
reference (a) for definition. The pay differential for this category is

$. 63 per hour (8% of WG-10 Step Z).
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Work Situation

Handling, mixing, transporting, applying, or working in close proximity
to highly toxic chemicals in concentrated form.

Unit
Position Authorized to

Approve Payment

Insect Vector Control Section Pest Controller Foreman
Pest Controller General
Foreman

Public Works Service (NRMC) Maintenance General Foreman
Chief of Public Works Service

(5) Poisons (Toxic Chemicals) Low Degree Hazard. See
reference (a) for definition. The pay differential for this category is
$. 31 per hour {4% of WG-10 Step Z).

Work Situation

Handling, applying, or working in close proximity to highly toxic
chemicals in diluted form. (Larvaciding using #2 fuel oil and a

spreading agent such as Triton is excluded.

Unit
Position Authorized to

Approve Payment

Insect Vector Control Section Pest Controller Foreman
Pest Controller General

Foreman

Public Works Service {NRMC) Maintenance General Foreman
Chief of Public Works Service

Operating engineering equipment in the disposal of toxic chemicals
under the supervision of the Base Safety Officer or other competent
indi vidual.

Heavy Equipment Section Transportation General
Foreman

Heavy Mobile Equipment
Mechanic Foreman

Working in battery shop when exposed to unusual degree of discomfort
from battery fumes.
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Unit

Battery Shop (BMT)

Position Authorized to
Approve Payment

Automotive Mechanic
Foreman

(6) Firefighting Low.Degree Hazard. See reference (a) for

definition. The pay differential for this category is $. B1 per hour (4%
of WG-10 Step Z).

Work Situation

Participating or assisting in firefighting operations at the immediate

fire scene not covered by subparagraph (7) below.

Unit

Position Authorized to
Approve _payment

Natural Resources &
Environmental Affairs Division

Forester (Administration)
Supervisory Forester

Heavy Equipment Section Transportation General
Foreman

Heavy Mobile Equipment
Mechanic Foreman

(7) Firefihting High Degree Hazard. See reference (a) for

definition. The pay differential for this category is $1.96 per hour

(25% of WG-IO Step 2).

Work Situation

Engaged in fighting forest fires on the fire line by operating engineering
equipment to plow fire lanes, using hand tools or waterhose in direct

contact with the fire or standing by on an unsecured fire line to prevent
spot over when exposed to smoke inhalation, extreme heat, or being

trapped behind the fire.

Unit

Position Authorized to
Approve Payme nt

Natural Resources &
Environmental Affairs Division

Forester (Administration)
Supervisory Forester

Heavy Equipment Section Transportation General
Foreman

Heavy Mobile Equipment
Mechanic Foreman

Z3

ENCLOSURE (3)
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10. Night Shift Differentials. Trades and labor employees will re-
ceive additional pay for shift work at the following rates:

Second Shift
Third Shift

7 I/2% of Schedule Rate
1 0% of Schedule Rate

The cited rates are payable for work performed during hours defined
as follows:

a. An authorized night shift differential of seven and one-half
percent will be paid for the entire shift when five or more hours of the
employee’s regularly scheduled nonovertime hours of work fall between
the hours of 3 p.m. and midnight.

b. An authorized night shift differential of ten percent will be paid
for the entire shift when five or more of the employee’s regularly
scheduled nonovertime hours of work fall between the hours of I1 p.m.
and 8 a.m.

ENCLOSURE (3)
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LIST OF AUTHORIZED IATINGS FOR MARINE CORPS BASE

NONSUPERVISORY
Occupational Code

and Grade

Air Conditioning Equipment Mechanic

Air Conditioning Equipment Mechanic Helper
Air Conditioning Equipment Operator
Air Conditioning Equipment Operator Helper
Asphalt Worker
Asphalt Worker (Leader)
Automotive Mechanic
Automotive Mechanic Helper
Automotive Repair Inspector
Automotive Worker
Blocker and Bracer
Boatbuilder (Foreman)
Boiler Plant Equipment Mechanic
Boiler Plant Operator

Boiler Plant Operator Helper
Bridge Operator
Building Maintenance Inspector

Cable Splicer (Communications)
Carpe nte r

Carpenter Helper
Carpentry ,Worker
Carpet Cleaner
Cement Finisher
Coal Handling Equipment Operator
Crane Operator
Electrical Equipment Repairer

Electrical Systems Inspector (Public Works)
Electrical Worker (High Voltage)
Electrician

Electrician Helper
Electrician (High Voltage)

Electrician (High Voltage) Helper
Electrician (Communications Distribution Systems)
Electronic Measurement Equipment Mechanic
Electronics Mechanic

WG-5306-08
WG-5306-10
WG-5306-05
WG-5415-10
WG-5415-05
WG-3653-05
WG-3653-07
WG-58Z3-10
WG-58Z3-05
WG-58Z3-11
WG-58Z3-08
WG-460Z-08
WG-4603-10
WG-5309-10
WG-540Z-07
WG-540Z-09
WG-540Z-11
WG-540Z-05
WG-5430-08
WG-4749- 10
WG-4749- 11
WG-?504- 10
WG-4607-07
WG-4607-09
WG-4607-05
WG-4607-07
WG-7301-05
WG- 360;’.- 08
WG-541Z-06
WG-57Z5-09
WG-Z854-09
WG-Z854-10
WG-ZS05-11
WG-Z810-08
WG-ZS05-08
WG-ZS05-10
WG-Z805-05
WG-ZS10-08
WG-ZS10-10
WG-ZS10-05
WG-Z508-10
WG-Z60Z-lZ
WG-Z614-11
WG-Z614-1Z

ENCLOSURE (4)
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NONSUPERVISORY

Engineering Equipment Operator

Equipment Cleaner
Equipment Mechanic
Equipme nt Repaire r
Fork Lift Operator
Fuel Distribution System Worker
Gas Appliance Repairer
General Equipment Inspector
Glazier
Heating Equipment Mechanic
Heavy MobHe Equipment Mechan[c
Heavy Mobile Equipme nt Mechanic Helper
Heavy Mobile Equipment Repair Inspector
Housekeeping Aid
Instrument Mechanic

Insulator
Janitor
Laborer

Laundry Equipment Repairer
Laundry Machine 0.erator

Laundry Worker

Locksmith
Machinist
MaintenanCe Mechanic
Maintenance Scheduler (General)
Mason
Meatcutter
Meat Packager
Meatcutting Worker
Milling Worker
Mobile Equipment D[spatcher
Mobile Equipment Servicer

Mobile Equipment Metal Mechanic
Motor Vehicle Operator

Office Appliance Repairer

Optical Instrument Repairer

ENCLOSURE (4)

2

Occupational Code
and Grade

WG-5716-08
WG-5716-I0
WG-7009-04
WG-535Z-10
WG-535Z-08
WG-5704-05
WG-5413-08
WG-5301-08
WG-6901-07
WG-3Z03-09
WG-5309-08
WG-5803-I0
WG-5803-05
WG-5803-II
WGa3566-0Z
WG-3359-I0
WG-3359-II
WG-4Z03-10
WG-3566-0Z
WG-350Z-0Z
WG-350Z-0
WG-5317-08
WG-7305-03
WG-7305-05
WG-7304-01
.WG-7304-0Z
WG-5311-09
WG-3414-I0
WG-4749-09
WD-6701-07
WG-3603-I0
WG-7407-08
WG-7465-0Z
WG-7407-05
WG-4618-09
WG-5701-08
WG-5806-05
WG-5806-06
WG-3809-I0
WG-5703-05
WG-5703-06
WG-5703-07
WG-5703-08
WG-4806-07
WG-4806-09
WG-3306-II



NONSUPERVISORY

Packe r
Packing Inspector
Painte r
Painter Helper
Pest Controller

Pipefltte r

P[pefitte r HeIpe r
Piping Systems Inspector (Public Works)
Planner and Estimator (Electrician)
Planner and Estimator (General)
Plasterer
Plasterer Helper
Plumber

Plumber Helper
Plumbing Worker
Preservation Ser vlcer
Pre se rvat[on Packager
Presser
Saw File r
Sewage Disposal Plant Operator

Sewing Machine Operator
Sheet Metal Mechanic
Sheet Mets,l Worker
Shop Planner (General)
Shop Trainee (See enclosure (1) to basic Order)
Sign Painter
Small Arms Repairer
Store Worker

Swimming Pool Operator
Telephone Mechanic

Telephone Worker
Tools and Parts Attendant

Toolroom Mechanic
Tractor Operator

Upholsterer
Warehouseman

BO 12532.15
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Occupa tional Code
and Grade

WG-700Z-04
WG-700Z-08
WG-410Z-09
WG-4102-05
WG-5026-06
WG-5026-08
WG-4Z04-08
WG-404-10
WG-4Z04-05
WG-4Z04-11
WD-2805-08
WD-6701-08
WG-3605-09
WG-3605-05
WG-4Z06-07
WG-4Z06-09
WG-406-05
WG-4Z06-07
WG-7006-07
WG-7004-06
WG-7306-02
WG-481Z-09
WG-5408-05
WG-5408-09
WG-5408-10
.WG-3111-03
WG-3806-10
WG-3806-08
WD-6701-05

WG-4104-09
WG-6610-08
WG-760Z-04
WG-760Z-05
WG-hZ06-08
WG-Zh0Z-10
WG-Zh0Z-II
WG-Zh0Z-09
WG-6904-04
WG-6904-05
WG-4801-08
WG-5705-05
WG-5705-06
WG-3106-09
WG-6907-04
WG-6907-05
WG-6907-06

ENCLOSURE (4)
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Warehouseman
Warehouseman (Foreman)
Water Treatment Plant Operator
Water Treatment Plant Operator Helper
Welder

Wood Craftsman (Foreman)
Wood Worker

LEADER

Boiler Plant Equipment Mechanic Leader
Electrician Leader
Housekeeping Aid Leader
Laundry Worker Leader

Meatcutter Leader
Preservation Servicer Leader
Presser Leader
Sto’e Worker Leader
Warehouseman Leader

SUPERVISORY

Foreman

Air Conditioning Equipment Mechanic Foreman (I0).

Automotive Mechanic Foreman (I0)

Blocker and Bracer Foreman (8)

Boiler Plant Operator Foreman (11)

Building Maintenance Inspector Foreman (i0)
Cable Splicer (Comm) Foreman (10)
Carpenter Foreman (9)
Electrician Foreman (10)
Electrician (High Voltage) Foreman (10)
Electronics Mechanic (Crypto) Foreman (lZ)
General Equipment Inspector Foreman (7)
Grounds Foreman (7)
Ground Structures Foreman (7)
Heavy Mobile Equipment Mechanic Foreman (i0)

ENCLOSURE (4)

Occupational Code
and Grade

WG-6907-07
WG-6907-07
WG-5409-10
WG-5409-05
WG-3703-08
WG-3703-10
WG-4605-10
WG-4604-05
WG-4604-07
WG-4604-08

WL-5309-I0
WL-2805-I0
WL-3566-0Z
WL-7304-01
WL-7304-0Z
WL-7407-08
WL-7006-07
WL-7306-0Z
WL-760Z-05
WL-6907-05
WL-6907-06

WS-5306-09
WS-5306-I0
WS-5823-09
WS-5823-10
WS-460Z-06
WS-460Z-08
WS-5402-09
WS-540Z-I2
WS-4749-09
WS-2504-I0
WS-4607-09
WS-2805-I0
WS-2810-09
WS-2619-II
WS-6901-06
WS-4701-06
WS-4701-07
WS-5803-I0



SUPERVISORY

Foreman

Laundry Machine Operator Foreman (5)
Maintenance Foreman (10)
Maintenance Foreman (9)
Maintenance Foreman (I0)

Maintenance Mechanic Foreman (9)
Mason Foreman (10)
Meatcutter Foreman (8)

Mobile Equipment Metal Mechanic Foreman (I0)
Motor Vehicle Operator Foreman (7)
Office Appliance Repairer Foreman (9)
Painter Foreman (9)
Pest Controller Foreman (8)

Pipefitter Foreman (10)
Plasterer Foreman (9)
Plumber Foreman (9)
Preservation Servicer Foreman (7)

Sanitation Foreman (7)
Sewage Disposal Plant Operator Foreman (9)
Sheet Metal Mechanic Foreman (10)
Store Worker Foreman (5)

Supervisory Planner & Estimator (General)
Supervisory Shop Planner (General)
Teletype Equipment Mechanic Foreman (10)
Warehouseman Foreman (5)

Warehouseman Foreman (6)

Water Treatment Plant Operator Foreman (9)
Wood Worker Foreman (8)

General Foreman

Automotive Mechanic General Foreman (10)
Blocker and Bracer General Foreman (8)
Boiler Plant Operator General Foreman (11)
Carpenter General Foreman (9)
Electrician General Foreman (10)
Ground Structures General Foreman (7)
Ground Structures General Foreman (I0)

BO IZ53Z. iJ
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Occupational Code

and Grade

WS-7305-04
WS-4701-07
WS-4701-08
WS-4701-09
WS-4701-10
WS-4749-08
WS-3603-09
WS-7407-07
WS-7407-08
WS-3809-09
WS-5703-08
WS-4806-08
WS-410Z-09
WS-50Z6-07
WS-5026-08
WS-4Z04-10
WS-3605-09
WS-4Z06-09
WS-7006-06
WS-7006-07
WS-SZ01-07
WS-5408-10
WS-3806-08
WS-760Z-03
WS-7602-05
WN-6701-07
WN-6701-04
WS-ZS09-09
WS-6907-04
WS-6907-05
WS-6907-04
WS-6907-05
WS-6907-06
WS-5409-10
WS-4604-08

WS-5823-1Z
WS-460Z-10
WS-540Z-13
WS-4607-12
WS-ZS05-1Z
WS-4701-11
WS-4701-15

ENCLOSURE (4)
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General Foreman

Laundry General Foreman (5)
lVIaintenance General Foreman (I0)

Motor Vehicle .Operator General Foreman (8)
Painter General Foreman (9)
Pest Controller Genera[ Foreman (8)
Pipefitter General Foreman (10)
Sewage Disposal Plant Operator General Foreman {9)
Sheet Metal Mechanic General Foreman (10)
Transportation General Foreman {10)
Utilities General Foreman (11)
Water Treatment Plant Operator General Foreman (9)
Warehouseman General Foreman {5)

Occupational Code
and Grade

WS-7301-08
WS-4701-I4
WS-4701-15
WS-5703-11
WS-410Z-ll
WS-5026-09
WS-4Z04-1Z
WS-5408-11
WS-3806-I 1
WS-4701-1Z
WS-4701-15
WS- 5409- 11
WS- 6907-07

ENCLOSURE (4)
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LIST OF AUTHORIZED RATINGS FOR
MARINE CORPS AIR STATION (HELICOPTER)

NONSUPERVISORY
Occupational Code

and Grade

Aircraft Worker
A[rcraft P,efue le r
Electronics Integrated Systems Mechanic
Electronics Mechanic

Equipment Mechanic
Fuel Distribution System
Warehouseman

Worker

WG-885Z-08
WG-5768-08
WG-Z650-1Z
WG-Z614-08
WG-Z614-11
WG-535Z-10
WG-5413-08
WG-6907-06

LEADER

Aircraft Refueler Leader
Electronics Mechanic Leader
Fuel Distribution System Worker Leader
Warehouseman Leader

WL-5768-08
WL-Z614-11
WL-5413-08
WL-6907-06

FOREMAN

Electronics Mechanic Foreman (1I) WS-Z614-11
Electronics Integrated Systems Mechanic Foreman (IZ)WS-Z650-I1

ENCLOSURE (5)
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LIST OF AUTHORIZED RATINGS FOR
NAVAL REGIONAL MEDICAL CENTER

NONSUPERVISORY
Occupational Code

and Grade

Air Conditioning Equipment Mechanic
Automoti ve Mechanic
Automotive Mechanic Helper
Carpenter
Carpenter Helper
Cook

Electrician
Food Service Worker

Housekeeping Aid
Laborer
Laundry Machine Operator
Laundry Worker
Motor Vehicle Operator
Motor Vehicle Operator (Leader)
Painte r
Painter Helper
Pest Controller
Pipefitter
Planner & Estimator (General)
Plasterer
Plumber
Plumber Helper
Plumbing Worker
Sewing Machine Operator
Warehouseman

Welder

LEADER

WG-5306-10
WG-5823-10
WG-5823-05
WG-4607-09
WG-4607-05
WG- 7404- 05
WG- 7404- 08
WG-2805-10
WG-7408-01
WG-7408-02
WG-7408-03
WG-7408-04
WG-3566-02
WG-3502-02
WG-7305-05
WG-7304-01
WG-5703-06
WG-5703-06
WG-4102-09
WG-4102-05
WG-5026-09
WG-4204-10
WD-6701-08
WG-3605-09
WG-4206-09
WG-4206-05
WG-4206-07
WG-3111-04
WG-6907-04
WG-6907-05
WG-6907-06
WG-3703-10

Food Service Worker Leader
Housekeeping Aid Leader
Warehouseman Leader

WL- 7408- 0Z
WL-3566-0Z
WL-6907-06

SUPERVISORY

Carpenter Foreman
Cook Foreman

WS-4607-06
WS-7404-08

ENCLOSURE (6)
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Foreman

Electrician Foreman (10)
Housekeeping Aid Foreman (2)
Laundry Machine Operator Foreman (5)
Painter Foreman (9)
PipefLtter Foreman (10)
Warehouseman Foreman (5)

Genera[ Foreman

Cook General Foreman (8)
Maintenance General Foreman (I0)

Occupational Code
and Grade

WS-2805-07
WS-3566-0Z
WS-7305-05
WS-410Z-06
WS-4204-07
WS-6907-03

WS-7404-II
WS-4701-1Z

ENCLOSURE (6)



UNITED STATES MARINE CORPS
MARINE CORPS BASE

CAMP I.EJEUNE, NORTH CAROI,INA 28542

BO 12630.IF Ch 2
CPO/RAW/smj
19 Dec 1977

BASE ORDER 12630.IF Ch 2

From:
To:

Commanding General
Distribution List

Subj: Absence and Leave for Civil Service Employees

Encl: (i) New page inserts to BO 12630.1F

i. Purpose. To transmit new page inserts and to direct pen

changes to the basic Order.

2. Action

a. Remove present pages 3 through 4a of enclosure (2),
3 through 6 of enclosure (3), i through 3 of enclosure (6),
i through 3 of enclosure (7) and replace them with the corres-

ponding pages contained in enclosure (i) hereto.

b. Page i, reference (c), change "BO 12750.IF" to read

"BO 12750.IG."

c. Page i, reference (d), change "BO 12792.1A" to read

"BO 12792.1B."

d. Page i, reference (e), add "(NOTAL)."

e. Page i, reference (f), change "BO 12335.2A" to read

"BO 12335.2B."

\ f. Page i, paragraph i, line 3 change "reference" to

references," insert "and (e)" after "(a)."

g. Page 2, paragraph 6 add at the end of the paragraph
"AWL is chargsd for the exact amount of time the employee is

absent."

h. Page 4, paragraph ii, line 3, delete "Naval Medical
,!

Field Research Laboratory.

i. Enclosure (I), page I, paragraph ig change "(fourth

Monday in October)" to read "(effective i January 1978 will

be ii November)."

J. Enclosure (3), page 2, paragraph 3b(3), line 6, insert

"every four weeks," between "leave" and "properly."
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19 Dec 1977

k. Appendix A to enclosure (3), page i, paragraph G,
llne 6, change "12792.1A" to "12792.1B."

i. Enclosure (5), page I, paragraph la(7), change the
period after "Reserve" to a comma and add "other than Tempo-
rary Reserve.

m. Enclosure (8), page i, paragraph 3, llne 13, place
a period after "excused," delete the rest of the sentence
and the following sentence and insert "The excusal will not
exceed eight hours. The employee will then be placed on an-
nual leave for any subsequent absence, provided 24 hours’
advance notice is given."

n. Enclosure (8), page 3, paragraph 8a(3), add at the
end of the paragraph "At the employee’s election, sick leave,
annual leave or leave without pay may be requested."

o. Enclosure (8), page 3, paragraph 8b, llne 2, delete
" llne 3 insert"Dispensary," and insert "Branch Clinic,

"initial" between "than" and "examination."

p. Enclosure (8), page 4, paragraph 9, at the end of
the paragraph add "No excused time is allowable for the prep-
aration of a grievance."

q. Enclosure (8), page 6, paragraph 14, delete entire
paragraph.

3. Change Notation. Significant changes contained in the
enclosures are denoted by asterisks (*) in the outer left
margin.

Chief of Staff

DISTRIBUTION:"C" less CAT III

8



Bd 12630.IF
5 Sep 1975

d. A liberal leave policy shall be followed in circum-

stances such as, but not limited to, the following:

(i) Death in the employee’s immediate family.

(2) Illness in the employee’s immediate family where

the employee’s care and attendance is required and the nature

of the illness does not permit the use of sick leave.

(3) Religious observances.

e. Normally annual leave (and leave without pay) will

not be granted when it is known in advance that an employee

is to be separated. Upon separation from Federal service,

employees are entitled to a lump-sum payment for all annual

leave credited to the employee’s leave account(s). There

are, however, situations in which the granting of leave may

be appropriate even though it is known in advance that the

employee is to be separated without a return to duty. Ex-

ceptions may be made for employees under notice of reduction

in force, to provide time for settling personal affairs to

employees entering military service, to permit career or

career-condltional employees to seek and/or continue Federal

employment, and pending approval of disability retirement or

compensation. The effective date of separation will be the

employee’s last day of work unless one of the above circum-

stances justify an exception.

4. Requiring Use of Annual Leave

a. Employees may be placed on annual leave with or with-

out their consent whenever it is necessary to do so for ad-

ministrative reasons. This discretion does not apply to a

personal disclpllnary-type situation when the employee is

ready, willing, and able to work, in which case the suspension

procedures contained in reference (c) apply. The following

are examples of situations in which an employee may be re-

quired to use annual leave, subject to the provisions of

paragraph b, below.

(i) Equipment breakdown or power failure.

(2) Lack of material.

(3) Storms, floods, and other natural phenomena.

ENCLOSURE (2)
Ch 2 (19 Dec 1977)
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(4) Temporary reduction in workload.

(5) Temporary periods when plant operation is uneco-
nomical.

(6) To reduce amnual leave accumulations.

b. In cases of interrupted or suspended operations, em-
ployees who cannot be assigned to other work will be required
to use annual leave in all cases where 24 hours’ advance
notice can be given. If a situation develops too late to
give 24 hours’ advance notice, employees who cannot be assigned
to other work will be required to use annual leave only if
notice can be given before the end of their shift immediately
preceding the one in which they are to be placed on leave.
Such involuntary use of leave may not exceed five days in any
leave year. If the advance-notice requirements cannot be
met, employees who cannot be assigned to other work shall be
excused in all instances in accordance with enclosure (8).

c. The foregoing applies only to conditions that cannot
be reasonably foreseen. Circumstances such as reduction of
leave accumulations are not considered "unforeseen." Employ-
ees required to reduce large leave balances shall be given
the maximum notice possible.

d. When the use of annual leave is directed and the em-
ployee has no annual leave available, the employee will be
granted leave without pay if he requests it. If he does not
request leave without pay, every effort will be made to as-
sign him to other duties elsewhere in the department, in
another department, or even at another activity. If this is
not possible, furlough may be used as a last resort. Cases
in which a furlough appears to be necessary will be referred
to the Civilian Personnel Office.

5. Requests for Annual Leave

a. Annual leave must be requested and approved before
theabsence begins. The supervisor will notify the employee
of the approval or disapproval of his leave request as soon
as possible prior to the first day of leave.

b. Occasions will arise during off-duty hours, however,
when absence from the Job without prior authorization may be
requested. In such cases:

ENCLOSURE (2)
Ch 2 ( 19 Dec 1977)
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(I) Employees, except persons working in areas where
24-hour coverage is required, must report reasons for such
absences to the supervisor not later than two hours after
the beginning of the work schedule on the first day of such
absence or as soon as possible thereafter.

(2) Employees working in areas where 24-hour coverage
is required will when possible give at least two hours’ notice

prior to the beginning of their work shift when they know
they will be unable to report for work. The employee is re-

sponsible for making every reasonable effort to ensure that
notification is made, to include the reason for the absence
and the estimated duration. If the employee finds that he will
be absent beyond the originally estimated time, he will re-

port this to the supervisor not later than the last day of the
originally reported absence indicating the reasons for and

anticipated length of the continuing absence.

(3) Such absences may be approved only on a tentative

basis. The notification of the reason for absence does not

mean that the leave requested will be approved since the

absence must be justified upon return to duty.

6. Status of Absent Employee when Leave was not Requested
and Approved in Advance

4a

ENCLOSURE (2)
Ch 2 ( 19 Dec 1977)
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(4) Failure to give such notices may result in the
absence being charged to another type of leave or absence
without leave as the circumstances may justify.

c. When an employee notifies his supervisor that he is

incapacitated and unable to report for work, such notice is

considered tantamount to a request for approved leave. Such

absence will be shown on the tlmecard as sick leave. The

Civil Payroll Office will carry the employee on sick leave

if available, on annual leave if sick leave is not available,
and on leave without pay if he has no annual or sick leave to

his credit. Since the employee has in effect requested ap-
proved leave, placing him on leave without pay in this case,
when no other leave is available, does not constitute placing

him on leave without pay without his consent. The employee
will continue to be paid while in a sick leave or annual leave

status. Salary may be withheld pending a decision when there

is reason to doubt the validity of the sick leave or the em-

ployee is under requirement to support all requests for sick

leave with a medical certificate.

4. Return to Duty

a. When an employee returns to duty after an absence in

excess of three workdays, he is required to submit a written

application for sick leave. The application must be supported
by a medical certificate containing a brief statement of the

nature of the illness, inclusive dates of treatment, and a

statement releasing the employee to return to duty. In lleu

of a medical certificate, a signed statement from the employee
indicating the nature of illness and the reason why a medical

certificate is not furnished may be accepted whenever it is

unreasonable to obtain such certificate because of shortage

of physicians, remoteness of locality, or because the circum-

stances surrounding the employee’s absence do not require the

services of a physician. When the required medical certifi-

cate is not submitted with the application, supervisors will

hold the application and allow the employee not more than 15

calendar days after the return to duty to obtain the certifi-

cate. Supervisors will ensure that the application for leave

form is completed. The employee must certify the reason for

his absence in all cases. The name and address of the phy-

sician, dentist, or other practitioner and his telephone

number must be shown.

b. For periods of absence of three workdays or less, a

medical certificate in support of such absence is normally

ENCLOSURE (3)
Ch 2 (19 Deo 1977)
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not required. If it appears that an employee is abusing his
sick leave privilege, the supervisor will counsel the employee
that, because of his questionable sick leave record, a med-
ical certificate may be required for future absences on sick
leave. If this does not bring about an improvement in his
sick leave record, he will be advised in writing that all
future requests for sick leave, regardless of the length of

absence, must be supported by a medical certificate. This
written advice to the employee will include the following:

(i) Full explanation of why the employee is suspected
of abusing sick leave. Reference is to be made to the coun-

seling interview, including the date thereof.

(2) That he will be required to submit a medical cer-

tificate for all absences due to illness regardless of the
length of time involved.

(3) A paragraph similar to the following:

"It is in your interest to correct any physical
disability which may be causing recurrent absences. If you
have any physical ailment of any kind, it is also in your in-

terest to have such condition medically corrected in order
that your job may not be jeopardized by repeated absences.
You are urged to attend to this matter promptly by consulting
your private physician."

(4) That the letter will be automatically cancelled
one year from date of issue.

(5) Distribution will show copy to the Civilian
Personnel Office and the Civil Payroll Office.

c. Employees who have been absent from duty seven or more

calendar days as a result of illness or injury will be sent

to the Occupational Health Nurse and/or Branch Clinic Medical

Officer for examination before they are permitted to return

to work. Form NAVSO 5100/9 will be used for this purpose.
Additional information concerning reurn to duty from absence

due to sickness or injury is contained in reference (d).

d. Employees who are sent home by the Branch Clinic Med-

ical Officer due to illness will not be required to furnish a

medical certificate to substantiate sick leave for the day
released from duty.

ENCLOSURE (3)
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5. Return to Work After Occupational Injury. In all cases,
employees who are returning to duty after absence because of

occupational injury are required to report to the Employee
Relations Division, Civilian Personnel Office or the Personnel

Office, Naval Regional Medical Center or Marine Corps Air

Station (Helicopter), as appropriate. Clearance by a Federal

Medical Officer must be obtained prior to resumption of duty.

6. Disapproval of Sick Leave After Return to Duty

a. If, upon the employee’s return to duty and submission

of whatever substantiating evidence may be required in the

individual circumstances, the requested leave is disapproved,

the period of absence will ordinarily be converted to absence

without leave.

b. There may arise circumstances in which the requested
absence does not justify granting sick leave but could war-

rant granting annual leave or leave without pay. Officials

authorized to approve leave should exercise judgment, in such

instances, to grant another type of leave rather than to re-

quire conversion to absence without leave.

c. The nonpay status resulting from absence without leave

is not in itself a disciplinary action. When requested sick

leave is disapproved and corrective action is considered nec-

essary, the employee may be disciplined for unauthorized ab-

sence. Employees who are denied sick leave for emergency

purposes will, upon request, be provided reasons for such

denial in writing.

d. When salary payment has been released which includes

a period converted to absence without leave or leave without

pay, the overpayment will be recovered by payroll checkage.

7. Advance Sick Leave

a. Sick leave of 41 hours or more, but not exceeding 240

hours, may be advanced, to begin upon exhaustion of all ac-

crued sick leave, in cases of serious illness or disability,

except as provided below:

(i) Sick leave shall not be advanced to an employee

holding a limited appointment, or one expiring on a specific

date, in excess of the amount to accrue during the remainder

of the appointment.

ENCLOSURE (3)
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(2) Sick leave shall not be advanced to an employee
known to be contemplating separation by retirement or resig-
nation, and in any other case, there should be a reasonable
expectation of return to full duty as a prerequisite to ad-
vance sick leave.

(3) Annual leave accumulatlon will be reduced to 80
hours before advancing sick leave.

(4) No advance sick leave will be granted to an em-
ployee who is required to furnish a medical certificate for
each absence clalmed as sick leave or to an employee having
had such a requirement during the year preceding the request.

b. A request for advance sick leave shall be submitted
in triplicate to the Civilian Personnel Officer via the unit
or section head concerned. Such requests must enclose a
statement from the employee’s private physician reflecting
diagnosis, prognosis and date of probable return to duty.
The name, address, and telephone number of the physician or
practitioner is also required. In addition, employees with
two or more years of service will include circumstances which
have required the use of all accumulated sick leave. The
unit or section head shall review the employee’s sick leave
record and other matters which must be considered as indica-
ted in subparagraph 7a, above. The forwarding endorsement of
the unit or section head shall indicate whether the request
meets the requirement for granting the request. Circumstances
which would preclude granting the request shall also be in-
cluded in the endorsement when disapproval is recommended.
If the request is approved, the Civil Payroll Office will be
advised by memorandum, with a copy to the employee and the
unit or section head concerned. If disapproved, it will be
returned to the employee by memorandum, with a copy to the
unit or section head concerned.

8. Recredit of Sick Leave. Sick leave shall be recredited
upon reemployment of an employee without a break in service,
or a break of not more than three years.

9. Placln$ an Empl:oyee on Sick Leave/Wlthout his Consent.
As a general rule an employee may not be placed on sick
leave without his consent. The physical or mental condition
of an employee, however, must be such that a situation is
not created in which his presence on the Job would constitute
an immediate threat to Government property or to the well-
being of the employee himself, his fellow workers, or the

ENCLOSURE (3)
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general public. An employee not meeting this requirement or

for whom disability retirement has been approved may be placed

on sick leave even though he refuses to request it.

i0. Appendix A provides additional guidelines for supervisors

in administering sick leave.

ENCLOSURE (3)
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i. General. When an employee is absent from duty because

he has been summoned to appear as a witness in a judicial

proceeding on behalf of a state or local government or for

jury duty in any state court or court of the United States,
or as a witness in a non-officlal capacity on behalf of a

private party in connection with any judicial proceeding to

which the United States, the District of Columbia, or a State

or local government is a party, the absence shall not be

charged against annual leave, but shall be recorded as Court

Leave. Jury duty in police, county, or other courts estab-

lished under the laws of a state and deriving their authority

therefrom is considered jury duty in a state court. Employees

who are summoned by the court to appear for the purpose of

qualifying for jury service shall be granted court leave for

that period of absence, regardless of whether or not they are

selected for subsequent jury service. An employee summoned
to appear as a witness in a judicial proceeding on behalf of

the United States Government or that of the District of Colum-

bia is considered to be in an official duty status.

2. Policy. The Department of the Navy considers it the civic

responsibility of all its employees to respond to calls for

jury duty and other court services. It is the policy, there-

fore, that release from Jury duty will not be requested except

in unusual situations where the public interest would be

better served by the employee staying on the job, e.g., when

the employee’s services are absolutely necessary to meet crit-

ical deadlines.

3. Eliibility

a. Jury Duty. Court leave may be granted to regular per-

manent or temporary employees. A regular part-time employee

called into jury service during his tour of duty may receive

the compensation of his position without charge to annual

leave. Intermittent employees may not be granted court leave

as Jurors, but may be granted annual leave for the period

during which fees are received for jury service.

b. Witness Service. Regular full-tlme, temporary, or

part-tlme employees (as distinguished from intermittent em-

ployees) are entitled to court leave while serving as wit-

nesses in a judicial proceeding on behalf of a state or local

government or in a non-offlclal capacity on behalf of a

ENCLOSURE (6)
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private party in connection with any judicial proceeding to
which the United States, District of Columbia, or a state or
local government is a party only if summoned, they are not
entitled to court leave if they volunteer. A subpoena is not
necessarily required, but the summons must be an official
written request. Court leave for witness service (as dis-
tinguished from official duty) in a judicial proceeding in-
volving only private parties is not authorized.

c. Official Duty. An employee is considered to be on
official duty when summoned or assigned by his agency to
testify, in an official or nonofficial capacity, or produce
official records on behalf of the United States Government
or that of the District of Columbia. He is also considered
to be on official duty for the time required to testify in
an official capacity or produce official records on behalf
of a state or local government, or a private party. Travel
expenses are to be allowed for such official duty.

4. Application for Court Leave. An employee who receives
an official summons for jury duty or witness service for
which court leave is authorized will show it to his super-
visor and apply for court leave prior to the beginning date
of such service. The employee will obtain a certificate,
signed by the Clerk of the Court or appropriate official,
showing days of service, daily fee paid, and total amount
received, broken down by fees, travel, and/or subsistence.
Court Attendance and Payment Certification, 5ND GEN 287 (Rev.
7-57) will also be shown to his supervisor for the purpose
of making any necessary adjustments on the Bi-Weekly Time
and Cost Card. Employees on court leave for jury duty in
state or local courts, or witness service in a judicial pro-
ceeding on behalf of a state or local government or as a

witness in a nonofficial capacity on behalf of a private
party in connection with any judicial proceeding to which
the United States, the District of Columbia, or a state or
local government is a party, shall collect all fees and al-
lowances authorized. The employee will then take the origi-
nal certificate to the Disbursing Office and turn in all
fees. Employees do not receive fees for jury duty in a
Federal court. Allowances received for meals and transpor-
tation may be retained by the employee. The Disbursing
Office will send a copy of the receipt to Civil Payroll.

5. Duration of Court Leave. An employee under summons to
serve on a Jury or appear as a witness in a Judicial pro-
ceeding for which court leave is authorized shall be granted

ENCLOSURE (6)
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court leave for the entire period, from the date stated in

the summons requiring him to report to the time he is dis-

charged by the court or appropriate official, regardless of

the number of days he actually serves. Such service does not

include periods during which the employee is excused or dis-

charged by the court or appropriate official, either for an

indefinite period subject to recall or for a definite period
in excess of one day. A night shift employee who performs
such service during the day is entitled to court leave for

his regularly scheduled night tour, and is entitled to the

night differential.

6. Retention of Fees. Employees eligible for court leave

may not elect to take annual leave in lieu of court leave

during a period of such service and retain the fees. Jury
and witness fees may be retained in accordance with the fol-

lowing:

a. An employee may retain fees for service on a desig-

nated legal holiday falling within a 40-hour tour of duty
provided that if he had not been serving he would have been

excused from his regular duties on the holiday.

b. All fees and allowances paid for jury or witness

service in excess of the employee’s salary for the same per-
iod may be retained by the employee.

7. Court Leave Guide. _The chart on page 4 synopsizes the

foregoing instructions on absences of employees in connection

with court or court-related services, by indicating the

varying conditions for absences and the proper time and at-

tendance recording for each, together with any right to (and
retention of) fees for services rendered and right to pay-
ment for expenses of travel.

ENCLOSURE (6)
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EMPLOYEE ASSENCES FOR COURT OR COURT-RELATED SERVICES

Nature of service

.’l’ype of Absence Fees

Yes
Annual

Court Official leave No Turn
leave duty or LWOP Retain in to

agency

Government
travel

expenses

No Yes*

Jdry Service
(A) U.S. or.D.C, court
(B) State or local court
Witness Service
(A) On behalf of U.S. or

D.C. government
(B) On behalf of State or

X X X
x -J x x

X X iX

local government----,
(I) in official capacity X X
(2) not in official capacity--- X X X

(C) On behalf of private part----
(I) in official capacity
(2) notln official capacity---

(a) when a party is U.S.,
D.C. or State or
local government X

(b) when a party is not

U.S.. D.C., or State
or local government X X X

*Offset to the mcrOt aid by the.cxt, authority, or party which caused the
e.loyee to be ougmne...
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i. Definition. Leave without pay is a temporary nonpay
status and absence from duty, granted upon an employee’s
request. An employee may not be placed on leave without pay

(as distinguished from unauthorized absence or furlough)
without his consent. When leave (annual or sick) has been

requested and approved but the employee has no leave to his

credit, conversion to leave without pay is not leave without

pay without the employee’s consent. Leave without pay pending

claim for disability retirement, after annual leave and sick

leave are exhausted and the employee is unable to work, is

not leave without pay without the employee’s consent.

2. Administrative control. Authorizing leave without pay

is a matter of administrative discretion. An employee cannot

demand to be granted leave without pay as a matter of right,

except in the case of disabled veterans who are entitled to

leave without pay, if necessary, for medical treatment, and

Reservists and National Guardsmen who are entitled to leave

without pay, if necessary, to perform military training duties.

3. Matters to be Considered in Actin$ on Leave without Pay
Requests. Each request for leave without pay should be ex-

amined closely to assure that the value to the Government or

the serious needs of the employee are sufficient to offset

the costs and administrative inconveniences to the Government

which result from the retention of an employee in a leave

without pay status. Among the costs and inconveniences are:

a. Encumbrance of a position.

b. Loss of needed services.

c. Obligation to provide employment at the end of the

leave period.

d. Credit of six months in each year toward retirement.

e. Eligibility for continued coverage under the Group

Life Insurance and Health Benefits Program (without cost to

the employee for up to one year of nonpay status).

f. Complication of reduction in force registers.

ENCLOSURE (7)
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4. Basic Conditions to Approval of Extended Leave withDut
Pay. In cases where ultimate separation is not involved,
leave without pay should be granted only when the services of
the employee can be spared without detriment to the work in
which he is engaged, and when there is reasonable expectation
that the employee will return at the end of the approved
period. In addition, it should be apparent that at least one
of the following benefits would result:

a. Increased job ability.

Protection or improvement of employee’s health.

Retention of a desirable employee.

d. Furtherance of a program of interest to the Govern-
ment (e.g., Peace Corps volunteers).

5. Action on Requests for Leave without Pay. Normally,
leave without pay will be granted only after all accrued
leave (annual and/or sick, as applicable) has been used.

a. Supervisors authorized to approve leave requests
may grant up to five workdays leave without pay.

b. Requests for leave without pay in excess of five
workdays, where ultimate separation is not involved, will
be prepared in letter form and forwarded via the unit or
section head to the Civilian Personnel Officer in triplicate.
The unit or section head’s endorsement should recommend ap-
proval or disapproval on the basis of the criteria contained
in this enclosure.

c. In the case of career or career-conditional employees
where ultimate separation may be involved, requests for not
more than 90 days leave without pay (even though annual leave
may be available) shall be made by utilizing Part III of
Standard Form 52 and shall be forwarded via the unit or
section head to the Civilian Personnel Officer. The employee
must provide the reason for the request, specify the last
day of work, express an intent to seek Federal employment
at a new location, and include a resignation to be effective
at the end of the leave period. The remarks section shall
be used to certify that the employee’s work performance has
been satisfactory.

ENCLOSURE (7)
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6. Examples of Proper Cases for Extended...Leave without Pay.
The following are examples of cases in which extended leave
without pay might properly be approved, all other factors
being favorable:

a. For educational purposes, when the course of study
is related to the work of the activity and its completion
would be in the activity’s best interest.

b. For service with non-Federal public or private enter-

prise, when the job is of temporary character and there is

reasonable expectation that the employee will return, and
when one or both of the following will result:

(i) The service to be performed will contribute to

the public welfare.

(2) The experience to be gained by the employee will

serve the interests of the employing agency.

c. For the purpose of recovery from illness or disability
not of a permanent or disqualifying nature, when continued

employment or immediate return tO employment would threaten
impairment of the employee’s health, or the health of other
employees.

(i) In addition to the criteria enumerated in para-
graph 3 above, management, when acting on requests for leave
without pay for recovery purposes, should consider the em-

ployee’s previous pattern of sick leave usage and obtain the
opinion of the Branch Clinic Medical Officer.

(2) Each case must be considered on its individual

merits. Particularly in the case of employees with long
records of satisfactory service, every effort will be made

to grant requests for leave without pay when sick leave has

been exhausted by illness or disability from which eventual
recovery is a reasonable expectation. It is reemphasized,
however, that the decision to grant or deny such requests is

a management prerogative.

d. For the purpose of protecting employee status and

benefits in the following circumstances:

(i) Pending final action by the Civil Service Commis-

sion on a claim for disability retirement, after all sick and

ENCLOSURE (7)
Ch 2 (19 Dec 1977)



BO 12630.IF
5 Sep 1975

annual leave has been exhausted. Leave without pay shall,
without exception, be granted under these circumstances.

(2) Pending final action by the Office of Workers
Compensation Programs on employment connected injury or

disease.

(a) An employee who is injured on the Job may
elect to be placed on sick or annual leave or to file claim
for workers’ compensation. In the latter event, the employee
must be in a nonpay status and must be granted leave without

pay. NOTE: In traumatic injury cases, the employee may
request 45-days continuation of pay. For additional infor-

mation, contact the Employee Relations Division, Civilian
Personnel Office, telephone extension 1458.

(b) If in the circumstances described above, the
claim for workers’ compensation is disallowed, the period of
leave without pay may be retroactively converted to sick or

annual leave.

(3) An employee who is receiving injury compensation
from the Office of Workers’ Compensation Programs may be car-
ried on leave without pay for a period not to exceed one year.
Extensions may be granted based on review of an individual
case. When an employee receiving such compensation has not

returned to duty after one year, the supervisor may request
a special physical examination to determine if the employee
is capable of performing the duties of the position. If a

determination is made by the Branch Clinic Medical Officer

that the employee examined is unable to perform the duties
of the position for which examined, action will be initiated
to retire or separate the employee for disability reasons.

e. To permit career or career-conditional employees to

seek and/or continue Federal employment. Such employees may
apply for annual leave and/or leave without pay, combined

leave not to exceed 90 days, prior to separation. The SF-52,
or letter, containing the resignation shall include the re-

quest for leave and an expressed intent to seek Federal em-

ployment at a new location. The head of the staff section

or unit must certify that the employee’s performance has been

satisfactory.

f. For maternity or paternity reasons to enable parents
to care for newborn children without incurring a break in

service.
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7. Absence without Leave. Absence without leave (AWL) should

not be confused with leave without pay. Absence without leave

(AWL) is the descriptive title for absence for which an em-

ployee did not obtain advance approval or for which his sub-

sequent request has been disapproved.

5
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