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CllAfTER ONE

ORGAN1L4110N AND RESPONSIBILJTJES

10L TJIE OFFJCE OF THE JUDGE AD}’OCATE CENERAL OF Tll E NA\l’

‘f%e Judge Advocate General’s Corps is a smff corps within the Dcpanmcnt of the Navy (DON) authorized by
statute at 10 U.S.C. 5 5 14S. Tbc Office of the Judge Advocate Gcncml (OJAG) is a staff office within [be
Office of the Sccrcury of the Navy (SECNAV) and includes the Judge Advocate Gc.ncml (JAG), the l)cputy
Judge Advocate GneraJ (DJAG), and the ,%s.sismm Judge Advocmcs Gcncml (AJAGs) and thcti staffs.

10L JUDGE ADVOCATE GENERAL OF THE NAVV - CODE 00

a. The JAG is appointed by the President, by and witi lhc advice and ccm.scm of [he ScmIe. Under
tbc dircclion of SECNAV, the JAG wilf:

(1) Perform assigned dmics relating to legal mm!crs arising in DON;

(2) Performfunclions and duties and cxcrcisc powers prescribed for the JAG in 10 U.S.C.
cbaplcr 47:

(3) Reccivc. revise, and have rccordcd the proceedings of boards for examination of officms of
the navsl service for promotion and rclircmcn!; snd:

(4) Perform other duties ss assigned. SECNAV Instrwxions 5430.27 [series] (Subj:

o

Rcsponsibifity of lbc Judge Advocate GcnemJ for supervision of cct’lnin Jcgnf semiccs) and S430.2S [series]
(Subj: ‘JIc GcneraJ Counsel of !he Navfi nssignmcnt of rcsp-msibili!ies) fmtain, flowing from SECNAWNST
S430.18 [series] (Subj L@ Advice and services for !he Dcpanmcm of the Navy). ~ U.S. Navy
Regulations. 1990. micle 0331.

b. Tfu JAG is assigned to the staff (OPNAV) of tbc Chkf of Naval Opcra!ions (CNO) as SpcciaJ
Assistant far L@ services (OP-09J) and is mskcd !O advise snd SSA.S1!bc CNO in fonmdming and
implementing policies and initiatives pcnaining to the provti!on of Icgaf services within the Navy. Addi!ionaBy,
ss OP-09J, the JAG e.xcrciscs, for CNO, ccmralized mmdimtion of the provision of legal scrviccs by Ihe Naval

L@ Scwice Command md other judge advocates: effects liaison with Commandam of dx Marine Corps
concerning Icgaf service nmncrs of mutual imercw to the Navy and Marine Corps; maintains liaison, for CNO,
with otbcr DOD mmponcnts, other government agencies. snd agencies outside tbc Government on legal scrvicc

mancrs affcaing k NaVK acls as OPNAV poim of mnma wilb CNO opcmting forms snd shore aaivi!y
mmmandcrs to ensure consistency of Icgal plicics, procedures, objectives, training and SUPPOII; monihms Navy
judge advsnfc and suppon perscmd smfrmg levels and workload trends in order to advise CNO concerning the

appropriate dktribuiion of assets 10 ensure ihc effective snd efficient proviskm of legal smviccx and SCIVCSas
OPNAV Command Assist Officinf for the Commander. Navaf Legal Scrvicc Command.

103. DEPUTV JUDGE ADVOCATE GENERAL OF TNE NAVY - CODE 001

The DJAG @mms duties of Ihc JAG during a vacancy in the Office of the JAG. or during Ibc absam or
disability of the JAG, umil a successm is appoimcd or the abscnm or disability ceases. ‘Ile DJAG is assigned
additional dmy to the CNO os Commander. NavaJ LA@ Savice Command (COMNAVIXGSVCCfJM).
CK)MNAVLEGSVCCO.M is rc.qmnsible for providing snd overseeing Navy-wide legnl scwiccs and related
mskings assigned by CNO. AJAG’s, principal assismmts, snd division directors may & assigned addi:iomal dmy
10 COMNAVLEGSVCCO.M.
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104. ASSISf’ANT3UDGE ADVOCATES GENEfLiL

. .

The AJAG’s are assigned func!ionaf areas of responsibility as described below. Wlcn neither JAG nor tbe
DJAG is able 10 fxrform assigned duties. AJAG’s wilf carry CM [he JAG’s du!ies in the order direc!ed by JAG.

Each AJAG, in addition IO dulies assigned by the JAG or DJAG, supervises the Depu!y Assismnt Judge
Advocams General (DAIAG’s) and their staffs assigned within their areas of rcspon.sibili!y. /JAG supervisory
au!hority includes preparing and signing fime.ss repros for the assigned DAJAG’s.

105. ASSIWANT JUDGE ADVOCATE GENERAL (CIVfL LAW) (CODE 01) AND DIVIS1ONS -
CODES 10,11,12,AND 13

a. The AIAG (Civif Law) has primary supervisory responsibility for administrative law mzmcrs
involving the Department of the Navy (DON); air, sea, space, and environmental law; government ethic$

military personnel law; the Freedom of fnforma! ion ACI (FOfA) and the Privacy Act; FOfA and Privacy Act

aPP.=fs under the cognizance of the JAG; domestic and intemationaf laws and regulation.y special programs
involving matters of espionage and terrorism, and other du[ies as assigned. Assigned additional duty as
Commanding Officer, Naval Civil Law Suppon Activity.

(1) INTERNATIONAL fAW D1VIS1ON - CODE 10. Provides legal advice, assismnce,
research and imerpr.aation on a wide variety of issues involving the mtal spectrum of naval operations from a
purely peacetime environment m total war; responds 10 requests for legal opinions from the Office of [be Chief
of Naval Operations, the OfficeoftheSecreIaIYofDefense,[heLegalAdvisor10thechairman,Joint ti!cfs of
Staff,theJoim Staff,theOfficeof theSecretaryof the Navy, and fleet and shore commands of !hc Navy and
Marine Corps throughout the world.

(a) DAJAG (DWHZNATIONAL L4W) AND DIVISION DIRECTOR - CODE 10.
Supervises the division, which is based on a funclionaf division of work into two major practice groups: the
[ntemational programs Practice Group and the Operational Law Practice Group. Each practice Group is led by a
Practice Group Chief. who is responsible to the division director for the operation of the gIoup, including
assignment and performance of tasks, meeting deadlines, establishing priorities, quality assurance of work
product, uainingkross-training and pro f+.ional development of practice group members.

(b) iNTERNATIONAL PROG~S PRACTICE GROUP. Composed of the

following Branches: Security Assistance (101),fmemadonaf Negotiations/BaseRights (10$), Foreign Criminal

Jurisdiction and CiviJ Litigation (107), and Immi~ation/Naturalization (10S).

(i)SECUR~ A.SSISTANCEBRANCH - CODE 101. Provides assistance
during negotiations, implementation, and review of international agreements originated by the Navy concerning
the sale, transfer, exchange, coo fmative research and development, or co-production, as appropriate., of
information, data, defense articles, defense services, and personnel; provides advice m and serves as the

Depanmcnt of the Navy’s contact for coordination of security assistance matters with the Office of the Chief of

Naval Operations. the Army and Air Force Imemational Law Divisions. Defense Intelligence Agency,
Dcpanment of Defense, and the Department of Smq provides advice to DOD and DON managers and action
officers concerning hummitarianlcivic assistance programs. dcploymems for training, and international

transactions.

(ii)U+TERNATIONAL NEGOTIATIONS/BASERIGHTS JJRANCH - CODE
104. provides legal opinions and advice concerning the scope and application of existing international

agreements providing for a US. Navy presence overseas. Panicipates in the preparation for and the negotiation
of proposed access, basing, status of forces, and o!hcr agreements relating to a U.S.presence in foreign
countries.



(iii) FOREIGN’ CRIMINAL JURISDICTION AND CIVfL LkTIGATfON

BRANCH - CODE 107. Saves os Navy JAG point of contact on SOFA mimers rclming to foreign crimhal
jurisrfhion. Responsible for prcpwing relevant congressional rcpons and correspondence. Effcc~ liaison

&nvcc.n DOJ and Navy field activiiits and provides smff suppon in foreign civil litigation mcmcrs (i.e.. matters
wbcrc cidw the Navy or an employee of the t+wy is named as a dcfendan! in a civif suit).

(i.) iMMIGRATION/NATfJRAUzATfON BRANCH - CODE 10S. Rovidcs
advice snd assistanm concerning tic Nnvy’s immigration md mnrmfisalion Fuogmm to Navy scm’icc pcrsamcl.

GMufts with officiafs of the fmmigmtion and Nmumfismion Scrvicc, Dcpartmcm of Juslicc. Dcpanmcn! of
SIMC. snd mgniwl command and judge advncaws in the field in order m provide guidmcc and assistanm 10
scrvicc mcmbm and their fnmifics rclevam lo the immigration and nsnmafization law of the U.S. Government.

(c) OPERATIONAL MW PRAC37CE GROUP. Composed of the following bmmchcs
hw of the Sca (102), faw of ~cd Cm-dlia (103), International Environmental bw (105), snd National
SccuriIy Law (lCcl).

(i) fAW OF THE SEA BRANCH - CODE 102. provides advice and

sssiswmcc scrass [he SFCMIM of law of {he sea nnd law of naval warfare issues to ask: policy makers

thmughoul IJICDcpartmcm of the Navy (including opcrn!ional commnndcrs). the Organimtion of the Join! Clkfs
of SIaff, and lhe Office of the .%cremry of Dcfcnsc. Imcmcts wi!h o!hcr agcncics. such as Department of
Tramporiaion and Dcpartmcn! of the fnterior, in [he dcvclopmcnt of U.S. domcslic man policies affected by
the evolving imemntionaf law of [he scn. ss well as with the Dcpartmem of SmIc on responses to ocean claims
of otha munlrics which affcfl U.S. navigational interests. Provides staff suppml m the DOD Rcprcscnlalivc for
ocean Policy Affairs through Ihc Deputy DOD REPOPA.

(ii) L4W OF ARMED CONFLICT BRANCH - CODE 103. Assists in the
dcvcfopmcnt and Iegaf review of OPLANS, CONPl#4S, and Rufcs of Engagement (ROE). Main! aim current

set of Navy, JCS, UniIied Cimmnmd, and NATO ROE, as well ss ROE-related resource matcriaf. Sm@ as
member of DOD hw of Armed Conflict Wnrktng Omup, Annfyses and rcpons on intemmional agrccmcnts,
ncgmiatioms. and trends dating m UICf.SWOf IUM~ ~nfli~. Assists in dcvclopmcn! of U.S. policy in the law

of armed confli~ arena. Conducw w-pm review pwsunm 10 DOD and Navy directi.cs.

(iii) WTERNATIONAJ- ENVIRONMENTAL LAW BRANCH - CODE 105.
Provides advice to OPNAV md the fleet on intematiomd environmental law issues such as Ihc cffca of
imcmmionaf amvcmiom snd nationall foreign legislation and rcgu!a!iom on the freedom nf navigmiotiovcrlligh!.

Aaivc.ly involved in imeragency working groups on inlcmnlional cnvironmcn[al iss.ti. ensures thal DODfDON
positions are fuffy considered during development of U.S. policy. Makmim closecantaawhh JAG 12, JAG 34,

OP-45. OP-616, State UOES NAVSEA- OS, and klcct environmental law action officers IO facilitate sharing of
information and cnardinalion of Navy positions.

(iv) NATfONAL SECURJTV fAW BRANCH - CODE 106. Saves ss aaion

officer on issues, fnojeas, and pmgrxms in subjcc~ mancr orens rclnmd 10 National Smuri!y, including au snd
space law, counmr-narcmics, .nmcer-[cmorism. maritime ISW, cnforcmml. am ammo!, and relations with
tiies and oihcr naiiom. Monitors. amdyzs, and ICPMIS on activity. dcvclopmcms. ~d trcn~ iIIIPC@ Ihc

opennionaf training, rmdincss, dtploymen!, and employment of forces. Assimc in dcvcfopmcm of nationsl

suatcgy. policy, and opcrmionaf doctrine.

(2) SPECfAL PROCRAMS DIVISION - CODE 11. Rovidcs Ii!igmion supfnm in national

sccuri!y criminaf ca.scq provides litigation suppon in nmiomd sccuriIy civif cases advises md provides cuunscl

rcwdtig FOfA IIppds involving Smsilivc compaflmcn!cd infonnmion (SCI) or spcciaf access programs (SAP)
povidcs kgrd advice on intclligcncc and scnsi!iw omi.i!i- oversight; provides advice on tcmorism, qxcial
warfare/operations. and mhcr classified and scnsilivc pmgra~ w’id= ad~m ~ ~~ion for judw
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advocates in SCI and imelligence billets: performs Office of the JAG Security Coordinator and
COMNAVLEGSVCCOM Securi!y Manager duties.

(a) DAJAG (SPECJAL PROGRAMS) AND DIVISION DIREaOR - CODE II.
Assisls the JAG in advising CNO, the Naval Inspector General, and the Director of Naval fmelligence on [he
oversight of intelligence and speciaJ aclivi!ies and olher classified and sensitive programs: acts as OJAG poim of
conlacl for other departments and agencies in m.mers pcruining to such activities and programs: oversees
Iiligalion supporI to classified DOJ prosecutions and civil cases and [o Navy national securi!y and classified
courts-martiaf. Top Secret Control Officer for OJAG and COMNAVLEGSVCCOM; Security Coordinator for
OJAQ Security Manager for COMNAVLEGSVCCOM.

(b) ASSISTANT DIRECTOR - CODE 11.1. Assistsin providinglegaladvice on
terrorism, cmmter-temxism, anti-terrorism, and intelligence and special activities assists in providing litigation

suppon in classified DOJ civif cases and in making recommendations 10 JAG regarding appeals under the FOIA
and Privacy Acts involving special access programs m sensitive companmemed information; supervises the

OJAG information- and personnel-security programs. A.wismm OJAG Top Secret Control Officer .ksistant
OJAG Security Ccordinaton %sistan! COMNAVLEGSVCCOM Security Manager.

R) (i) LEGAL lZCHNICIAfWSECRETARY - CODE 11A. Provides clerical and
administrmive suppml and assis!s the Secwity Manager composes correspondence conccming legal. security-
rclated, and technical subjects.

A“) (3) ENVIRONMENTAL LAW D1VIS1ON - CODE 12. Responsible for providing legal
advice, assistance, research and representation on a variety of issues involving laws projecting human health, the
environment and historic and cultural resources. Togelher with the Assistam General Counsel (Installations and

Environment), provides coordinated legal advice m the Office of the Assis[ant SecretaV of Ihe Navy
(Installations and Environment) and the Office of the Chief of Naval Operations (lhvironmentai Protection,
Safety and Occupa!ionrd Heallh), and serves as the Navy’s chief legal represen[a!ive in dealing wilh other Federal
and State entities on environmental law matters, Division works closely with the Office of Legislative Affairs to
review c“vimmn.ental legislation. ad coordinates legal positions of field amivilie.s. The division direc!or serves

as the Deputy Assistant GeneraJ Counsel (Installations and Environment). Division coo~raks closely with the
environmental branches of tbe General fiigation Division and the fmcma! ional hv Division. Division director
pmvida advice to the Judge Advocate Gencred and the Military Pemonnel Division on environmental s~cialisl

community management and training in environmental law.

(4) Af)MINISTftATfVE MW DIVIS1ON - CODE 13, Advises on exercise and delegation
of Secretarial authority, provides advice and opinions on ?dI regulatory mmers: advises on officer and erdisted
personnel issues, flag matters, relief for cause, law enforcement, community relations, off-duty employment, and

Polilical activities: advises field commands on law, policies, stam!es, and regulations pertaining to intcmal
administration of the Dcpanmcnt of the NavK advises on Govcmmem smndmds of conduc! and elhics, including

outside employment and post-governmem service employmem restrictions; provides policy and legal advice on

rides of professional respmibili!y for DON anomeys practicing under JAG supervision: reviews and comments
on all proposed ethics legislation: implemems enacted ethics Iegisla[ ion wi~hin DON; provides standards of
conduct training, reviews public financial disclosure repons, and reviews and maintains all con fidemial financial

disclosure repn% provides policy and legal advice on the Freedom of Information (FOfA) and Privacy Acts;
prepares annual FOfA and privacy Act repmts; serves on Ihe Joint Service Review Activity and Defense Privacy
Board Legal Committee acts as Federal Rcgismr Liaison Officer for DON; reviews JAG, SECNAV, and DOD
instruction% acts as JAG pain! of contacl for all legislative molters; submits annual upda!e for Ihe Govcmmem
Manual and [he Code of Federal Regulations and serves as Edilor of the JAG Manual.

R) (a) DAIAG (ADMINISTRATIVE LAW) AND DIVISION DfRECJ_OR - CODE 13

(ADDU TO CO, NAVCIVJAWSUPPAW. Bears primay responsibility for the division’s mission
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R)

R)

R)

R)

R)

R)

R)

R)

accomphsbment: cnnrdim[ca with Cndcs 61, 63, and M to ensure the division’s personnel. infonmmional. and

rcsnurcc requirements arc mcc mpcrviscs mifitary and civif ian pxsnnncl assigned m the cfivisiom. screws as
JAG’s functional manager for administra[ivc law mancrs, Government standards of comfum. and pmfc.ssional
ethics serves es editor of the Manual of the Judge &fvocate Gncral: cnnrdinams w.iih the Commanding Officer
of the Rcscrvc unit supporting the division; rind carries OUIsp.?cid projcc!s ns assigned.

b) ASSISTANT DIWSION DIRECKJR - CODE 13.1. Assims the division director in
cmuring the division’s mission is accnmplishcd; mnnagcs tic division’s cfdy rouiine and camics OUI spcciaf
projcrcs as as.signsd.

(c) OFFICE MANAGER - CODE 13A. Supcrviacs and provides for [raining of
adminiscmtive staffi reviews and prepares IAG actions cm Fimnciaf Disclosure Rcpnrts (SF-278) md

ConfidentialSkucmml of Affdimiocsand Financiaffcncrms (T3D Form 1555} rcccks and review afJ

inmmiiglomgoing come.spndcna moinmim divisioncfam.bnscyschedul= travelA training, accccns
Publimlions and clkccivcs: asacmblcs informmion from filcsfdatabascs 10 facifi[afc ccsmrcb of background
infornmion: armngcs and prcpwcs agenda for division staff cnnfcrcncc-x prepares weckky tvork slams rcpm.x

~d Cnnrdinmcskormols clerical and administrn!ivc wnrk.

(d) HEAD, MILITARY AFFAJRS/PERSONNEL fAW BRANCH - C73DE 131.
Supccviscs and maim action officcm, and a.w.igna and reviews work prnduct of branch atmmeyw provides advice
and prepares opinions for SECNAV. CNO, CMC, CNP. and other hcadquarwrs a.aivilics on Icgal issues and
fmlicics related to intemaf admhismminn of the Dcpmtmcn! of the Navy, i!s personnel and relationships with
oikr fedcmf, scme, and Iocaf c.mitics. Has cngnizancc over issues rclmcd 10 erdis!cd and afficcr pmcurcmcm;
amfmrily of SECNAV/civifitm e.xccmivc a.ssi.smntdcommanding officcm. delegations of amhorilfi flag and

gencrrd officer nmncrs dc[ncbmcn[ for cauq adminis!mtive scparntion~ law cnforccmcn! and physicaf accuril~

pnssc comilmus inslallmion cnmnmndcrs’ nu!bori!L prcpublicnlion review and o!bcr cxcrci.w nf first amendment
rights mancm Iegisfativc jmiadictiom in!crngcncy agrmmcnlx juty duty: and other mili!ary affairs issuss.
Rovidcs inforcmd advice on professional rcspnmibility mmtcm pcrcaining [o mfrnhistrmivc discharge bnards and

relalcd ismcs.

(i) MILfTARY AFFAJRS ACJION OFFfCER - CODE 131.1. Accion officer
for military nffairs mancrs -cbcs icsucs and cbafcs opinions. corrcs~ndcncc nnd oihcr documems bandlcs
telcpbnnc inquils, and provides advice and brklings aa rcguircd.

(ii) MIUTAJU’ AFFAJRS ACTION OFFICER - CODE 131.2. AcIion officer

for mifimry affairs manms.: researches i.wcs and drafIs opinions, cnrmspnndcnsc and other dncunsen:x bsndfcs
telephone inquu& md provides advice and briefings as required.

(iii) MILfTARY AFFMRS ACTJON OFFICER - CODE 131.3. Accion nfficcr

for milimry &ffaira mmcra: researches issues and dmf!s npinicms. cnrrcspnndcncc and otbcr dncumentx bandfc.s
telcpbnnc inquiricx and pmvidcs advice nnd bzielings m required.

(iv) MILfTARY PERSONNEL ACTJON OFFICER - CODE 131.4. Reviews

and prepares JAG actions m adcctim board PXCCPIS. =Jcmion bm.rd rcpns, nnminalion.s. promofiOn ad
continuation plans, spcciaf aclcctinn bmud rcqussts, and Dcpanment of the Navy inmuctiona and legislation
relating thcrctm mnin!ains C1OCCliaison wi~ CJ40. CNP, and CMC smffs provides advice md P?cpar- opinions
concerning cligibili[y for ~ommion, retircmen!. scpmation. cnn!inumion. mmsfcr and rcdcsigna! ion. sccvicc
cmdi[. faihuc of sctectimt. and rcmovnl from promotion Iism

(~) LEGAL CLERJWECHNICMN - CODE 131.A, Suppnns 131 branch.

Types a variety of mrrcspnndcncc rcpnns cnmpnscs nriginaf and reply cmmapnndcnce of a routine MIUIS
reads, assembles, and chccka oufgoing mail and maimains related rcmrds: maimains a mmpucer-assisted case
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R)

R)

R)

R)

R)

R)

R)

tracking and reporting system; and inputs information into dalabases. Indexes and files branch correspondence
Keeps branch publications up to date. Backup for Federal Register and Legislative Affairs Iecbnicia” duk,.

(e) HEAD. STANDARDS OF CONDUCT BRANCH - CODE 132 Supm’ises and
[rains action officers, a“d assigns and reviews work product of branch ailomeys: supporls JAG in Ihe

performance of his duties as a deputy ethics official pr SECNAVJNST 5370.1 [series], Slandards of Conduct
and Govcmment Ethics; provides advice on political activities, community relations, srmdards of conduct, and
related issues; reviews and prepares JAG actions of Financial Disclosure ReporM (SF-278), and advises on
employment restrictions for former and retired naval personnel; provides briefings for individuals and groups on
Standards of Conduct. Has cognizance of professional responsibility issues and provides informal advice on

related maners,

(i) STANDARDS OF CONDUCT ATf_ORNEY - CODE 132.1. Action officer
for Standards of Conduct matler% researches issues and drabs opinions, cnrm-spondence, and other documents;
bmdles telephone inquiries and provides advice and briefings as required.

(ii) STANDARDS OF CONDUCT AITORNEY - CODE 132.2, Aclion officer
for Standards of Conduct maners: administers the financial Disclosure Repori system. Researches issues and
drabs opinions, correspondence. and other documents; handles telephone inquiries; and provides advice and

briefings as required.

(iii) LEGAL CLERWTECHNICIM - CODE 132A. S.ppons 132 branch.
Receives visitors and callers; maintains supervisor’s calendar and schedules appointments; composes original and
reply correspondence of a routine na!urq reviews incomingf outgoing correspondence: indexes and maintains files
and records; and arranges travel forstaff.

(O HEAD. LEGISLATION & REGULATIONS fJIL&NCH - CODE 133. S.perviscs
and mains action offices, and assigns and reviews work product of branch atmmcys; reviews Depanmcm of
De fenscJ?Navy directives, Icgislation, and instmction% provides opinions and advice on the Administrative
Procedures ACI and the Federal Advisory Committee Act: provides legal counsel and policy advice on the
Freedom of Inforrna!ion ACI and the Privacy Act to all Depanment of the Navy headquaners and field activities;

serves as JAG member of the Defense Privacy Board; researches issues and dmhs opinions, correspondence, and

other documents provides advice and briefings as required; respm.sible for drafiing and upda!ing JAG
insmucdon for FOfA and Privacy ACIimplementation wi!hin OJAG acts as JAG point of contact for various

other administrative maners, including HIV(+) and drug testing policy; coordinates and edits changes 10 the
Manual of the Judge Advome Generaf; acts as liaison for maners concerning publications of Navy materials in
the FederalRegkva and Code ofFederalRegulations;coordinatescollection of Navy material [o bc published in
the U.S. Government Manual; develops, coordinaws, and processes comments of Ihc JAG relating to proposed
legislation. executive ordcs, and prcsidemial proclamations; a.ssis!s in drahing Iegisla!ion m be proposed by JAG
for inclusion in the Dcpanment of Defense legislative program; serves as single point of contact within OJAG

for aff legislative matterq and coordinates with OLA and provides weekfy updates to JAG.

(i) BRANCH A’fTORNEY - CODE 133.1. Performs research and drafts
opinions, correspondence, and other comments: handles telephone inquiries; assisu in cdi!ing and coordinating
JAG Manual changes: and acts as alternate Federal Register Liaison Officer and Cenifying Officer.

(ii) LEGAL CLERWTECHNICIAN - CODE 133.A. Supports 133 Branch.
Mciimains Federal Recis!er and b?islativc Affairs materials: assists in basic legal research; responsible for the
development and operation of computer-assisted case tracking and
tabular ma!erid; and maintains and index= !ilesAecords syslems.
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o 106. ASSISTANT JUDGE ADVOCATE GENERAL (GENERAL fA~~) (COI)E 03) AND DIVISIONS -
CODES 31, 32,33,3-$, 35, AffD 36

a. Tlu AJAG (Gcnernf Law) has primary rcspmtsibiliiy (or admirsfty, civil .zff@irs, imwiga!ions,
gcncrsf Iitigalion, claims. snd legal assismmce mmlers.

(1) ADhfJRALTV DIVISION - CODE 31. Provides advice cm admirshy law mancrs IO
JAG, SECNAV md sff sw and shore units in DON; pzocesscs marilime [on and sdvagd[owagc claimx assists
Dcpmmm ofJusdccndnirahyarromc)sinmnritimc Iitigmio!x obmins mvigmioml light certifications for U.S.
Navy ships: mordimms work of nawd rc.semc units SUPFPMing the division.

(n) DAJAG (ADMDULTY) AND DIVKION DIRECI’OR - CODE 31.

AdmimJty Cmm.scl of rhe Navy. Plans, directs, snd adminislcm the NWY’S admiralty prOmIIX rmkcs fiml
&bmninations cm admirsby ton and safvagedtowmge claims where the amount of fmymcm or collcc! ion k no!
sxcecd $103.~. prepares JAG mmmramfa rcmmmcnding SECNAV approval of claims senlcmems excccding

SlfKl,D@l initial= md prepares legislation pertaining 10 admkahy nmttcrs; mordinstcs snd supmvises rhe
prncuremm! of services for the Navy, -Y and tir Form under rhc h’avy’s conrracf for msrine-dsmagc
survc~ prepares navigational light ccrrifica!ions on Navy ships for signmrc by JAG; rcprcscn!s the DON on
interagency omunitrccs and working groups.

(i) SECR=ARY/OFFICE SUPERVISOR - CODE 31S.

0) fiSISTANJ DIVISION DIRECTOR - CODE 31.1. screens and IOUICS all
inmming correspondence assigns new cases. maintains mimirahy case dock!: supervises training of division
officers: originates pxiodic and smtis tical rqxwrs: manages the clerical staffi -rdinms Ihe WO* Of IWO

rcsmvc unik suppcming[bedivisio~ provides ndvicc nn admiralty mmmrs to opcrming forces ond field lcgaf

e

offices.

(C) ADMIRALTY AITORNEYS (3) - CODES 311, 312. and 313. Each sllOtllCy

-W a Pnflion of Ibc admksfty case docket, performing sI1 funclions rclamd to proms.sing, ncgoiiating, and
rccmmnmding disposition of admiralty claims by and against tbc Navy, including preparation of mcmoran& snd
cormspcm&ncc for signature by DAJAG (Admiralty), JAG, or SECNAV. prcparaiion of Ii[igation reports for the
fXIJ for admimhy litigntinn cases assisting f30J uial attorneys by locating Navy documems. prcfmring
dtsmvcry rr.spn-, briefing relevant issues of law. and arranging for the attendance M trial of DON wirne:
each arromcy is additionally assigned as a spcciulisi in particular areas of nuuilimc law such as safvagc.
navigalioq ship Folfurion (on liability.

0) SECmmI= - CODES 31.1 S/312S ANO 311s/313s.

R) (2) CJVJL AFFAJRS DIVISJON - CODE 32. Rovidrs advice, c.crions, administration, and
review of cases and requests in {he srcas of labor law. mcupational snfciy and hcahb, fiduciary affairs, mililsry

compcns.wion, m!ircmm! law, the Oisabiliry Ewduminn System, hicle 13SJ1 150 mmplaims, govemmen!
Lsxation, and famify advocacy.

(a) DNAG (CIVIL AFFAJRS) AND DIVISION DIRECTOR - CODE 32.
Rcspasible for the management, coordination, and cnmplction nf sfl Ihc division’s functions and requircmcms.

D)
R) (%) L4ROR AND Employment LAW fJRANCH - CODE 321. Ovcrsms OJAG

bbor and CM-I ian Personnel bw program: advises OJAG ond field judge advocates rcgnrding Merit System
protection Rcmrd (MSPB), Fcdend Mmr Relations Authori!y (FLRA), and Equal Employment Opponunity

Commission (EEOC) snd Occupmiamd Safety and Hcahh Adminismslinn (OSJL4) mauers, as well as ccdlccrivc

m

bargaining issues (including mntrsct ncgmia!inns snd grievance and arbitration issues SIP rcqumI} handles
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R)

R)

R)

R)

D)

field and appeal proceedings involving the above agencks and subjects. Maintains liaison with Office of General
Counsel (OGC) and the Office of Civilian Personnel Management (OCPM) on labor and employment issues:
serves as member of tbe Navy Safety and Occupational Health Working Group (SOHWGk serves as JAG

contact on Dreg-Free Workplace Rogmm (DFWP); and provides training to Iicld commands.

(c)ARTICLE 13ff/ARTICLE1106Complaints BRANCH -CODE 322. Performs
JAG review of alf complaints submitted under ,%licle 138, UCMJ, and arlicle 1150, U.S. NW’S Remda!ions,

1.29Q prepar= memoranda and Iettem for signature by ASN (McML4). Researches and drafts replies and
proposed responses to congressional and other inquires relating m complaint maintains complaint files and

indexing system; provides guidance m field judge advocates regarding procedural and subsmntivc aspects
necessary for a proper complaint; reviews FOIA and PrivacyAcl requests seeking information from complain!

files.and drabsappropriateres~nses.MaintainsChapterRI JAGMAN.

(d) FfDUCfARY AFFAJRS BfL4NCH - CODE 323. Oversees the fid.ciary-uustee
program for the disbumemen! of milimry Py to active and retired Navy and Marine Carps pxsonnel who have
been found mentally incompetent to manage their financial affairs. Supervises the selection of the trustee and

oversees the trusteeship including the annual accounting of the funds received and disbursed by the wustee;
prepares and coordinates alf correspondence and telephone inquiries regarding Ibis program, Maintains liaison

with the Navy and Marine Corps Finance Centers, the Deptmment of Vwerans Affairs, and the Naval Medical
Command, Responsible for JAGMAN chapter XIV.

(e) FAMILY ADVOCACY BRANCH - CODE 324. ScIVes as JAG aclio. officer on
family advocacy matters: prepares policies and procedures on legal aspects of family advocacy issues; develops

Iong-term JAG plan for legal aspec!s of family advocacy; provides training, mmcrials, and resources for DOD
and DON family advocacy programs; obiaim funds for JA [raining: advises OJAG and field judge advocates

regarding handling child abuse cases and u!ihz.alien of multi-disciplinmy approach. Monitom bmdling of
complex child abuse prosecutions in the field serves as anomey member of DOD Family Advocacy Command

Assistance Team and DON Famify Advocacy Team; maintains liaison wilh various federal and stale agencies
regarding famify advocacy issue.%

(~ FINANCE AND REfTREMENT fAW BRANCH - CODE 325. Repares actions
for the Judge Advocate General and SECNAV on reque.ws from accountable officers for relief from liability and
reques{s for waiver of Survivor Benefit Plan annuity overpayments; advises Navy organizations on legal aspects
of Navy financial operations, including permissible uses of appropriated funds; advises the JAG on ihe use of

Official Representation Funds. Reviews disability-evaluation cases for legal sufficiency; acM on members’

appeals from determinations of Physical Evaluation Board; reviews retirement requests of Navy flag officers;
makes war-related-disability determinmion.s: acts on appeals fmm denialsof[heReservedisabilitybenefits
provides Iegaf opinions concerning matters involving retirement and disability evaluation: and reviews insrruc-
!ions and regulations ptaining m retirement, separation, and disability cvahmion and benefits.

m INVESTIGATIONS D1V1S1ON - CODE 33. Manages incoming information

(investigative .repons and messages); reviews, reads, distributes, files, logs omn investigative control sysmm (as

aPPIOPriale) Incoming message ~affic. JAG Manualbwc..s!igadnm.and NAVJAG Forms 58 fE3/15; reads,
reviews, and distributes (as appropriate), incoming amplificmio~ prepares. mums. reviews advance copy Iis[;

controls classified information, safes: manages storage and relrieval of cases from Iong-temn storage in Sui[land,
MD; processes incoming requests for information (correspondence and telephonic): reviews smooth outgoing
correspondence (initial and interim NOK, FOIA respnnses, non-standardized correspondence, amplificalinm);
prepares, prcmfs, drafts, releases FOIA and NOfi correspondence on proposed redac!ed copies; prepares, proofs,
drabs correspondence for non-standardized responses and amplifications; reads and reviews incoming

correspondence, requ=ts for information (TOLAJNOK), assigns correspondence control number m each,
researches for status of invesigatior, tracks initial responses to incoming requrss, receipt of Final and
subsequent endorsements, and interim responses due: prepares high-visibility-case reporm; rcsfmnds to phone
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m inquiriesan procedural mquimmcms of JAG Manual inwstignliom. s:mus inquiries from NOR. CACO. FOIA.
COngrcss. media, liligmW, prepares invcsligc.lions for rclcastx rcacl$ investigation. makes dclclions. drafts.

prepares, reviews, and si~ns FOfA snd NOK rclcascs; discusses and coordinates FOIA/PA/NOK exemptions with

Administrative bsw, Admiraf!y, Litigation, and claims Divisions.

(a) DAJAG (JhWS’JIGATIONS) AND DIVISION DIRECI’OR - CODE 33. Ensures
subshm!ivc accuracy of ChapIer II of tic JAG Manual and IAGINST 5830.1 disseminates guidance to the field,

and msnagcs avsilable resources to achieve the division’s mission in its functional area.

(b) ASSISTANT f31VfS10N DIRECTOR - CODE 33.1. Aists in promulgating
procedures snd policy (or slf facetsof JAG Mnmml invcstigatiow trains accion officc~ and ensures camrol
snd accuracy of the division’s work pmducl.

(C) ADVfSORY LEGAL SPECIALfST - CODE 33.2. &SUXS office p-mccdurcs and
fxdicics are being adhered to as w fonh by dw division dircctoc manages office pcrsmmcl: receives and
controls afl classified malcriaf; pmvidcs advice to the field mnccming adminiscmtivc invcstiga! ions.

(d) fNFORMATfON SPECIALJST (ACTfON OFFfCER) - CODE 33.3. R.pam JAG
Manual investigative repass for rclcasc 10 ncxl-af-kin of dcccascd and missing Navy snd Marine Corps scwicc
mcmhcrs and olhcr requesters undm the FOfA md Privacy ACI; cnordimaf~ release of intes[igativc rcprts wi!h

various Navy and Marine Corps cnmmnnds and mngm.saicmnf-liaisnn offices: responds to inquiries from [he
field conc=mning the prcpamtion, mmcm, and release of invcs[igmiona; and prepares ss dirccmd responses to
misallsneous mrrcspondmm received.

R) (c) iNFORMATION SPECIAUST (ACflON OFFICER) - CODE 33.4. Rcpams JAG
Msnusl investigative rcpms for release to next-of-kin of dccesacd and missing Navy and Marine Carps service

o

mcmbm and mbcr requcsc~ under ihc FOIA and Wi.acy Act; cnordinsws rclmse of invcsigmivc reps with

vuious Navy and Marine Corps cmmmmds and congressional-liaison offias: responds 10 inquiries from the
field ccmccming the prcparatinn, cnmcm, and rclcasc of invcstigmions: and prepares as dimmed respmscs to

misccffrmcous cocmpnndcncs rcccivesf.

R) (i) LEAD J-EGAL TECHNICIAN - CODE 33A. Provides adniniswativ.
suppon for the division, maintains clerical operations within the offiox rc.xivcs. reviews, controls, and

disrnbums dIe wnrkh?d of incnming cnrm.spnndcmz. JAG Manual investigative rcpnns and NAVJAG 58W/15
injtny rcporca.

R) (ii) LEGAL TECHNICIAN (ITPING) - CODE 339.
%ovida administrmive supfmn forticdivisioru kcyptmchcs in the office cnmpmcr system dcsth messages.

NAVJAG 5800/15 injury repxls md JAG Manual invcs!iga:iona as directed.
%ypunchcs in the office mmputcr system nc.m-af-kin. FOIA. WIVaCYACI. and Othcr ~=pnndcn~ ~itifl ~
final letter respmlscw

R) (iii) LEGAL TECHNICIAN (TYPING) - CODE 33C.
provides administrative smppn for the divisiom keypunches in the office computer system dm!h mcsssgcs,
NAVJAG 58 CH3/15injury rcpcms and JAG Manual investigations as directed. Kcypunchcs in the office Cnmpulcr

system rcext-of-kk, FOIA Rivacy Act, and olhcr cnmcwndcnm inili~ ~d fired Ictlcr mSPOW$

(4) GEh’ERAL LfllGATfON DIVISION - CODE 34. Ocfcnds DON policy, programs.

snd actions lhm SIC challenged in civif litigmiorx researches and analyzes issues, prcpsms motions z.d

supFaning briefs. dcfcndsk!dcs cases, prcpw= briefs for appellate actions, snd provide-s sdvicc m DON clicnw,
acmmplishcs litigation-related msking. including: cvalutws complaints in civil suiw prepares dispasi!ive and

Q

other motions for submission to cngnizam fedcrsf mums conduces discovery snd defends cases in mun at she
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trial level; senles cases where appropriate; prepares memoranda sc!!ing OU! the DON position concerning
advisability of appealing adverse decisions; prepares appella!e briefs: provides preventive advice re Iiligal ion

issues; coordinates litigation positions within DON, DOD, and other federaf agencies; acts as SECNAV
rcprescmative on matters involving Iiiigat ion demands for witnesses or documents where the U.S.may bc a pan)’

orwhere expen wsdmony isrequesteti provides advice concerning service of warrants and service of judicial
process on servim members; a.ssisw Department of Justice in obtaining Navy witnesses for federal Ii!igmion:
acts as the reviewing authority and action office for SECNAV regarding Freedom of Information Acl and
Privacy Act appeafs.

R) (a) DAIAG (GENERAL LfTIGATION) AND DfVfSION DIRECTOR - CODE 34.
Coordinates OJAG action in aff civif litigation not under the cognizance of the General Counsel or o{hcr OJAG
divisiom; advises JAG and the AIAG (Civif Law) on legislation, regulations. and judicial decisions concerning
civif Iitigatio”, FOfA, m the Privacy Act, tb.m may affectDON operations; makes recommendations concerning

litigation policy. Approves aU motions, brief$, responsive pleadings, and memoranda submitted 10 DOJ m U.S.

Atlomcys for tiling in U.S. tour!.s; reviews afl FOIA and Privacy Act appeal responses submitted to JAG;
coordinates with DOJ, U.S. Attorneys. Navy OGC, AMIy JAG and Air Force JAG as required; compifes
technical and statistical repons on FOIA and Privacy Ac! administrative appeals, litigation, and time-and-
expendiwre factors,

R) (b) DEPUTY DIVISION DIRECTOR - CODE 34.1. Assigns all incoming cases;
oversees progress and conducx of aff litigation and FOIA administrative appeals; reviews all motions, briefs,
respmsive pleadings, and memoranda; reviews all FOIA and Privacy Ac! administrative appeal responses:
coordinates with DOJ, U.S. Altomeys, Navy OGC, Army JAG and AirForceJAG as required; analyzes division
resources, developing plans and making recommendations to the division director; supervises the clerical staff
and acts for the division director in hifier absence; Iitigams cases as assigned.

(c) PERSONNEL LAW INUNCH HEAD - CODE 341. Overseesallhdgalion
involvingmifitary-pcmo”nel regulations, policies, and prac! ices: coordinates wilh DOJ and U.S. Attorneys os

required; coordinates appropriate cases with the other branches of the service and Ihe Depaflmem of Defense;
prepares and maintains a deskbook for addressing critical issues in the subject area; prepares arlicles for Ihe
OTR and other publicalion$ resfxmds lo inquiries regarding litigation smmegie.s and high visibility cases;
conducts training on personnel law issues for active duty and reserve personnel; provides orientation and
mentoring 10 the junior officms assigned to the brancti reviews cases, mo!ions, correspondence, and other
litigation documents provided to and prepared by members of the branch Iiiigaws cases as assigned.

@ pERSOmL f-4W ATTORNEY - CODE 341.1. Handles all maners
attendant m litigating cases assigned, including developing case strategy, coordinating with Ihe Depanmen$ of

Justice and United States Auomeys’ offices, conducing discove~, attending pretriaf conferences, negotiating
settlements, preparing aff fitig,ation documents for fifing, examining witnesses, and arguing the cases in coun:
prepares training fectures for active duty and reserve personncf; prepares anicles for Ihe OTR and other
pubf ications; prepares memoranda on poficy matters pcnaining to personnel faw as assigned; prepares

memoranda and respmse le!!ers on FOfA and Privacy Act appeals as assigned.

(ii) pERSONNEL LAW AITORNEY - CODE M 1.2. Handles afl mauers
anen&nl to fitigadng cases assigned, incfuding developing case strategy, coordinating wilh Ihe Depanmem of
Justice and United States Attorneys’ offices, conducting discovery. attending premiaf conference=, negotiating
settlements, preparing alf litigation documents for filing, examining wimesses, and arguing the cases in coun;
prepares training lectures for active duty and reserve personnef: prepares anicfes for the OTR and other

pubficationx prepares memoranda on policy matters pcnaining to personnef Law as assigned: prepares

memoranda and response Iettes on FOIA and Privacy Act appeafs as assigned.
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a (d) COhKllTUTIONAL IAM’ fJRANCH HEAD - CODE 342, Oversees all litigation
involving constitutional challenges to command authority. aflcg.miens of constitutional or sm!e lam. tons b)’

milimry pwsmmcl; cmcdmtcs with DOJ and U.S. Altomcys as required: mordina:cs nppropria!c cases with the
other brsnchc.r of the sctwicc md the Dcparcmcm of Defense; prepares and maimains a dcsktrook for addressing
critical issues in tie subject arw prepares arriclcs for the OTR and other publicmiow, responds to “mquirics
regarding Ii!igsdon s!ratcgics and h@h visibility case.z conducts training on cnnstim!iamd law and fxrsonaf ton

liability issues for active duty emd reserve pcrsmurcl; provide.s oricmmion and mcntoring to the junior offimzs
m.signed to the bmncty reviews cases, motions, comspnndcnm, and other Iitigminn documcms provided to and
weparcd by mcmbms of rhc brnnc~ litigates ca.scs as assigned.

(i) CONSITIUTfONAL fAW ATCORNEY - CODE 3.$2.J. HandJcs afk
martcrs acrendam to litigating cases assigned, including dcvclnpimg usc strategy, coordim!ing wirb the

Oqrarmrcm of hsiicc nnd United Smws Attorneys’ offices, conducting discovery,ancndingprcmiafconfcrcnccs,

negotiating scnlcmmts, preparingdlIi!igmion &cumcnts for filing. cxnminiig wim~. and arguing the cases
in courc; prepares training Iccmrcs for mrivc dmy and reserve pcrsonncb prepares arriclcs for !hc OTR and
other publicmion.$ prepares memoranda on policy maners pcrrainiig to con.slitulional lmv es assigned prepares
mcmomnda and response Ic!tcts on FOIA md privacy Act oppc.als as assigned.

R) (ii) PARALEGAL SPECIALIST - CODE 34?T. Maintains automated casc-
rracking system; provid- weckfy updates on status of cases mainmins and archives finished case files:
reviews inmming Ii!igmion, identifying issues and noting duc chtc$ performs Iegaf rcsenrch and frrcpaIcs Civ~

pleadings for review by mtomc~ coordinstm and provides guidance on Ii!igmiori rclalcd documents, wimcss,
and deposition requests as required, including mnintmxmce of litigation demand tracking system: prepares Icga.1
corrcspondcmx.. AcCs ar technical scwicc reprcscnrmivc.

(c) DISAJJILfll’ JAW BMNCH HEAD - CODE 343. Oversees sfl li!igmion arising

e

under dknbilily laws m rcgulri!ion.$, m agency disability dcwminmions involving military m forma milituy

personnel: conrdinatcs with DOJ and U.S. Attorneys as required: mrrrdinmcs appropriate cases with the olber
brmcbcs of rhc service and !he J3eparrmcnt of Dcfcnss prcporcs and mainfains a dcskbok for addressing
miiical issues in rhc subject nrca: prepares oniclcs for the OTR and olhcr publication responds 10 inquirks

~~d~g litigation Sualegi= md high visibility case.s ccmducrs raining on disability law issms for aciivc duly
md -C PMICl: provides oricn!mion md memoring 10 tbe junior officcm assigned 10 the brancfu reviews

ca.scs, motions, corrcspondcnce, and other litigation documents provided to and prcparuf by mcmbms of the
brancfu Iitigatcs cases as assigned.

(i) DISADIf-f_fl’ JAW A’JTORNEY - CODE 3.$3.J. Hamflcs sfl mancrs
ancndam to litigating cases nssigncd, including developing case strategy. coordimding with the Dcpanmem of
Jus!icc and United Stawxr Attorneys’ offices, mnducring discovery, nncnding pretrial mnfcrcncc.s, ncgo;iating

sctllcmcms, preparing sff Iiliga!ion documems for filing. examining wire-, and arguing the caxcs in mum.

prepares training Iccmrcs for adive duty and rcscrvc pcrsnmcl: prepare.s mriclc.c for the OTR and ohcr

publicmionx prcparm mcmommfa on pnlicy mettcrs ~rraining to disability lmvs or regulations as mcigmxk
Pcpam mcmorsnda and rcspnnsc Iencm cm FOIA rmd Privacy ti appds BS assigned.

(f) EWJRONMWAf. LAW fJRANCH HEAD - CODE W. Ovc.rscr.s aII litigation
under environmental lSWS applicable IO U.S. orishg from DON opcratiorm coordinates with DOJ and U.S.
Attorneys as rcquird conrdinmcs apprnprintc cases with the other branches of the scrvicc and Ihe Dcparcmcm
of Dcf-, prepares and maintains a dcskbook for addressing critical issues in the subjec! ma, prepares
articles for the OTR and nthcr publicaticnm responds 10 inquiries regarding litigation strawgics and high

visibility cases amduccs training on cnvironmcnml law issues for active duty and rcsmvc persomcl; provides
oricmation and mcmming to the junior officers assigned to Ihc bmnclx reviews cases, mo!ions, corrcspondcmx.
and other litigation documcms provided to and prepared by mcmhcm of [he branch,

e

provides inpm on
environmental iscues and proposed cnviromncnm] Iegishxiom Iiligms cases as assigned.
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(i) ENVIRONMENTAL LAW AITORNEY - CODE 3.$4.1, Handles all
maners anendam 10 Iiligming cases resigned, including developing case stralegy. coordinating wilh the
Depanmen! of Justice and United States Attorneys’ offices. conducting discovery, attending prewial conferences, ●
negotiating settlements, preparing aU litigation documents for filing, examining witnesses, and arguing the cases

in court; prepares training lectures for active duty and reserve personnel; prepares articles for the OTR and
other publications: prepares memoranda on enviromnenkd issues and proposed environmental legislation:

prepares memoranda and response letters on FOIA and Privacy Ac[appeals as assigned.

(g) FREEDOM OF fNFORMATION AND PRIVACY ACT BRANCH HEAD -
CODE 345. Oversees SU Ii!igation arising under FOfA and Privacy ACI appeals to JAG. Coordinates wilh DOJ
and U.S. Attorneys ss required; coordinates appropriate cases wi!h the other brancbes of the service and the

Dcpanmen! of Defense; prepares and maimains a deskbook for addressing critical issues in the subject area;
prepares arlicles fortheOTR and other publications. Assigns all FOIA and F%vacy Acl appeals.monitors

progress.and reviewsallmemoranda and respx!selettersprior[osubmksion; overseespreparadonofIecbnkal

and statisticalreportson FDfA and Privacy Act appeals, litigation, and time-and-expenditure factorx condum
training on FOIA and Mlvacy Act issues for active duty and reserfe ~rsonnel; Lbiga[es cases as assigned;
prepares memoranda and response Ie!tes on FOIA and Privacy Act appeals ?s required.

(i) f’Af@J-EGAL SPECIALfST - CODE 3-$5.1. Receives, organizes, and
manages appeals to JAG underFOfA and Privacy Act; prepares weekly summaries and case-!racking reports on
FOfA and Privacy Act appeals; prepares technical reports and statistical infmnm!ion concerning FOfA and

Privacy Act appeals, litigation, and time-and-expenditure factors; coordinates and monitors classification
reviews: provides guidance on FOfA and Privacy Act matters 10 other commands prepares Iegd
correspondcn~, handles requess by DO] forDON w.ilnesses.

(b) LEGAL TECHNICLANLEAD SECRETARY - CODE 346. Responsible for
administrative suppon of sssigned anomeys and paralegals by Ihe suppn staf~ assigns clerical and typing tasks
drafts rouline cmm.spondencq obtains mamrial, inforrnalion, and witnesses as required m direc!ed; provides
clerical and typing support; reviews all mngoing correspondence for proper form; Maintains correspondence ●
tracking system and division files.

0) CLERJQTYPIST - COOE 346.1. Provides clerical and typing suppon;

receives telephone cafl.s; acts for the Paralegal Specialist in biwher absence; maintains filing system.

(ii) CLERWTYPfST - CODE 346.2. Provides clerical and typing suppfl as

assigned; receives telephone calls; acts for (be Legal Technician in hifier absence.

(5) CLAIMS AND TORT LITJGATJON DIVISION - CODE 35. Adjudicme.s claims

against the Depanmen! of tbe Navy under tbe Federal TOII Claims Act, Miliiary Claims Act, Foreign Claims
Act, and Personnel Claims Act; provides Ii!iga!ion supporl to U.S. Auomeys representing !be U.S. in claims
Iiligatiorx asserts and collects affirmative claims under Federal Claims Collection Act and Medical Care
Recovery Act: manages, oversees, and guides field activities’ performance of claims functions.

R) (a) DAJAG (CLAJMS AND TORT LfTIGATION) AND DIVISION DIRECTOR -

CODE 35. Special Assistan! for Claims, NAVLEGSVCCOM. Functionally manages (he DON claims system,
composed of the field aciivity adjudicating authorities and the headquaners claims attorneys; ensures the claims

function is effectivelyand efficiently Ferforrned throughou! the DON; coordina!cs claims-related resource and
budget decisions with olbcr divisions: and develops. proposes for approval, and then implements substantive and
procedural claims policy and slandards. Has senlemcnt authority up m $1OQ,000.00 under the FcderafTon

ClaimsAct and up 10S25,000.00undertheMilitaryClaimsAct,and unlimiteddenialaulhorily under both Acts.
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●
(i) LEGAL ASSISTAJW70FF1CE SUPERVISOR & MAAXGER - CODE 35A.

A$sist.s the division dirsccor in planning, organizing, and direming the divisiom mninmins claims budget; aces ss
technical suppncl ccprcscntsliv~ supervises suppon staff.

R) (%) DEPUTY DIVJSION DIRECTOR - CODE 35.1. Assigns sJI incoming cases
ovcrsccs pcogrcss and mnduct of sfl adjudicmions and litigation suppnn; reviews sfl scnlcmcm or denial

mrrcspnmfcnm. Coordinates with DOJ, U.S. Anomcys, Navy OOC, t%my md AI Force JAG as requkcd.
Anafprs division cc.sources. developing plum snd making cccnmmend,n!ions to [he division dirccmr, md aces far
the division dirccmr in his or her abscncc. Has senlcmcm authority up m SlC0,000.03 under the Fcdcrsf Ton
Claims Ad snd up [o S25.0CKM313under the Milimy Claims Ad. and unlimited denial authority under both fis.

(c) FEDERAL TORT CIAJMS lJfWWH - CODE 351. Mnnilm% indi.idusfl y
assigned DON claims and ton litigation cases, with specialized rcsponsibili!y for those cnnaming
nnnappropriatccf fund inscnnnentalitiq mamgcs assigned cases when rcccivcd for hcadquarrers ac(ion from field

acli.iliw, provides additional lcgsf cc.search and claims investigation, as neccs.mry mnduc!s legal and faccuaf
snalyscs and authors memorandum rsmmmcndations regarding proper adminisuativc adjudication; drafts rcla!cd
mrccspnndcne, Lnclud!ng denial notices. Scnlcmcnt offers and agrccmcn!s, nnd scn Iemcnt rccnmmcndation
submissions to DOJ, when sc.nlemcn: approvnf is required. communicmcs with w,inms.ccs. oIhcr govcmmcn!

agency rcprcscntativcs, unrcpmcntcd claimants, md claimants’ atmmcys, Iicld aciivi!y and other Fcdcrsf agency
supfmn, includlng Iitiga! ion ccpmw, draft pleadings, motions and discovmy. and assistance in obtaining winwscs

and physical md dncmncnwuy evidence; maintains current and accurate clcccronic &ta base of assigned cas-cs
snd mgcmcm information system; provides advice and policy guidance 10 field activity claims anomcyx

pccforms such o!hcr duties ss may hc assigned.

(i) LEGAL TECHNICIAN - CODE 351S.

(i~ PARALEGAL SPECIALIST - CODE 35PS1.

(iii) LEGALMAIWPARALEGAL SPECIAUST - CODE 35PS2.

(d) LEGAL MEDICINE SECJTON - CODE 351.1. Ensures hcadquancrs mnrdicmtion
and oversight of tie dninis!mtivc adjudication of sJl medical negligence claims againsI DON, and of DON

litigation supfmn IO DOJ in such actions, communicates with Chief, Bureau of Medicine and Surgcfy. on
medical-legal i.sm~ supmviscs section nnome~, monitors imfividudly assigned DON claims and ton
li!iga!iom and msnagcs thnsc snd o!hcr sssigncd ~ received horn field nctiviti~ pcrfonms Icgal research snd

claims invcslig.wion: conduces analyses and makes rcmmmcndn! ions regarding proper adninisccaiive
adjudica!iom cbsti rcla!cd cocrcspnndcncc, including the denial no!iccs, scnlcmcnl offers and agc.xmcms, ml
scnlemccn rccmmncndations to DOJ, when scnlcmcm approval is required: communicmcs with DOD medical

~Ffi. ~m=.=. Olhm a~n~ ~~=ntativ= ~~~=n:cd claim~= ~d claim~~” atlOmcYs. field a~ivity.
snd o!her agency anomc~ provides Iitiga!inn suppnn, including litigation ccpns. draft pleadings, mo!ions and
discnvcry. and a.ssi.w in obtaining wimcsscs and physical snd domnncmary evidence: mninmins automated
dalnhasc. of assigned ~ and. provides advice snd policy guidsncc 10 field-ac!ivi[y claims anomc+’s.

R) (i) pARALEGAL SPECIALIST - CODE 351. IPsI.

A) (ii) LEGALMAWPARALEGAL SPECIAUST - CODE 351.1 PS2

(c) MEDICAL hbWPIWCI’lCE AITORNEY - CODE 351.11. Monito!s s.ssigncd
DON claims and [on litigation srising from alfcgations of mcdicaf ncgligcncs in Navy health care faciliiics snd

-g= ~~ A OthCr sssigned cases ccccivcd for hcacfcpulers actions from licld activiti~ pmvidcs
additional legaf nxr.arch and claims invcs!igat ion. as ncc~, conducts legal snd factusk anslyscs smf authors

a

memorandum mcmmncndxions rcgnrding prcqscr odministrstivc adjudiimion: drafts rclamd corccspnndc.ncc.
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including denial notices. settlement offers and ageements. and settlement recommendation submissions 10 DOJ,
wbc” se!llcment approval is required; communicams w,ilh DOD medical experts, witnesses., other govcmmenl

agency representatives, unrepresented claimants” anomeys, field activity and other federal agency atmmeys,

including DOJ and Assistant U.S. Attorneys; provides litigation support. including Ii!igal ion re~ns, draft
pleadings, motions and discovery, and assistance in obtaining witnesses and physical and documentary evidence:
maintains went and electronic database of esigned cases: provides advice and policy guidance m field activity
claims anomeys; performs such other duties as may be assigned.

u)

(f) MEDICAL MALPRACTICE A’ITORNEY - CODE 351.12. Mon~lom assigned
DON claims and 10II Iiliga!ion, and manages those and other assigned cases received from field activities,

performs Iegaf research and claims investigation; conducts analyses and makes recommendations regarding
proper notices, settlement offers and apeemcnts, and settlement recmmnendations [o DO], when settlement

approval is required; communicates with DOD medical experts, witnesses, other agency representatives,
unrepresented claimants, and claimants’ attorneys, field-activity, and other agency anomeys; provides litigation
suppan, including litigation repmw, drafi pleadings, motions, and. discove~, and assistance in obtaining
wimesses and physical documental’ evidence; maimairis automated database of assigned cases; and provides

advice and policy guidance to field-activity claims mtomeys.

(g) lNDUSTRIALHAZ4RDS & WORKPLACE INNJRY SECJION - CODE 351.2.
Monitors assigned DON claims and ton litigation, with specirdized responsibility concerning toxic and industrial
hazards and workplace injmy ca.ss manages those and o!her assigned cases when received from field aclivilics;
pcrfonns legal research and claims investigation; conducts analyses and makes recommendations regarding
proper administrative adjudication; drafts related correspondence, including denial notices, settlement offers and
agreements, and serdemcnt recommendations to DO], when settlement approval is required: communicates wilb
witnesses, other agency representatives, unre’pre.sented claimants, and claimants” mmmeys, field activity and other

agency anomeys; provides litigation suppxt, including litigation reports, drabs pleadings, motions, and
discovery, and assistance in obtaining witnesses and physical and documentary evidence; maintains automated
database of assigned cases; and provides advice and ~licy guidance to field-activity claims anomeys.

(h) MILITARY & FOREIGN CMfMS BRANCH - CODE 352. Coordinams
administrative adjudication of claims against ibe DON under the Military Claims and Foreign Claims ACI
requiring SECNAV or JAG approval; makes recommendations to adjudication authorilia; formulates policy
recommendations; provides guidance m field ac!ivily a!tomcys and otbcr DON personnel on claims and liability

issues assacia!ed with status-of-forces agreements and other maners regarding foreign countries monitors
assigned DON claims and WI litigation cases; manages those and other assigned DON cases when received
from field activities; performs legal research and claims investigation; conduc!s analyses and makes

recommendations regarding proper administrative adjudication: drabs related correspondence, including denial
notices, senlemern offers and agreements, and senlemcnt recommendations m DOJ, when senlement approval is
required, communicates with witnesses, o!ber agency represcnta!ive.s. unrepresented claimans and claimants’
anomeys, field activity, and other agency anomcys; provides litigation support, including litigation reports, draft

pleadings, motions, and discovery, and assistance in obtaining witnesses and physical documentary evidence;
maimains automated database of assigned cases; and provides advice and jmlicy guidance to field-activity
claims anomcys.

(i) LEGAL CLERK - CODE 352s.

(i) PERSONNEL & AFFIRMATIVE Cf-4JMS JJRANCH - CODE 353, Ensures

headquanerscoordinationand ovcrsigbtregardingPersonnelClaimsAct,Medical Care RecoveV ACI. carrier
recovery, property damage and ofber affirmative claims !hroughoul [be DON provides policy guidance m field
ac!iviiies and under tbe Personnel Claims Act and Ihe preparation of JAG actions thereon: seeks recoupmern of

DON payments for pos!al claims from accountable individuals; provides litigation suppan to DOJ on affirmative
claims; communicates with Navy Supply Systems Command, the Military Transpmation Management
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a
Gmunand. 001. snd rcprcsenmtivcs of (he moving indusny md other mili!ary scrviccs.

(i) LEGAL CLERK - CODE 353S.

CODE 3S3.1.
(ii) PAfL4LEGAL SPECfAfXT/PERSOh7VEL CMJMS ADJUDICATOR -

R) (0 LEGAL AWSf’ANCE DIVISION - CODE 36. Oversees and directs marmgcmm! of
the Dcpamncm of tie Navy fxgal Assistance Program: develops and promulgms DON legal assiswmcc pnli~

~p~ 10 mml (including Congressional) inquiries conccming (he program; maimaims liaiscm wi!h other
services snd has organization, gathess &la and evaluates the Wrfonnamc of (he Navy Icgaf assistance progrsnx
develops nmnagemcm plnm for the program: evaluates ethics complaints rcgmding Icgaf assistance attorneys m
offia.s. Rcprcsaxs Navy on tic ha! Forms Tax Cauncif and DOD Tax Policy Advisory Grouw advises tie
JAG. SECNAV, and field activities on fedcrdmd statetaxation and tax policy. Suppons field Icgal assistsnm
offices and anomcys through research suppcm. cxpcn mxmion advice and mx form disrribulion, publi=tions

(including ~c re~ing Legal Assismnce Memorandum and monographs) and evaluates snd dislribmes smn&rd
legal sssimncc sofnvsre: supports hcadquarscrs aflivilics through lcgislmive review. dir.m ssx law suppnn,
-ork, smf sax form scrvi~ serves as point of contaa for lcgsf assismncm-rcla!ed programs. such ss
adoption reimbursement; sssisss the h’avsl L@ service Command in the devclopmmt of stan&rds snd quahty
ssumncc programs for legaf assistance office.s sup~ns mmmnnd inspmion progrsm: supporss h’aval Juslicc

School Iegaf sssismnm curricufurn development and review.

R) (,) DAJAG (LEGAL ASSISTANCE) AND DIVISION DIRECTOR - CODE 24.
Functiomlfy manages the DON Lcgnl Assismnm fkogrmn and Ihc world-wide system of providers, mmposcd of
~e field acti.ily lcgnf assistmcc offices, indcp-mdcm nc!ivc duly Icgrd sssisumce m!omeys, snd Rescmc
pmwidets (units, PERSMOBTEAMS. and designated indcpmdcm Icgaf assistance anomcys} ensures ihc Icgaf

a

assisssmce function is cffccfivcly and efficicmly performed !hmughom the DON: coordinates Icgsl sssismncc
rclawd resource smf budge! dcciskms with other dlvisionx md develops, proposes for approvsf, and implements
substantive snd promfursl legnf sssk.tmce poficy and smndards.

R) (b) ASSISTAfW DIVfSION DIRE~ORJHEAD. TAX BMNCH - CODE M.1
Executes division poli~ responsible for office adminismntion, including supervision snd dircc!im of anomeys
snd mifimy and civilisn suppml fmsonncl. Provides suppo~ to hcadquancm snd field legal as.si.sl.mcz anmncys

snd cfim~ in !sxa!ion mimers. Provides odvice and opinions on Fcdersf, Shmc, and Iocaf ssx is.sues affccsing
mifimry pscmncl or the Depassmcn! of the Nm’L provides odvicc and sssislsnce to Nnvy organizations for {hc

adtnhissrmive or legislative resolution of income-tax problems affccsing milimry personnel, including
emp!oymmt-utx kuex rcpmcnts the Navy cm the Anncd Forms Tax Council snd. in conjunction witi k

Gmcrd Counsel, in Ihc DOD Tsx Policy Ad.isnry CbouP povidcs advice on State snd local busincs incmnc.
sales, property sax tiucs affecting nonsp~o~iamd-fund activi!irs reviews rcgula!ions snd insnuctions involving
taxation issu=, snd supcrvi= coordination of field M sssismncc progrsrns including ovcrsr.as ms murscs,
VITA programs, and w form distribution.

R) (i) LEGAL SECRf3ARY/OFFICE MANAGER - CODE 36S. Rovidcs

research suppcm to division and field legaf sssi.slancc nnomcys. Awmbks, edits, produce-s, snd distribmes the
legal &stnncc publications. Assembles. anal~, ~d inlc[pm~ W a=isIM~ ~“OrklOad ~Ia ~d PCW=
reports. k office msnager, screens and mums incoming cormspondencc: maintains ‘tickfcr systcm- for division
action i!crnx types, pmof-reads. assembles and dkuibmcs outgoing corrrqxmdmcc/mail and legal documents;

IY~ md w~f-ma~ legalnssklanccpublica!ionx designs sysIcms for and maintains division files snd rc.mr~
mainmins time and ancndmcc rcp.ms for division civilian pcrsmmel; maintains mutinc division supply sIoc@
maimsins smd upda!cs research rcfcmncc ma!crisfs and mx forms.
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K) (C) STAFF AITORNEY/PUBLICATIONS MANAGER - CODE ?.6.2 DevelOpS,
researches,wiles,and edi!s legal assistance publications. Manages production and distribution of publications,
provides research sup~n to field legal assistance anomeys, provides research suppon m the division director in
legal assiswrme policy matters.

107. ASSl~ANT JUDCE ADVOCATE GENERAL (fblILITARY JU=ICE) (COfJE 02) AND DI~TSION

- CODE 20, AND OFFJCER IN CHARGE, NAVY-hJARJNE CORPS APPELLATE REVIEW
ACTJVITY (NAMARA ) (CODE 0.0 AND DIVISIONS - CODES 40, 45, AND 46

a. The AJAG (Mifimry Justice) (Code W.) has primary supervismy responsibility for the performance
of JAG’s sta!mory duties in all mlitary justice and relined matlers as authorized in the UniformCode of Military

Justice(UCMJ) (1O U.S,C.3$ 801-940),!be Manual forCouns-M.anial, 19S4 (MCM, 1954), and !be JAG
Manual; serves as a member of the JAG Ethics Commitieq serves as OIC, NAMARA (Code W] supervises
the Principal Depmy AIAG (Milimry Juslice) (Code 02A) and one OJAG division director who has specific

responsibility for criminal law policy (Code 20), and coordinates with mber DAJAGk when are= of
rqmnsibility overlap; coordinates administrative matters with the chief Judge, Navy-Marine Corps Trial
Judiciary(Code 05) and the chief Judge, Navy-Marine Corps COUII of Military Review (Code 07).
Additionally, as OIC, NAMAW (Code 04), the AIAG (Military Justice) oversees and supervises the ksistam
Officer in Charge, NAMASLA (Code 04A), the Administrative Suppon Division (Cod. 40), Appellale Defense
Division (Code 45), and AppcUatc Government Division (Code 46).

b. The I%ncipal Deputy AJAG (Mililary Jusiice) (T’DWAG) (Military Justice) (Code 02A) assists the
AlAG (Military Justice) in all matters within the AJAG’s claimmcy, performing all du!ics of the AJAG in the
AIAfYs absence; coordinates military jus!ice matters among divisions having overlapping rcspon.sibility:
monitors. coordinates and reviews aU W.skings prepared for signature or review by the AlAG; cmmfimles
milimy and civilian personnel managemem policy within ihe AJAG’s claimancy; and serves as primmy JAG
member of !he Naval Clemency and Parole Board (NCPB), Additionally, as AOfC. NAMARA (Code 04A), ibe

PDAJAG (Mifitary Justice) assisw in supervising [be Adminiswative Suppori Division (Code 40), Appellate
Defense Division (Code 45), and Appella!e Govemmem Division (Code 46).

(1)CRJMINAL fAW DIVISION - CODE 20. Oversees military juslice policy wi~hin Ihe
Deparnnen! of the Navy, drabs legal and policy advice for JAG on wide varie!y of military justice maners;

reviews all legislative and regulatory proposals affecting, military juslicv represents {he Navy in regular

meetings of the Joint Ser.’ice Comminee on Miliiary Jus!ice (JSC). which is the principal vehicle for staffing
amendments to the UCMJ and Manual for Couns-Manial, and provides Navy repre.sentalive for weekly meetings
of Ihe joim-smvice working group supporting the JSC; staffs ail amendments 10 Secretarial and JAG regulations

implementing UCMJ: reviewsalfdecisionsofmilitaryappdlalecounsfor systemic malfunction; staffs JAG
certification of cases for review by NMCMR or USCMA smffsrequestsforSecretarialdesignationasgeneral

and specialcoun-martialconveningauthority.and forSecretarialsubstitutionof adminiskmiveforpunitive
discharge; staffs requests for JAG authorization m refer charges for trial by cmm-maflial aher adjudication of
similar charges by State or foreign couns: slaffs FOIA requem and recommendations for exercise of AJAG’s
FOfA denial authority; provides JAG representative to SECNAV Clemency and Parole Board; provides

informal professional elhics advice service for all Navy and Marine Corps judge advocates engaged in trial work,
cwrdinmes coun orders and warrants of attachment; and publishes timely guidance to all military justice

practitioners in the Department of !he Navy.

(a) DAJAG (CRIMINAL fAW’) AND DIVISION DIRECTOR - CODE 20. Ensures
the timely, effective and efticicm performance of all division function$ represems !he JAG on military-justice

maners; reviews and approves aU letters and memoranda drahcd wi[hin tbe Division stating opinions or

recommendations of the AJAG or higher aulborities on military -juslice matters. and other items as requesled or
direcled; and represents (be JAG on tbe Joint Service Comminee on Military Justice. AS Special Assistanl for
Military Justice, NAVLEGSVCCOM, advises COMNAVLEGSVCCOM regmding policies, plans, resources and

,.

●
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procedures effecting the mifimry-justice mission of NAVLEGSVCCCSM; substitutes when ncccs.sary as an
afIcrnaIc member of !he Nirvd clemency and Parole fJorud; and conducts inspections of h’LSOs and

J3mchmenrs.

(b) ASSISTtWf DIVISION fXRECf’OR - CODE 20.1. Assists the dirccro: in alf
functions of the division md discharges the dulics of lhc division director in !hc dircc!or’s abscncc; reviews
incoming md outgoing cormspondenc~ &afts milimry and civif inn pmsormcl ncriom; subjcc! to approval by
the dircc:or, a.ssignc afl routine work within Ihc Divisiorx subs[imtes whm necessary as an ahenrmc member of
the Navaf clemency and Pnrolc IJo.mrf: and. under Ihc supervision of the direcurr, monfinatcs wilh other JAG
and DO,N officials on mimers nffccting military justice.

(c) PGLJCY, PLANS, AND RESOURCES OFFfCER - CODE 201. EmfuaIcs
cffccrivcncss and efficiency of (be mifimry-justice function in the DON, initiates and anslyzcs rcmmmendations
forprogram inrprovemcnlsunderthesuprmkion of the dirccror, inlcrfaccs with JAG and DOh’ officiafs on
mafters dirccrfy affccring program pcrfmmzmce: prcpms briefings and drafts replies to mngmssionaf inquiries
on mmrcrs within the purview of assigned drnics: assists the director in the inspcc!ion of NISOS and

dctachmenw. and advises md assisls the dircc!or in marmrs paraining to militwy-justice policy, plans snd
rcsmurccs in the DCN.

(d) ADVISORY LEGAL OFFICER - CODE 202 Drafts JAG opinions on mifitary-
justicc maner$ supcrviws the maimcmrncc of the Division’s historical film staffs requcsr.sfoICm’tnkrg
audurdydc.s@mtimby SECNAV cmrdtmtm wilh Dcparrmcrn of Jus!icc for amborization to immunize
civilian wimes.scs in connection with !rials by coun-manial: prepares briefings and drafrs repfics 10
congresionaf inquiries on mimers within the purview of assigned du!i=, and advises and assi.m the director in
maners p’rnining to the legal opinions of the JAG regarding military jus!icc.

(i) HISTORKXL RESENICH OFFICER - CODE 202.1. Cond.crs detailed,

lcgaf research of the Icgishxivc and administra!ivc history of exis!irrg and proposed statrncs msd rcgulatiom
affecring military justice. ulilizing Ihc historical materials mainmincd in the Librmy of the Judge Advocate
Gencmf md the administrative history of mililary jus{icc m?intaincd in Code 20: regularly assists in staffiig all

maners within rhe cagrrizancc of Code 203 and assists as rcqrrircd in staffing mauers within the mgnizarm of
code 9333.

(c) LEGISLATION OFFICER - CODE 203. Coordinates amemfmcnrs 10 the UCMJ. .

MCM, md ClrapIcr 1 ofIheJAG Manual: rcprcsenrs ihc director on the Working Group. Joim .%wicc

Cnmminec on Military Jrmim; serves as altemnlc JAG member on ihc Navrd Cicmmcy and Pamlc Doarrf:
provides swff supfxrn on mili!nry-justim matters [o JAG Elbics Commincc, nnd provides informal provisional

ethics advice smicc for afl Navy and Marine Corps judge advocates engaged in trial work: initial=, cvalualm,
and staffs proposafs for revising Clraprcr I of Ihc JAG Manual; prepares comments for lhc d!rccror on proposed
lcgislnliom. prepares briefings ond rfmfrs replies [o mngrcssiomd inquiric~ monitors case managcmcm; and
advises and assists the director in mnncrs pcnaining 10 propmcd lcgisfc.live and rcgrdmory changrs involving

military justice.

(i) CME MANAGEMENT OFFICER - CODE 203.1. Maintains slams of aff

on.ying, irnponmrt milimry-jmlicc cases maintains liaison wi!h OJAG and DON officials to track the S.IXW of
idcn!ifie.d cases Pcparss information sheers and dmfr.c replies ID congrcssionnf inquiries an idcniifkd cases
reviews 8JJ rcponed and rmrcfmncd decisions of the Navy-Marine Corps Coun of Mili:ay Review, advising of

imfrorrant issues md rccwmmcndmg Ccnifka! ion m [he U.S. Coun of Milimry Appeals (USCM,4) where
appropriate: reviews all USCMA dccisicms, advising of all imprrnarn issues and recommending appcaf to [he

U.S. Supreme corm where appropriate: staffs cam-mnnagcmcnt mancrs requiring approval of DOJ. rhc JAG, or
SECNAV, including immrmi!y rcqucsrs, wwranrs of attachment. rcqutss 10 mun-ma:iud relirccs. and rcqucsrs
to refer charges for trial by coun-manial after adjudicnlion of similar chnrgcs by SIMC or roreign courts.
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(f) OFFICE SUPERWSOR - CODE 205. Coordinaws administrative s.ppm m !he
division; procc.sses aff incoming and outgoing taskings and correspondence; and supervises mainkmance of !he
division library and files.

duties; operates automated
management.

c. OFFJCER IN

(i) LEGAL CLERK - CODE 205.1. Performs receptionist, typing, and filing
data-processing equipmcm; and assisls with corm.spondencc and database

CHARGE. NAVY-hlARJNE CORPS APPELLATE REVIEW ACJTVITY
(CODE 04). The AfAG (Mifita~ Ju.stic;) also serve.$ as Officer in ~arge, US, Navy-Marine Corps Appellate
Review Activity (N AMARA) (Code O-l), a JAG field activi!y, and is responsible for examination, review,
monitoring, and ultimate disposition of all records of trial received for review or other disposition punuant to
statute. regulation, m appropriate appellate coun rules of practice and procedure. NAMARA is comprised of an

Assistanl Officer-in-Charge (an additional duty of the PDMAG (Military Justice) ) and Codes 40, 45, and 46.

(1) ADN1lNISTRATIVE SUPPORT DIVISION - CODE 40. Creates and maintains a posl-
trial case-tracking system of those remrds of trial required !O be forwarded to !he Navy-Marine Corps Coun of
Military Review (NMCMR) or the Office of lbe Judge Advocate General (OJAG) for review in accordance with
articles 66 and 69, Uniform Code of Military Justice (UCM~, reviews for completeness aO records of trial
forwarded to NMCMR; promulgates decisions of [heNMCMR 10theappcllamh accordancewithManual of

the Judge Advocate Gmeral (JAGMAN} !racks cases submitted to the U.S. burl of Military Appeals

(USCMA) under anicle 6S, UCMJ and promulgak?s the actions taken by that coun; reviews for completeness
and maintain cases received in accor&nce with article 64. UCMJ; provides advice and recommendations to the
Judge Advocate General (JAG) on those cases forwarded m OJAG in accordance wilh anicle 69(a) and (b),
article 71(%) and (c). and article 73, UCMJ; staffsrequestsforsubstitutionof admkis!ra!iveforpunidve

dischargesand forpresidentialpardons: and provides administrative and Iogis! ical suppon services (o the
persomel assigned to Ihe Nnvy-Marine Corps Appellate Review Activity (NAMARA) and the NMCMR.

Compifcs data for DON submission to DOD Criminal Activity, Disciplinmy Infractions and Coun-Maniol
Repcm; responds (o Congressional inquiries; responds to all requests (including Freedom of information Ac!
requesls) for records of trial; maintains OJAG cenmd coun-mtulial record of trial files.

(a) ADMINISTRATIVE SUPPORT DIVISION DIRECTOR - CODE 40. Supervises
the divisiow assists and makes remmmendations to Ihc OIC regarding military -jusice matters and the

appe!iate-Ievitw process manages past-trial tracking syslem of all cases subjec! 10 review by NMCMR; takes
action on all Anicle 69 (a) and (b), UCMJ, cases which do not require remedial action, and advises JAG on

Ihose cases that do require remedial actiom reviews and advises JAG on fmi!ions for new Irial; staffs requests

for substitution of administrative for punitive discharges and for presidential pardons; promulgams all NMCMR
and USCMA decisions required by ,%licle 71, UCMJ; reviews and lakes action on congressional and other
inquiries regarding cases in !he appellate-review process a! OJAG.

(b) ADMINISTRATIVE OFFICER - CODE 40.1. Executes division policy and

administers the divisiox systems manager for NAMARA’s .case-rracking and word-processing systems;
supervises operation of alma-processing equipment in NAMARA and NMCMR.

(i) COMPUTER PROGRAM ANALYST - CODE 40.11. Serves as
fxogrammcrlanal yst; :espnsible for projects relating to the planning, analysis, design, programming,
dcvclopmem, implementation, system maintenance and modification, repon preparation, response to end-use
requirements, and maining for aulomated dakalhfonnation systems.

(ii) ADM1NISTfL4TIVE SUPPORT BRANCH SUPERVISOR - CODE 40.12.

Ensures aU OKICC administration is current; mainlains NAMARA library; contact poim between

SecretariaVHeadquaners Civlian Personnel Office and NAMARA coordinates with the Consolidated CWilian
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Personnel Office. OJAG. and other activiliw. and mainmins personnel reports.

(iii) LEGAL TECHNICIAN ~PING) - SI’ATISflCIAN - COfJE 40.1~4.
Collects, reviews. and PInce.sscs data horn nctivi!ic.s worldwide, ensuring accuracy hcforc augmenting {he
dalabase: provides quarterly and olbcr statistical rcfmns to DOD and other nctiviliw. Iibrnriarx Frform.s
clericaf and typing dmics.

(c) HEAO, REVJEW AND SPECJAL CORRESPONDENCE fJRANCH - CODE 40.2.
Manages and supervises IhcNcw TrkdsandExamination nnd Spcciaf (krcspcmdcncc Sccticm.$ responsible for
ensuring the branch complies with UCMJ, MCM, JAGMAN, FOJA and odxr Nwy Rcguf ations.

(i) H3X3. NW TRIAL AND &%ifvilNATfONS sEcrfof4 - cODE 40.2].
Pc!fonns Iegaf mvicw of aft ca.ws submitted to OJAG in nccnrdancc wih Articles 69 (a) ond (%) and AIiclc 73,

UCMJ: prepares aft mrrcspondcnct and aciions in those cases for signature by JAG: monilors afl ofli=r-
dismissaf cases during the review prca.ss, prepares nfl corrcspnndcncc, promulgation leIICIS. mcmoramfa,
supplcmemal murt-mnniaf ordcm, and actions for sigmmrc by SECNAV and JAG: staffs rcqucss for

substimlion of administrative for punitive discharges and for prcsidtn!id pwdons.

(A) CLERK-TVPI~. Pcrf0nn5 receptionist. Iypist, cnrrcspondcnce-
mntml, snd files clerk functio=. performs other du!ics as dirccfed.

(ii) HEAD. SPECIAL CGRRESPONDENCE SECTJON - CODE ti.22. fhf~
replies to cnngrcss.immf and otbcr inquiries concerning ihc milimry-juslicc system and individual murt-manial
cases obtains and ordcm reproduction of court-manial records and obmim Wymcnl for copies thcrcnf, $vhde
considering the implications of tbc FOIA: fneparcs Annual Rcpmt of the JAG 10 USCMA. drafts all mandates

10implcmcm ordcm ofNMCMR md USCMA.

(d) HEAD, CASE MANAGEMN IJMNCH - CODE 43.3. Msnagcs and
supervises theDocumentsEsamimlionand Romu!gmion sections, the canmf- records files. and the maiJ room,

=pamibJc for emuring [he branch cmmpJics whb the MCM. UCMJ, JAGMAN. and olhcr Navy regulations
when reviewing rcmrds of trial and pmnudgming decisions of NMCMR and USCMA.

(i) NONCOMMISSJONEO OFFJCER IN CHARGE. DOCUMENTS
EXAMINATfON SECJION - CODE 4fJ.3J. SUpcmi%cs the scctiow rccciv- inmming maiJ: assigns case

numbers m records of uial ma.ived for review.: cnwrs data born rcmrds into automated case-tracking system
ensures ssction fmxhmlivily main:ainct prcpnrcs messages and corrsspnndcncc IO obtain documcms missing

from records.

(A) DOCUMENTS EXAMJh’ERS. Reviews incoming rcmrds Of ~iaJ
(original md copies) for camplctmcs$ maintains files on records rcquirhg documents Gom Jicld p?ior to
forwardingcasem N.MCMR: enters data from records into mnommcd case-tracking sys!cnu forwards rcccn&

ready for review m NMCMR, OJAG, or the promulgation section, as appropriate.

(ii) SUPERVISOR, PROMULGATION SECJION - CCIDE 40.32. SuIKrviscs
the semiom ensures scctinn productivity maintained: rcsfmnds to case-s!mus inquiries from (be field o.crsccs
the prcpsratinn of aff documents required to promulgate decisinns of NMCMR and USCMA in accordance wi:b
tbc MCM, UCMJ. JAG Msnusl, and Navy rcgukuions through rcmipl of the supplcmcmaJ courr-mani.d order

executing the semcnw. cmsurcs appropriate &M is cmcrcd in tbc automated ca.sc-tr’acking system.

(A) LEGAL CLERKS Cfl’PJNG). Oblaim maifing addresses for

aPPcll~K tiCI NMCMR &cidcs = promulgmcs NMCMR decisions and,ifrequired,USCMA decisions:
advisesappdlsms,theofficctsexercisinggeneralcoun-manid (OEOCM) jurisdiction.and otherpanicsof tbc
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sla!us of cases !hrough the posI-NMCMR process; obtains supplemental coun-man ial orders executing
scntenccs; enters dam into the automated case-tracking system.

(iii) CENTRAL RECORDS CUSTODIAN - CODE 40.33. Receives and
maintains “finished” records of trial w,hich have completed Ihc appellmc review process in OJAG: receives and
processes requests for records of trial from the Naval Clemency and Parole Board, Navy Discharge Review

Board, and other governmental agencies; obtains records of trial from [he Central Records files, NAMARA, or
the Federal Records Center, Suitland, for delivery to requesing activities; processes records of trial for trtmsfcr
10 [he Federal Records Center when required.

(2) APPELUTE DEFENSE D1VIS1ON - CODE 45. Provides attorney reprc.scntmion of
Department of the Navy service membem before U.S. Court of Military ApFAs, Navy-Marine Corps Coufl of
Military Review, and Naval Clemency and Parole Board; trains and supem’ises Reserve judge advocates IO assist
in appellate rcpre.wntation,

(a) APPELL4TE DEFENSE DIVISION DIRECTOR - CODE 45. Administers and

supervises division; direc!s aclions of appellate counsel regarding review of couns-manial, preparation of

appellate briefs, and preparation and presentation of oral argument before military appellate couns, the SuPremc
Coun, and occasionally the Naval Clemency and Parole Board; directs advocacy training, to include providing
advice to trial defense counsel and DON commands worldwid~ promotes military justice litigation skills;
establishes division policy.

(b) DEPUTY DIVISION DIRECf’OR - CODE 45.1. Execums division Policfi
responsible for office administration, to include supervision and direc! ion of appellate counsel and civilian
employees, distribution of incoming cases, training of personnel, review of appellate briefs, preparation for oral
argument, travel coordination, and other matters related m mission accomplishment; assumes director’s role in
director’s absmce.

(c) DEPARTMENT HEAIYAPPELIATE DEFENSE COUNSEL - CODES 45.2, 45.3,
45.4. Responsible for administration and supervision of assigned department; directs actions of subordinate

appellate ~unsel regarding review of couns-man ial, preparation of appellate briefs, md prcparalicm a“d
presenkwion of oral arguments before military appellate courts, the Supreme Court, and occasionally tbe Naval

Clemency and Parole Board: provides appella!e representation to assigned cliems whose cases are before
military appellaie couns, the Supreme Coun, and occasionally the Naval Clemency and Parole Board; performs

assigned collateral du!ies.

(d) APPELLATE DEFENSE COUNSEL - CODES 45.5, 45.6, 45.7, 45.8, 45.9, 45.10,
45,11, 45.12, 45.13, AND 45.14. Provides appellate repre.scntalion to assigned clients whose cases are before

milikwy appella!e courts, the Supreme Court, and occasionally the Naval Clemency and Parole Board; prepares
response m inquiries concerning couns-martial; performs assigned collateral du!ies.

(i) SUPERVISORY LEGAL TECHNICIAN (TYPING) - CODE 45.1A.
Supm’ismy legal technician and confidential secretary to (he division director; coordinates work assignments of
the legal clerical s!af~ oversees preparation of coun documents and ensures completion and timeliness:

supervises maimenancc of office files and ensures timeliness of outgoing correspondence and repon%
comdinams with USCMA.

Oi) LEGAL TECHNICIAN (TYPING) - CODE 45. lB. prepares and assembles
briefs. summary assignments. motions, and enlargements for submission to appellate couns; monitors filing
deadlines; preparm records of trial, cases, pleadings, correspondence, and other documems for internal
distribuxio~ prepares required correspondence, maintains office files, serves as office supervisor in the absence

of the supervisory legal technician.



e (iii) LEGAL. CLERK - CODE 45.lC. Rcparrs and osscmblcs briefs. summary
assignments. motions, cnfmgemcms, and h’MC,MR waivcm prcpaxs required corm.qmndcncc: and maintains
officefiles.

(iv) LEGAL CLERK - CODE 45. ID. Rcparcs and asscmbl= briefs. SUIN’11.WY
assignments, motions, cnhrgcmcms, snd USCMA waiwrw prcparrs required correspondence: and mainrains
Ofl-mz rdrs.

(v) LEGAL CLERK - CODE 45.1S. Assiss in rhe prcparatio. and ssscmbly
of tilefs, summmy es.signmcms, motions, cnlargcmems, and NMCM R and USCMA wivcrx prepares required

corrcsponden=, receptionist for division.

(3) APPEL3ATE COYERNMEhT DJV1S1ON - CODE 46. Reputx and riles pleadings
with Navy -MariIIc Carps Cam of Military Review (NMCMR) and U.S. CourI of Miliwy Appds (USCMA):

argurs cases beforeNMCMR and USCW prepares and submits pleadings with Solicitor General of tbc Unimd
SIaI~ prepares snd files government nppadq advises tricl counsel and smff judge advocates in [be field.

(a) APPELfATE Government DIVISION DIRE~OR - ~DE 46. Administers
and supervisesdivisiow provides appcllaw tcprcscmation before NMCMR. USCMA and, if rcquc.md by the
Attorney Gmcraf, rbe SuVcmc Court dcicnnincs w.hcthcr govcmmcm appcafs will be filed: mnimains {be Trial
Counsel Assistance Program (TCAP), providing legal advice IO trial counsel snd DON commands worldwide;
responds to outside inquiries regarding division aaivilic.x sets division plicy.

(b) DEPUTY DIRECTOR - CODE 46.1. Executes division pdi~, responsible for
office atilnistralion, to include supervision and direction of 0PPCR81C cmmsel and civilian cmployccs.
distribmion of inmming cases, mining of persamcl, review of appcllalc briefs, preparation for oral argument,

● and travel cwrdimmioru assumes direcIor’s role in the dirccror’s absence.

(c) TCAP COORDINATOR - CTIDE 46.2. Mamrgcs Ihc Trial Counsel A.uismnm
Rogranr of the Navy-Marine Carps (TCAP~ monitors quality and quan!ily of advice provided under TCAP.

(d) APPELfATE GOVERNMENT ~UNSEL - ~DES 46.3, 46.4.46.5.46.6.46.7.

46.8, 4d.9, 46,10, .1d.11. 45.12,46.13,AND 46.14. Rovid~ eppcllate rcprrscntalion 10 nssigncd clients bcfmc
NMCMR, USCMA, snd the Supreme Cmm; prepares rcsprmsc IO inquiries mnceming courrs-marsial; preforms

assigned collateral du:irs.

(i) SUPERVISORY LEGAL TECHNICIAN (TYPING) - CODE 46.1A.
Supervisory legal technician and mnfidcmial sccremry 10 the division dircctoc c.mrdinales work assignments of
the Icgaf clerical staffi ovcfsccs pmpamtion of mum documcms, ensuring completion and timeliness: sup$mi.su

maimenamc of office files md ensuring timclinus of ouigoing carrcspondcncc and rcpons.

(ii) LEGAL TECHNICIAN (TYPING) - CODE 46.IB. Prcparrs snd assembles
brkfs and molicms for submission to appllatc courr$ monitors filing d.dlinrs prepares rcmrds of !rial, =,

plcadmgs, mrrcspmn!cnce. and ofhcr documents for infernal distribution: mainlains office film: sewer as offict
supervisor in the abscncc of the sup.avisory legal mcbnicim.

(iii) LEGAL TECHNICIAN - CODE 46.IC. Rcpmcs and ssscmbks brick and

motiow, prepares required corx.sprrndcncc: and maintains office files.

(iv) LEGAL TECHNICIAN - CODE 46.1 D. Rcparcs and assembles briefs and

motiorm pmparm required corxspondemx and maintains office fiks.
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108. ASS1~ANT JUDGE ADVOCATE GENERAL (OPJXATfONS AND hJANAGEhlENTl (CODE 136)
AND DIVISIONS - CODES 61, 62, 63, AND M ●

a. The AJAG (Operations and Managernenl) has primary responsibility for opcmtions and
management.

b. The Principal Deputy AJAG (Code 06A) assists !he AJAG (Operations and Management), and
supervises Ihe DAJAG’s within tbe Operations and Management organization additionally, the Principal DepuIy
AfAG is assigned ADDU as the Vh Commander, Naval Legal Service Command. The Principal Dcpu!y AJAG
may cmnmuniuue dkecdy wi!h the JAG or DJAG. fn the absence of the AJAG (Opcralions and Managemem)
when assigned ADDU on a permanent. fulJ-time basis ou!side the Office of the Judge Advocate General, (be

Principal Deputy WAG (Cede fJ6A) is lhe acting AJAG (Opralions and Management), unless otherwise
provided.

c. Fourdivisions are assigned to Operations and Management. Direcmrs of each division report 10 the
Principal Depu!y AfAG for their s~ci13c area of responsibility. hey will comdinale w,ilh olher DAIAG’s when
areas of respmsibility overlap. The Principal Deputy AJAG m the AJAG resolves conflicts and ambiguities as
appropriate.

(1) MILITARY PERSONNEL DIVISION - CODE 61. Manages tbe JAG Corps and
Legalman communities coordinates with JAG, NAVLEGSVCCOM, BUPERS, and OPNAV on all pmonnel
issues affecting judge advocaies, LDO (fAW) personnel, and Iegalmen; assigns and places all judge advoca!es
and LOO (LAW) personnel; assists in recruiting judge advocates and Iegalmen; writes PCS ordcm for all judge
advocates and LOO (lAW) personnel; manages and tracks the PCSff_EMDU[NS budgel to suppon PCS and

training moves for judge advocates and LOO (fAW) persomel; prepares and publishes the control-grade officer

slate for the JAG Cnrp% develops accession, promo{ ion, and officer-strength plans; provides recorders for
officer selection bomds; prepares and updates personnel briefing materials, including graphics and textual

malerial: conducts persomel briefings; conduas detailing and officer retention {rips to tbe field; publishes !he
JAG Directory.

●
(a) DAJAG (MILfTARY PERSONNEL) AND DIVISION DIRECTOR - CODE 61.

ADDU from BUPERS, sssigned m Head, JAG Corps Assignment/Placement Branch, N441 6 Assistant DepuI y
Commander, NAVLEGSVCCOM (Military Personnel] ~DU to OPNAV (OP130E7) as JAG Corps Officer
Community Manager. Collaterally assigned as JAG Headquarters Senior Watch Officer. Responsible for afl
matters dealing with assigmneni of active-duty judge advocates and community managcmcm of judge advocates,
limited duly officers (Law), and Iegalmen. Supervises assigned personnel; oversees development and execution
of policy in the ~eas of recruitment, staffing, ssrengtb planning, career developmem, promotions, and training.

(i) MILITARY PERSONNEL MANAGEMENT SPECIALIST - CODE 61A.

Determines current and future JAG Corps and LOO (Law) officer personnel requirements; monitors current and
future increasesldema.ses in officer requirements w the activity level; develops JAG Corps officer suengh
plans, officer recruiting goals, and JAG Corps officer retention goals and promotion plans, utilizing known and
historical loss &tv, initia!es officer and enlisted billet-reprogramming requesls: serves as quola control for
anendees at CLE courses held at the Naval Jus[ice School and Navy anendecs a! the Army JAG School: serves

as JAG liaison for seleclion-board membership nominations m BUPERS.

(ii) ORDER-WRfTfNG BW%NCH - Ml LITARY PERSONNEL STAFFfNG

TECHNICfAN - CODE 61C. Administers and manages Detail/Placemeni Branch: originals and processes aJl
forms, documents, and adminisma!ive correspondence involved in assignment and placemem of JAG Carps
officers. Screens correspondence; maintains working knowledge of projects and programs within the division
and BUPERS; preforms follow-on action as required by correspondence; informs division director of items
m.q”iring immediate action: monitors of ficem’ orders; maintains statistics concerning personnel matters and
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plqssm pmnnnd rcpnns.

b) ASSISTANT DIVISION DIREC701VSENIOR OFFICER D~AfLER
(ASSIGh’M~ AND PMCEMENTI - CODE 61.1, Smior-nfficcr &xignmcm snd Placcmcm Officer for afl
JAG corps captains, commanders, snd thnsc Iieu!enam cnmmandcrs in-znnc to be cnnsidcrcd for promotion by
the next selecsion hnnrd. Assistant Division Director for the Milimry Pcrsnnncl Divisioru Assistam Senim
Watch Officer. Conduc\s requirements smdysis accounting for PCS and TEMDUINS money snd PCS moves for

W JAG COfpS officas. ADDU 10 BUPERS as UUPERS-W 16B.

(C) JAGC CORPS LCDR DETAJLER (ASSIGNMEfW AND PfACEMEhT) - CODE
61.2. Assignmem snd Pf.xcmcnl Officerforal JAG Corps Iicumnam cnmmandcrs and time limncnan:s ilS-

mnc to bc ccmsidcmd for Tomotion by tic next selection hnnd. JAG Cnrps Rogmm Advisnr for the Nav~s
Pnstgmdua!c Education program JAG rcprcscntativc -- as t%mary Consultant (PC) and Designator Advism
(DA) -- IO dIe biennial S.bspccidsy Rq.ircmen!s Jlnard (SRB). OJAG a?ordinamr for Ccuoin.ing L@
EducalionK’rofcssinnaf Dcvelnpmcnl prngrams. ADDU to DUPERS ss BUPERS+416C.

(d) JAG CORPS LT/LTJG AND LDO (lAW) DFf_AILER (ASSIGNMW AND
PfACE,M~ - CODE 61.3. ti!gnmcnt and Placcmcm Officer for JAG Cnrps junior offims, from the

mpOfling *1c In dICiI firs! pamancn! duty station after completing nf Naval Jusiicc SChnol smining until
selection forPrnmolion10 Iicutcnan! mmmandcr. Responsible fnr LOO (bw) SCICCSCCSsnd sssignmcnls nf
LOGS (bw} cumrofs LOO (LIw) quotes for Naval Ju.wim Schonl mu=, OJAG PJim of c.JmacI for afJ
inquiries regarding the LOO (Jaw) program and tbc JAG Corps Tmgctcd Augmentation f40grsM
~AP~Augmcnlation pmcus. ADDU to BUPERS as LIIJPERS-W16D.

(e) HEAD, PROCUREMENT’ AND PfANS/ACCESSION MANAGEMENT

(ASSIGhWfN AND PUKXMENT) - CODE 61.4. Assignment and Placcmcn: Officer for JAG Cnrps
acccssinns. Cnntrofs JAG Corps qunms for Officer Indocmimuion Schnnl rmd JAG Corps, Marine Corps, and

Cnast Guard quotm for Lawyer Cnursc a! Naval Juslicc Schnol. Cmmols TEMAC nssigmncnts (imcmships) for
members nf the JAG Carps Studem Prng?am. Rcspnnsiblc for supervision of Ihc L?w Educstinn Prngmm.
including conrdinstion with OPNAV & tbc Naval Poslgmdu.me Scbonl. Cnnrdinatcs recruiting activities by JAG
field acsivitics. Consrofs pmfrssionnf screening of applicants for the JAG Cnrps. Conrdinam HIV !csdng
progrsms for Fcrsnnncl sssigncd m OJAG activititx in Wsfington DC. AODU m BUPERS ss BLJPER.S-
4416R ADDU In Commander, Navsf Recruidng Command.

(i) MI LfTARY PERSONNEL TECHNICIAN - CODE 61.4A. AssisI.s H=.&
Procurement snd Plans, in IJIC cxccmion of dml officer% du!ics, including word prnc=ing, preparation of

TEMAC snd ACDUTRA nrdcrs, recruiting, and prnccssing of JAG Cnrps qsp[icmions.

(fI LES3ALMAN COMMUNITV MANAGER - CODE 61.5. Enlisted Communily
Manager fnr Iegnfmcru mansgcs the acccssinn pipeline, cnnrdinatcs advmsmmml qtxms, snd monilom !he
fndcpcndcnl Duly Legalman program in cnnrdinminn with Type Cnmmandcrs m ensure proper manning snd
milimlinn: cnnrdimtcs with Mmming Control Au! boritics and EPMAC m maintain. appropriate manning

presents monthly DistributnbIc Manning Brief to CHNAVPERS. ADDU 10 OPNAV ss OP- 132C.

(g) LEADING PEfTY OFFICER - CODE 61.7. Leading Pcny Officer fnr the
Miliuuy Pcrsnnnel Divisimx supervises other assigned Iegnfmcn. and assigns their administrative du!i=,
reviews W corrcspondenct for cmrecsncss, maintains officer fimcss-rcpnn Iogllickfer. drafts wstcb biUs.

maintains nfficcsupplks,mnintainspmfcssionsf appcaranm nf nffk nnd cnfi.wcd pcrsnnncl: maintains sfl
dncumen:s pmduccd md received by the Military Pcrsmmcl Divisiom rcspnnsible for cnrrcspnndcnce rnudng,

mpying. filing. and typing, and the mnimenancc nf m.snunls and dircmivcs pay clerk fnr OJAG mifimry

~rsnnncl.



~) CHECK-IN/LEAVE-CONfROL
Check-Out Peny Officec maintains the “onboard count”
Persomel Managenwm Specialist. Prepares leave papers for

recall biU and the calendar/scheduling of division personnel.

Military Persomel Staffing Technician.
D)

PEl_fl’ OFFICER - CODE 61.8. Check-In and
of ~rsonnel in coordirm ion with [he Military
all OJAG mili!ary personnel. Mainmins division ●
BUPERS order writer in coordination with the

(2) RESERVE AND RETIRED PERSONNEL PROGRAMS DIVISION--CODE 62.
Recommends 10 the Judge Advocate Generaf (JAG) !be specific mission. objectives, plans, and policies for

developmentof Reservelaw programs and units; moni[orsshmus,progressand mobilizationreadinessof

Resewe law uniw and personnel,providingadviceand recommendadons concerning appropriate readiness
evaluation criteria, organization of law units (including number and Iocmion), and the most effecdvereadiness
training requirements; advises the JAG regardingprofessionaltrainingand curricularequirements,including[he

preparadonof professionaltrainingguides, and makes recommendations concerning the scope and content of
professional training m be offered Reserve judge advocates, Icgalmen, and other legal suppon personnel in
schoolsJcorrespcmdcme courses md workshopslco”fere”ce.s: arranges, coordinates., and panicipates in national
and regional Reservetraining con ferenceslworkshops; assisls in Ihe oversight and mosl effective utilization of
Reserve legal assets by .?senaining the needs of active duty commands and professional expenise of Reserve
judge advocates+’legdmen to recommend [he most productive trainingldrilling assignment; provides direction
and instruction to active dutyillesewe cnmmandslunit%ther cognizant activities, and personnel concerning [be

Reserve personnel program: provides briefings, reports, research, analyses, and studies m senior aulhori!ics
concerning the Naval Rescxve legal community’s stale of readiness, mutual suppcm training, and productivity;
and prepares and conducts Reserve oriemalion for NLSO COSIXOS reviews and makes recommendations
concerning Reservejudge advocate staws classification advises and M.sis!s in article 6, UCMJ. billet assignment
recommendations of Rcsewe judge advoc’aes and legalmen; reviews and recommends action concerning

applimliOm for a direc! cmnmissionlcbange of designator into the Naval Reserve hw program; reviews a“d
make recommendations concerning anicle 27@), UCMI, certificationof Reseme judgeadvocates;reviewsand

makes recommendations cnnceming Navy Office: Billet Classifications (NOBCS) for Resemc judge advoca! es;
coordinates Reserve selection board proc~ nominaleslendmsesAcrecns Reserve law units and personnel for ●
uni@ersonal awards oversees tbe aquisilioflmaimenance of NAMMOS validated SELRF.S billc~ supporting
tbe ac!ive duty JAG Carps; publishes the Naval Reserve Legal Community Newsle!teH oversees publication of
tbe Naval Reserve Active SIaIus Judge Advoc.me Direcmry. Advises/assisls JAG concerning policies, and plans

for recruitmentlaccession of top quality Reserve judge advocate flegalmen; provides technical and adminiswative
suppml, advice, and assisbmm to the Senior Judge Advocale, Naval Reserve, Judge Advocmc General’s

CmpsLSpecial .%sistani m the Judge Advocate General for Reserve Legal Services: provides advice and
msiswnm to aclive duty/Resewe retired community, and oversees publication of the Retired Judge Advocate
Direcm~, reprwents JAG with exmmal professional associations, including American Bar Association, Federal
Bar Association, Judge Advocates Association.

(a) D,WAG (RESERVE AND REfTRED PERSONNEL PROGRAMS) AND
DIVISION DIRECfOR - CODE 62, Assigned additional duty as the Naval Reserve hw Program Technical
Manager’s Representative; assists the JAG in meeting his responsibilities as the Naval Reserve Law Program

Technical Manager by performing the following functions monitors closely (be Naval Reserve faw program.
recommending 10 the JAG s~cific objectives, plans and policies, and initiatives for {he program’s maximum
effectiveness and future development: recommends m the JAG appropriate policies, programs, and initial ize.s m
ensureibehighestlevelof mobdiza~ionreadinessand mutualsuppml training by Ready Reserve (SELRES and
IRR) law units. judge advocates, legalmen, and other legal suppon persomel assigned to the Naval Reserve
For=, monitors Chief of Navaf Operations-approved quantitative and qualiiaiive mobilti!ion requirements and

inac!ive duty Ready Resewe judge advocate md legalman staffing levels, training, and workload [rends. in order
to advise the JAG concemimg lheappropriatenumber,size,mix,and location of Ready Reserve law units and

persomel, and m ensure their maximum utilization and integration into their active duty component: advises tbe
JAG regarding professional training and curricula requirements, and makes recommendations as 10 Ihe scope and

content of professional training @ be provided inactive duty Ready Reserve judge advocates, legalmcn. and o!her
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a
Iegsk suppnn fmaonnel in schools, cnrrc.spnndcncs courses, workshops, nnd o:hcr [mining evolmion% serves as a

pmnrsnem member on lnacrive DutyRe.wrwc Judge Advocate Screening Boards 10 assisl in the article 6. UCMJ,
bilket sssigrmrem rcmmmendalions of Reac.rvc judge advocates evaluates end ~dviscs the JAG comxming

@icics and pograms for the rmruitrrrcnt snd rc(cminn of Reserve judge nd.ncmes, Icga!mcn, and nthcr lcgaJ
suppcm persnmcl: serves as the principal active duty advisor to Deputy JAG/Cmrmrmdcr. h’avaJ Legal service

Cnrrmrand in regard to utiJim!inn of Rcssrve lcgaJ assets, including mnbilizmion rcaiincss, mmual suppnn
training, peacetime emplnymcm, nnd unit nrganimtional suucmrc; advises and assists the Naval Rcscwc inactive
duly JAG Corps flag ofriccr irr the pxformance of his dmicc 8s Ihc Smrior Judge Advocate. Naval Rcscrwc,
Judge Advocate Ckrrcmd’s Cnrps/Special Assiswm: tothc JAG for Rcscrvc fxgal services: scrv= as Editor-in-
CMcf of the NavaJ Reserve L@ Cnmnrrrni!y News Lc:tcr: functions as the JAG rqrrcscnmtive m tbc JAG
Corps RedrcdGmununity, including ovcrsccing tbep.blicatinn ofrbc Rc!ircd J.dgc Advoca\c Dirccm~ scm’cs

sa rbc JAG’s rcpmsemmive to external profusinnal wncia!inm.

R) (3) hJANAGEMENf’ AND PfANS DIVISION - CODE 63. Fnnmdatcs lnng-mngc
plnmrtig mdrna.nagcriaf pliWtimdion mdWidmcc forth. Offimnftic Judgctivnm:c tincral(OJAG)md

Naval Legal .Scrvice Command (NAVLEGSVCCOMl Pmvidcsstmklicsl analysis, rcscarch, andguidmrcc mrhe
Judge A&ocatc Gcncml snd drc Cnmmmrdcr. NavaJ Lcgd service Cnmmmrd; manages planning, pmcurcmem,

cmrsrrucriozr, snd min!errancs of J’JAVLEGSVCCCW facili!ics cnnducrs oricn!a! inn training for pmspccrive

NfSO CO’s snd XOS provides rrrimngcrid and rcsnurcc suppnn for NAVLEGSVCCOM acrivilic.x establishes
OJAG snd NAVLEGSVCCOM long-range rcquircmcnra and rcsnurce rdlncmionq pmcurc.s ADP quipmcm snd
snfnvare fomrrdntcs ADP pnlicy und planning fnr OJAG and NAVLEGSVCCGM: mam?gcs ADP opcra]ions;
prnvidcs ADP end-user suppnrr and training, including mnimerrznrcc and rcfxrir nf pcrsmrd computers and local
mea rrctworks: dcvclnps snfhvarc applica!inns snd prnmulgmes bnrdwmc srrd snfrwarc standards msnagcs
mmpmer-related annrrrunicatiom syatcrnx develops snd implements ADP training for OJAG and
h’AVLEGSVCCOM snd for field technical suppnr’r rcprcscmatives (TSR’s).

o
) (a) DAJAG (MANAGEMENT AND PIANS) AND DIVISION DIRECTOR - CODE

&+. Ocpuly AJAG fnr Mmragcmcm rmd plnn> Ocpmy Assismnt COMNAVLEGSVCCO.M fnr Marmgcmcnt snd

Flsns. (bnrdinatcs devclopmcm snd cstablishmcm of current and fumrc rcanurc.%udgel rcquircmcrm srrd
priorities of NAVLEGSVCCCJM snd OJAG cnnrdinms with Cnde 003/64 to cruure fiscal plans (e.g.,

lWM/budget submissions and aJJccmions) are dmwlopcd, submitted, cxccrucd, and, when necessary. adju.md to
acarmmndate Ihmsc rqu immcmsfpriurit i=, cmrdimtcs wi!b Code 003/64 cmrccming crmcm OJAG and

NAVLEGSVCCOM budget cxecurinn md fiscal rcquircmenra mn!tcrx cmrducrs analysis snd pmduccs mfmns in

suppnrr of rbc efficiency review pmc~ fnr Ircadqrmrrcra UICS, NAVfXGSVCf13M, and NAVMARTRUUD;

represents Urc JAG on the OnD L@ Technology Cnuncil and in join! scmicc oummation dcvclopmcn! cffn~
provides TOL rmmrrcc supfmn and cnordirra!imr for {be NAVLEGSVCXCIM; srrpmvisss perammcl snd frmdinns
of the division.

R) (b) ASSISTANT DIVISION DIRECTOtUFACILfTISS REOUIREMJXJX CURRENT
OPERATIONS, AND PMNS BRANCH - Cnde 63.1. The assismn! division dbccrnr scrvs n.s head of this
Lmmch. Dctcmrincs current md fumrc NJSC faciJitics rcquircmmrx cnnrdirrmcs planning and resource
pmcuremem ircriorrs fnr facililica cnrrsmrcrinn, upgrade and mainbmanw mnnitors md Cnnrdimms suppnfl for
on-gning facilities Projccr$ srrd cmrdinsms planning and prncurcmcm of qrripmcn! needs (other than
infnmration nsnurcc needs) of NLSC. kralyzcs NfSC Pmductivily dam worklnad factors, snd Navy ~prdation
rrend.y idcrrtifks and rcpnru workload trends nnd any other wends affecting NISC staffiig conrdimm with

Cndc 61 and NJSOs in dcvclnpnrcm ond irnplcmcmminn nf current and frmxe staffing plsns rccnmmcnds
adjustmcnrs m actual pcrsnrmel smffimg Iocalions. SAmrirs nrrd mrrnimrs acrinn.s m cslablisb snd discsrablisb

NfSC acrivi!ics. Saws ns assistant to tbc division dirr.cror us a mml quality leadership resnrrrcc for NLSC
Cc& 63 pnim of contact wilb Nf.SCk for purpwsc of idcrnifying and ccardim!ing proviainn of current npcrminm
snd mansgcrrrcrn suppnrr nseda. provides data and amlysk ss rcqucstcd 10 Ch’1-SC and JAG m sssis! tbcm in
the cxccmion of their supcrvismy druirs.

o



x) (i) ASSISTANT BRANCH HEAD - CODE 63.11. Assiststhe brancb bead in
the performance of the foregoing duiie.s, SCIVC.Sz administrative coordinator for 63.1. Coordinates schedules

and publicizes information resource training for OJAG smff.Coordinateswainingandmain[ainsrecmdsfor ●
lrainingof63,1~mmmel,

A) (ii) MANAGEMENT ANALYST - CODE 63.1’2. Compiles and analyzes
productivity and other data as directed by the brancb head. Pcrforrns other management analysis funclions as
direcled.

A) (iii) MANAGEMENT ASSISTANT - CODE 63.13. Mainmins productivity
database for NJ-SC ac!ivilies. Produces reports, charts, and other data output as directed by lhe branch head.
Produces au!omated smffmg analysis semi-amually, or as directed. Assists management analyst as necessary.

(c) fNFORMATfON RESOURCES HEAD - CODE 63.2. S.Jxwises and coordinates
equipment requiremcms determinations, applications development, procurement, ADP s!andards, installation,

operation, and operator training in connection with NAVLEGSVCCOM and OJAG operations and management:
provides office automation technical guidance and suppon to the Office of the Judge Advocate General and the
Navaf Legal Sewice Command, generally, enending 10 the following ensuring tbal tbe procurement, utilization,
and safeguarding of hardware, so flware, and dam complies wi!h current instructions; staying current wi!h the
state-of-the-an technology in order to provide guidance and direction for legal automation initiatives;
proposing hardware and software standards and direction 10 [be fSEB: reviewing equipment and software
procurement for compliance with standards and direction; providing and monitoring computer training --
introductory, advanmd, executive, and application-specific as requested or needed; developing applications,
providing documentation, and managing modifications; performing requirements analysix and resolving
technical automation problems,

(d) DEVELOPMENT AND PfANS SECJTON - CODE 63.21. Responsible for
eslablisbimg a development plan in suppon of JAGs business plan, ~rforming rcquircmenLs analysis (equipment,
software), systems analysis, providing user and maintenance documentation, application programming and

●
performing life cycle maintenance on deployed sys!ems. This development plan provides a POA&M for the
programs 10 be developed, the standards to k used in their development and documemation, identifies whether
programs wiU be develo~d in-bou.se or contracted out, outlines the procedures for project management, and the
procedures to be foUowed for the submission of system change rcquesk

(i) programmer ANALYST - CODE 63.21A. Primary responsibility for
design, development and maintenance of locally produced applications. Supervises work of subordimte
programmers as assigned.

(ii) pRcIGmMER ANALY~ - CODE 63.21B. primary responsibility fo,
maimenance of the Judge Advocate General’s Management Information System (JAGMIS). Does design and
development work u assigned.

(iii) PROGRAMMER ANALYST - CODE 63.21C. Primary respomibili(y for
ADP trouble calls. Does design and development work as assigned.

R) (e) INFORMATION CENTER DIRECTOR - CODE 63.22. S.pewis.s and directs

operation of the information Center (fC), providing end-user suppml which consisls of conducting and
coordinating OJAG and iicld training, including development and implementation of training programs al NM
for officers and enlisted, and responding to hardware and sofm’are trouble calls from the field and OJAG. The
IC Dkecmr also sew= as tbe [nformalion Systems Nelwork Security Officer (fSNSO) for JAG and works with
{be Aummated information Systems Security Officer (AISSO) in developing and maintaining network security

for f..ncal area Networks (fANs) as they interface with JAG Automated Information Systems. The Information
Center initiates request.s fmm code 63 and reviews all other ADP-rela(ed procurement requests, monimrs ●



e

R)

●

progress, receives the goods ordered, S1OICSthcm securely, and issues them with approprimc controls. The IC
pcrfcmrm initial system installations in OJAG and pxforms division equipment and training asses.smcms. The
fnformmion Center is rcsWnsible for Funicipming in application design, tcsing and acccpmnce of programs
wiitcn by the dcvclopmcn! section IO ensure complinncc with sys!cm design. The information Center insmfls
the system for the end user, provides the initial training, nnd provides technical appliczvion suppcm.

(i) OPERATIONS SUPPORT HEAD - CODE 63.22A. bmtaUs. troublcsboots.
and maimsins afl OJAG hardware - PC%, DIM 5520, M’ administration, dam backups for ccntmJly-mainmined
systems.

(ii) COMPUTER ASSISTANT - CCIDE 63.22B. Assists 63.22A

(4) FISCAL AND ADhllNISJRATIVE SUPPORT DIVISION - CODE dk. Fonnuhms

OJAG and COMNAVJ.EGSVCCOM budgcw, cxccmes individud operating budgc~, WOrdirWICS %09~
Objcclivc Memorandum prcparatiom ~rfonm sub-clainmm rcsponsibiliti~ mansgcs 0flici8J Rcprcsemalion

fimds. Pro.ides civiJian cmploycc support scm’i~ provides numagcment suppon scrviccs performs maffiig
functions: pmfomm classification functions; .wbninistms payroll. Performs procurcmcn! functions admhislcrs
formsmanagement: administas rcfmns mnmgcmcnt: administcm supply distribuliom coordinates telephone
servi~ admhtistcrs plant pTOpeny comrol: adminislcm office space mamgcmcm: atxs as DOD Iiaiswt
providescommandsuppm; admhklersrecords and message lilc~ .mwdim!cs priming services; maimains

distribmion lisw prepares and updams directories comdinmc$ nudiofvisual scrviccs coordinates cngmving
scrvkcs. provides Iaw library referencescwi~ adminislms lcgislalivc histories administers amomated legal
research, obtains Iibrnry aafuisition.y performs cataloging nnd processing funclionq mainmins library

collec!imm pc.rfomu cixulolion functions.

(a) DEPfM’ NSISTANT TO THE JAG (FISCAL AND ADMlNISTfL4TfVE
SUPPORT) i4fJD DfVfSION DIRECTOR - CODE 64. Dcpmy .As.sismm JAG (Tiscaf snd Administm!ive
SuFPrt} Assistant fkpmy Commander. NAVLEGSVCCOM (f%ml and Adminisuativc Suppon), Formulates
and cxcmncs fiscal plnnx prepares POM and budget submissions and documcnmtion, and makes budget

tdfocmimm in suppml of cslablishcd lisal and rcsourcc requircmcnls plan% and priori!ics performs liaison wiIh
outsi& budgetary cnti!ies concerning sums of POhObudgct submi.@on$ reqxmsible for pmv~lon and

efficiency of aff adminisuative-suppri scrvi= m OJAG adiviti~ ovcrsms OJAG and NAVLEGSVCCOM
atiinistrmive-suppon fmlisy rcspcmsiblc for OJAG md NAVLEGSVCfX3M civif ian Fcwmncl program policy

and adminisum ion.

(i) SECRETARY - CODE - 64S.

(b) FfSC4L AND RESOURCE MANAGEMENT JJRANCH - CODE 64.1.

“ (i) NAVLEGSVCCOM fJUDG~ ANALYSIS AND EXECUTfON - CODE
@.11. Implements NAVLEGSVCCOM program planning, programming, and budgc!in% prepares

NAVLEGSVCCOM POM and budget-submk.sion documentation: monitors execution and program psrformarm
of NAVLEGSVCCOM budget and makes rcp?ogramming rccommendn!ionx ~ovidcs fiscal. accouming, and

Pmcurcmcm suppan for exccmion of NAVLEGSVC~M program, mnintains NAVLEGSVCCOM

fiscalfmccmnting-infmma!ion documcmmion nnd SYSICM ~ovidcs official-travel supFofl; adninistms

NAVLEGSVCCOM ‘Prompt Paymcm Act” program.

(ii) OJAG BUDGET ANALYSIS AND lXECUTfON - CODE 61.12.
bnplemcnts OIAG end Cfaims, Navy Fund program planning. progrwmning, and budgctin~ prepares OJAG
POM and budge! -suhmksion documentmion; monitors execution and program pcrfonnanm of OJAG and

Claims, Navy Fund budget md makes reprogramming rcmmmendaticm provides liscaf, accmming, and
prccumsncnt SUPFOSI for execution of OJAG programs mainmins OJAG and claims, Navy Fund

fwahcoun!ing-inf omnation documcmalion and systcmx povidcs official travel supFon; administers OJAG



“Prompt Pa)ment Act” program

(A) CLMMS, NAVY FUhTI BUDGET ANALYSIS AND EXECUTION
- CODE 64. 12A Implements Claims, Navy Fund, planning, budgeting, and repcming requiremcm: prepares
and executes Claims, Navy, budget documentation; monitors program execution and performance and makes
reprogramming recommendation% provides technical advice and assistance concerning budget jmlicy and
procedures.

(B) BUDG~ CLERK - CODE 6$. 12B. Reviews all TEMADD
requests for correctness, prepares mst estimates for each reques!, updates Ibe travel database, prepares TEMADD
travel orders, and obtains tickets and per diem advanc~ receiveslreviews all wavel-voucher submissions for

required receipts, endorsements, and accurate and complete dam; receives and reviews alf Iiquidwcd travel
vouchers for financial accuracy; resolves alf travel-liquidation problems with PSD; updms travel database and
conducts monthly database review. Reviews aU invoices for accuracy and completeness, and prepares alf Prompt
Pay Cenificams for paymenv updates expenditures databases: mifi.zes IDARMS m research the status of evcw
Prompt Pay Certificate sent to Navy Regional Finance Center.

(iii) CIVILIAN PERSONNEL MANAGEMEfW SUPPORT - CODE 6.$,13.
Analyzs.s, develops, and implements civilian-personnel management policies, procedures, and office regul.miens
in the areas of staffing, classification, employee development, employee performance, u!ilimlion, Ixrsonncl
relations and services, attendance, and payroll. ..%sisu managers and supervisors in determining appropriate
staffiig and advises on classixlcation of positions. Conducts audits and studies of NLSOS and Detachmems;
analyzes organizational structures and work processes for improved operational efficiency and economy.

Performs s~cial studies, analyzes procedures and opcrmions, and recommends improvement actions.

(A) PERSONNEL ANALYST - CODE f-1.13A. Assism in performing
special ~ojects and management amlyses associated with OJAG or NAVLEGSVCCOM civilian-personnel
management. Performsless-complex analyses and assists in tbe development and implcmcmalion of
management policies and procedures. Studies position management: assists management in the structuring of
position and organimtiom to optimize economy, productivity, and organizational effectiveness. Studies Ibe
division of work and responsibilities within tbc organization 10 find the most effec!ive organimional structure to

perform tbe assigned functions and 10 develop pcmition descriptions. Studies guidelines Feninent 10 !his area and
performs developmental and rouIine pbms of the work.

(B) PERSONNEL ASSISTAPW - CODE 64.13B. [mplemems civilim-

Wrsmmel policies and procedures in areas such as staffing by scheduling interviews; receiving, distributing, and
filing vacancy amoimcememts; and advising supervisors regarding alternative methods of hiring: rev iews

position descriptions for accuracy. Notifies employees and management of available training courses, prepares
training forms, and schedules training classes. Answers rouiine questions regarding retirement, !he Performance

Appraisal Review Program, and other relaled matters. Collects and reviews OJAG employees’ lime cards and
ensures Iimely submission to lbe Navy Regional Finance Center. Maintains personnel files such as timesheet
data, personnel .mmpensalion and benefit data, training, IifeAeal\b insurance, award, and sick Ieavdinjmy.

(iv) FINANCIAL SYSTEMS ANALYST - CODE 64.14. Performsspecial

projects and management analyses associated with OJAG and NAVLEGSVCCOM financial management, and
develops and implements financial-management policies and procedures. S!udies the division of work and

respon.sibiliiies within an organimtion 10 find the most effective organizational structure 10 ~rform assigned
functions.

(c) ADMINISTRATIVE SUPPORT BRANCH - CODE b$.2. Conducts analysis and

develops methods of processing records; oversees management of space, repons, and forms management;
provides suppon services such as repairs m physical plant, Telephones, and equipment repairs: OJAG point of

cnntacl with tbe Defense Telephone Sem’ice: coordinates Ihe installation and removal of telephone lines and



a wbmcnl. pCfiOIMS wpkm~wmcni func!iOns such os remiving, ~u~titransfc~ing. ~~’enIOry of suppl ifi.
analysis of fwurc supply needs, md plsm-proprty control: pm.ides procurement scwiccs for OJAG

hcadquarwrs, locaJ field activities, snd NLSOS worldwide for bulk purchase and special made-to-purpose iwms,
to in~ludc manafpncnf of W Blanket purchase Agrccmcm.s @PA) for irons S2,SC10.lXI or Ics.x fomvards
ncc~ document! ion for purclmsc over S25013.CN3,and those no! covered by a BPA. to the Naval Rcgiod
Contracting (km? (NRCC): OJAG poin! ofcontactwithIhcDOD Building Administrator.

(i) SUPPLY TECHNICIAN - CODE 64.21. Reccivcs incoming matcriaf and
supplicx mninlains camptncr-based invcnmry of cxpcndablc suppli~ disposes of surplusquipmcm and

furniture; issues espcndablc supplies, and ensures prorurcmcnt of supplies m maintain stocks

(ii) PROCLfREMEhT CLERK - CODE 61.22. Rc.scarchcs and makes
ncc~ purchases utifizing BPA’s for items costing $2.SO13.COor Ics$ prepares procurement documents for
NRCC for items costing more dmn S2SB0.@l maintains BPA nnd NRCC file.x maintains tie &tabasc on all
pudlases.

(iii) SECHARY - CCIDE bl.33.

(d) NEAD, L4W LfBRARS BfWNCH - CODE 64.3. Manages the Navy JAG faw
Library program: establishes fnxsonncl and rcsourcc requirements and develops and CXCCU!CSbudgcls for library
opcrmions. Manages the JAG Field Law Library program wilh centralized acquisitions. Ensures JAG

-Plimm with lbe U.S. Govcmmcnt Printing Office depository program.

(i) CLERK llTIST - CODE 64.3A. f4eparcs office mrmqxmdcn!z prepares
mnwinfs for binding. shelves and files books. pocket pans, pmpldcts. etc.: filcs de~ilOw =I~og CMk
mcci.cs and tacks m-distribution material.

a (ii) REFERENCE AND CATALOGING - CCIDE 6.$.31. Manages refcrrncc
functions, including spcciaf collections and the coordination of ammnmed lcgrd research, for both hcadquarkrs
and ficlt provides legislative-reference sawims, compiles Icgislalivc histories and maimains legislative camfoE
plans snd csccuws fdf cataloging nctivi!y 10 make collection nccms.siblc to the usrrs. SupcIVises circulation
activi!y, including imcr-libmry loans

(A) SPECIAL COLLSCJIONS AND CIRCUL4TfON - CODE 64.31A.

Maintsins special collections of dircflives, mmumfs. NMCMR dccisicms, vidcotnp.s, Ioosc-leaf scwices.

microfiche, JAG Ic!!ers, etc. Main: ains circulation remrds for loan material and administration of inter-library
loam. performs general rcfcrcnce assi.slmcc for pmrons.

(iii) LfBfLARY ACQUISITIONS - sX3DE 64.3?. Plans and organizes alf
acquisition finctions for hcmfquar!crs library, divisiomf offices, and 3(JB field law libraries worfdwidc. Moni!om
acquisitions budge! and verifies invoicw coordimms purchases with appropriate mntracling and operating

mnhori!ic-s provides hotdings. and aquisitiom information 10 afl receiving offices and libraries.

(A) JJBRARY AfDJY3TXHNlCl~ - CODE 61.32A. prepares order

information and Iypes requisitions and BPAs for hcadq!mrlcrs library, dlvisioml offices and 3f)0 ficfd law
librurics maintains acquisitions and inventory files and prepares computerized aquisi!ions%oldings rcp.ms for
all libraries amccmed.

(B) CLERK-TYPIST - CODE d. L32B. Picks up and diswibuws maif;

maintains file of periodicals and scriafq routes library materials to divisional offices follows up on nonmccipt

of library MMCriak pmccscs new library m.mcriafs.



(e) ADMINfSTfWTIVE OPERATIOh’S/SPECIAL PROJECE+ fNIANCH - CODE
64.4. Manages prin!ing and publications management operations; supervises the receipt, diswibu! ion, and
dispatching of correspondence and messages; operates imemal corwspondence-conmd systems: ~rfonns ●
speciaf projects.

(i) PRfNTING AND PUBLICATIONS 0PEfL4T10NS - CODE 64.41. Plans
and administers procuremcni of printing services through the Defense Prhing Service (DPS) and !he
Government printing Office (GPO); develops allowances of JAG-spa. sored publications for afloatiashore
commands and activities: .%mablishcs and maintains automated diswibu! ion lis~ procures and distributes Iegaf
publication such as slip opinions, Code of Federal Regukuions volumes, and case reporters; reviews proposed
instruciians and notices for standardization, mudng, and regulatory con fornwm%

D)

(ii) MAfLROOM OPERATIONS - CODE 64.42. Receives, disuibutes, and
dispatches mail within OJAG; cnuricr to tbe Pentagon, Arlington Annex, and other points as necessary
processes outgoing registered and regular mail.

(A) MAIL CLERK - CODE 64.42A.

(iii) CORRESPONDENCE CLERK - CODE 64.43. Maintains ou!going-
corm.spondence and incoming-message files; provides general clerical assistance m branch personnel;

subsiitums within the branch as necessary.

R) 109.U.S. NAVY-MARJNE CORPS COURT OF Ml LITARY REVIEW (NMChfR) (CODE 07)

NMCMR is an appellate judicial field activity of OJAG thal reviews all Navy and Marine Corps courw-maniaf

~ pfOvid~ by anicles 62, I%, 69, and 73, UCMJ. The Court’s opinions constitute legal precedent for the Navy
and Mmine Corps. The Chief Judge reports direc!ly to the Judge Advocale General. NMCMR consists of one

or more panels, each of which musl have not fewer than three appellate milita~ judges. NMCMR personnel
&o include coun commissioners, a clerk of court, Reserves, and clerical suppon staff.

●
110.NAVY-MARJNE CORPS TRfAL JUDICJARY (TRJJUDIC) (CODE OS)

The Navy-Marine Carps Triaf Judiciary is a field aflivity of OJAG, responsible for supervising and supponing

Navy and Marine Corps trial judges worldwide. The Chief Judge reports direcdy 10 lb. JAG.

111.SPECJAL ASSI~ANTS

Principal and Special Assistants who are assigned 10 OJAG and who repml directly to the JAG:

a. EXIXfJTJVE ASSI!WANT - CODE 00A. Executive Assistant m Ibe JAG and OJAG Public

Affairs Officer.

b. FfAG AJDE - CODE 00F. Special Assistan! to lbe JAG

c. EXECUITVE ASSl~ANT - CODE 00 IA. Executive Awismn! 10 DJAG; Assistant OJAG

Public Affairs Officer and COMNAVLEGSVCCOM Public Affairs Officer Editor of 017 The Record (OTR).

A) d. TRAINfNG COORDINATOR - CODE 00 IT. Special Assismm m DJAG; principal advisor to

DJAG on implementation of training and Total Ouality Leadership wilhin OJAG, NAVCfVL4WSUPPA~. and
NAMAfL&

e. lNSPEfXOR GENERAL - CODE 002. Deputy .Assistan! (Inspecior General) m

COMNAVLEGSVCCO M. Oversees and advises the JAG and COMNAVLEGSVCCOM concerning the ●
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o efficiency, effectiveness. readiness, and morale of OJAG and tNAVLEGSVCCOM aclivi!ics: conducts

inspections and invcs:igntions as dkccted by JAG and COMNAVLSGSVCCOM: adminislcm Managcmcm

Control smf Cnmmnnd Evnfumion programs maimains liaison with the Office of the Naval Inspector General on
malters miming to OJAG and NAVLEGSVCCOM activities.

L COMPTROLLER - CODE 003. Principal advisor to the JAG nnd CCMNAVLEGSVCCOM on
fii and budgctsty mancrs. Conducss oversight including ‘internal review- of the csemnion of OJAG and
NAVJXGSVCCQM Iiscab%udgcl plm.v advises snd makes rccnmmcnda:ions m the JAG snd 10

CCI.MNAVLEGSVCCOM concerning mmplimw of fisuf planning and cxecuiion with stalutory and Navy
direcsivcs; and deals witi exsemal organisation on mancrs of fiscal jxiicy snd rmpomibili!y.

& COMfW&ND MA~ER CHIEF - CODE O&l. JMncifxd odvism to the JAG (and m

(XXMNAVLEGSVCCOM) on the Icgafman community: saws us the enlisted ombudsman within OJAG.

Repons 10 Ckfe (M for administrative purposes.
D)
A) h. SFECJAL ASSIflAAT FOR TRAINING - CODE 005. Principl advisor to the JAG on sfl

JAGC trsining marten.
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CllAPrER TWO

GENERAL POLICIES AND PROCEDURES

201. OJAGlh’AVLEGS\’CCOM COORDINATION. TIE AJAG (Opmlions md Mwwgcmcn!) comdinmcs
sO wskings involving NAVLEGSVCCOM issues wilh [he cognizant AJAG, division dircccor and s~cial assistant
sssigned the task. When the AJAG (Opem!ions and Mmmgcmcm) is sssigncd ADf)U on a ~nnancm, fufl-lime
basis outside the Office of the Judge Advocate Gcncmf, the %tncipd Deputy AJAG (Opcra!ions and
Management) is the afling AIAG (Opemtions and Mnnngcmcm), unlc.cs olbcmvisc provided. Division dircmors
and special assistams have functional suppml rcspomibililir.s [o NAVLEGSVCCOM accivi:ics. IXvision
dhmtors md SPCM assistmts may cmmcsunicam directly with NAVLEGSVCCGM activities on rcmline mnncrs.

keeping the cognizant MAG and the .NAG/PDAfAG (Opcmtions and Management) informed othcr-lhan-

rmnine csmununicmion, or caskings which involve signilicam or time-sensitive issues. or csskings which indudc
NAVLEGSV(XOM-wide involvcmcnl, require Iinison through tic AJAG/TDAJAG (Opcra!ions snd

Mnmcgcmmt).

2fJ~ DEpART~iEh~ OF T}iE NA\’v SfiL

IC. Custody. The JAG has cusmdy of the official impression seal of !hc DON (SECNAVINST 5030..C

[series]). TM. seal is used on official doc.mcms and records cxcc.tcd by. or for, SECNAV.

b. Possession nnd USC. The f2AJAG (General Li!igntion)(Code 3.$), has rcspmsibili!y for the
possession snd proper usc of this seal. llc SCSI will be properly stored in Cbdc 34 spaces 10 pmvcn:
urauthorizcd USC. TIIC scnl may be used by Code 34 staff pursuam to DAJAG (General L!ligmicm) dircc! ion.

c Ccrtilicnl@s of Full Faith and Credit

(1) Sigmmue. SECNAV k authorized Ihc JAG, DJAG. and AJAG’s m CXCCU!Cccnificatcs of
Ml faith and cfcdii ccnifying signawrts and authority of DON officers (32 C.F.R. s 730.32). An AIAG will

sign Uxse ccnifica;cs unless the JAG or DJAG dkccts olhcrwisc.

(2) Awcmbly. Documems requiring the full foi!h and credit ccr!ificalion shoufd be asscmlilcd.
ribboned, snd delivered m the AfAG (General law.), for signature. The seal will lM applied by Cede 34. The
seal% impression will be applied to the ccrsification through any su@nposcd decorative seal. We 34 w,ill
keep a log of sO documents and rcmrds 10 which the seal is applied. The log will LX s!ored with the 4.

203. TURNOVER FfLES

a. Rssponsibililj’. Each AJAG, special nssi.smnt. and division dircmor will maimain a currcm
mmovcr file, comaining infonnntion to nssist succeeding offims in fxrfonning du!ics assigned 10 OJAG
divisions and bmnchcs scciions will mcrcspcmd to division func!ions. snd will be prepared and mainmincd by
tie cognizant brunch head: the DAJAG/dircctm will maimain Ibc complete turnover file, including !hoss maws

rdming to the func! ions of the crnirc divisiom !hc cognizant branch head will keep current copies of material
sWciCically rdming to hiwhcr branch.

b. Contents. l% turnover file may supplement Ibis manual and other rcgulmions, directives. snd
instructions. Each section of !be fde wiU remain, ss a minimum. the following!

(1)

c)

Shon statement of the functions of the branch

General security clmsification of matters handled by the branclu

~-1



(3) Source of work (whe[hcr work miginatcs wi!hin the branch, comes fmm !he AJAG/division

director, or comes from incoming correspondence); ●
(4) Expl.mation of work assignments md manner of completion:

(5) Usual disposition of action items (low items arc routed for initialing and sigm!!.rc);

(6) Outline of branch staff and assigned funclions:

(7) Description of branch tiles and reference malerials;

(8) fist of fkxlinent ,egulatio~

(9) List of im.tmctions, notices, and regulatory material for which branch is responsible;

(10) Explanation of bandfing of classified material within branch or division (indicating

wbcther branch has own facilities for siowage);

(11) f-is!of required reports of tbe branch, indicating source of requirement and frequency of
repn:

(1 ~) D=cription of Com~POnde”ce ~e,ai”cdinthebranch;specialfilesof thebr.”ch, if any;

and correspondence forwarded for storage; and,

(13) problem areas and conflicts (e.g., areas requiring s~cial coordination, liaison, or
clearance of proposed actions).

c. Review. Each DAfAG will review material submitted by branches for incorporation into the ●
turnover file and wiU include aU information which u,iU aid a successor.

204. SEAL OF THE JUDCE ADVOCATE GENERAL

R) The DAJAG (General Lbigation) (Code ?-?) has cus!ody of Ibe seal of the JAG. 11will be applied IO documents

signed by amhority of the JAG requiring a seal. When the JAG signs for SECNAV, tbe DON seal wiU be

applied as described in section ZOZ.

205. AUTHENTJCATTON OF COPIES OF DOCUMENTS, RECORDS, OR PAPERS
CONTAJNED IN FJLES OF THE OFFJCE OF THE JAG

n. Use of NAVJAG Form 5800/12 for mlhentication. When authentication is required of copies of

documems, records, or papers held in OJAG files, use form NAVJAG 58fHJ/12.

b. Certification by custodians. The “custodian’s” cenification shall be made by [he DepuIy %sistam
Judge Advoc.mc General (DAJAG) charged wi!h control of Ihe material being copied. ‘flw DAJAG or, in his or

ber absence, the DAJAG (13scal & Administrative Support)(Code 64) shall certify the material.

c. Authentication. The signature ofthe “custodian- shall be authenticated by the JAG, the DJAG, or

AJAG on behalf of SECNAV in accordance with seclion 202 by signing Ihe jurat on NAVJAG form 5L70U/J2.

206. TWINING

R) a. Policy. II is tbe policy of (be Judge Advocate General to provide necessary training for milimry
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a nnd civilian persnnncl assigned to OJAG in fulfiltmcm of Ihc JAG Cnrps Rofcssioml Dcvclopmcm Program
(?DP). Training is not to bc Iimitcd to only !hnsc areas in which pcrsrmncl arc currcndy working. Rsthcr,
training should cover troth Icgnl and nonfcgal topics (e.g.. Imdcrship, mtumgcmcm. militrtry oricmtuion) and
prepare pcrsnnncl for future assignments and more dcmmding and mspnnsiblc psilions. While ccrwin

individuals uc assigned duties rclndng to the OJAG training progmm. cveq’onc is respnnsiblc for ecmmplishmg
the objcmives of tic OJAG PDP. as sc! forth in JAG/CNLSCIh’ST 15CUJ.3[sxrics], md for providing input to the
lraining program.

b. Requirements

(J) An ofliccr assigned 10 OJAG will be dcsigmted as the OJAG Training Cnmdimmr (Cndc
031T). Thk nfficcr wiU be respnnsib!e for implcmen!ing tic OJAG training and orienlmion progrsm and will
hsve dircti nccess to tic Deputy Judge .4dvocatc Ckncml. %iswnt Judge &Jvncatcs Gumml. and OJAG

div~lon dirccsors for the purpnsc of discussing and rcmlving mining issues. Gmrdinmors for mlismd and
civil ian empfoycc training will afm lx assigned to assist IJDJT.

(2) The Depuly Asismnt Judge Advocate Gcncrnl (MiliLsry P.asomcl) (Cnde 61) wiU be kept
apprised of tic sums of the OJAG training program Offit?as assigned to Cndc 61 shsll & dx.signmcd to assist

the tmining conrdimtor in conducting Iinisnn with state CLE rmhoritim end mbninismring the OJAG usining and
orientation program.

(3) Each division director wilJ be rcspnnsibl. for conducting a waining program wilhin Mficr
divi.skm, for ensuring dm! uniting objectives arc being accomplished, and for presenting Iemums on Iopi= of
gcncmf interest (o afJ pcrsmmcl in OJAG. The lime, place, and content of gcncrsl training Icctums and

oricmmion prcs-sntations are to lx mnrdin.ated with the training officer. Pmsnnal Oualifica!ion Smmfards (POS)

a

wilJ be cssabli.shed md rcmrds of training within the divisions shrxll be nxnitmincd by the division directors.

(4) A planningbnnrd for mxi”i”g will mm! qwxcrly, wiih reprcs.cnm!ion f,om each division.

c. The Tmining and Orientation Prngmm

R) (1) Ths nbjcc[ivcs of tie OJAG Training Progmm and methods to mcnmpl~ !hcsc objectives.
including record-keeping asmckwd witi PO.% arc sx! for!h in cfmil in JAG/CNfSCINST 1500.3 [series].

(2) An oritnm:ion program for newly aniving personnel a! OJAG will be cnnducsed a! last
nvicc a year. The program willincludepcscn:mionson such[opk’sassecurity,OJAG organization and

missinns, mxremion and sncial ecsivitics, md oppmmmilics fnr off-duty education. OJAG division dkmsors will
emure maximum ascndmxe by their newly arriving pcrsnnncl.

R) (3) Tlw OJAG training cnnrdinmor will mllea and disseminate information 10 OJAG divisions

and pcrsnmcl regarding uaining oppnmmi!ies. The rmining cnnrdinmor will mange training prxsmtaticms

dxsigncd 10 enhance tie pmfcssinnsl dcvclopmmt of OJAG pcrsnnncl. The waining cnnrdinatnr will be

r=pcmsiblc for the scheduling and execution of OJAG micnt.stinn program.

(.$) Cndc 61, in umrdimtion wilh tbe Naval Justice School, shall establish conma with all

nmndxmy CLE sums and assist offices in mcciving CLE cwdh for nncndance w the training sessions. This
sssistmce dncs nm relieve individual offiaxs of their pcrsnnd m.qsmsibili!y to mctimain gond standing within
thcif h orgnnizalion.s.

(5) The smining cnnrdimtor, in conj.nclion with Cmde 61, shall disscminmc information abnut
local profusinnaJ &veiopmcntfCLE training pmgnuns (e.g., U.S. Dcpwmcm of J usdce - 7%c L@ Educaion

e

fmxitutc and Ccmscdid.md Civilian Pcmnnnel Offices) to each division and prnvide assis!anm in nbtaining quotas.
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In cases where requests exceed ihe quotas, paniculady for courses at the Naval lusticc School and Ihe Judge
Advocate General’s School, U.S.hy, Code 61 will prioritize lhc requests.

R) (6) In cases where ancndance at local courses requires Ihe expendimrc of OJAG funds,
division directors shall forward a brief memo to !he cognizant AJAG via Code 64, s~cifying !he pafliculam of
Ihe training. AJAG’s shall determine whether funds wilJ be made available.

207. PHYSICAL SECURJTY

a. Policy. Physical security of governmcm properly and asse!s is the responsibility of all milivmy
and civilian personnel. OJAG personnel must exercise continuous efforts IO ensure that pbysicrd propeny and

spaces are secure from thefi, loss, or breacbes of securily. property losses occur most frequendy because an
individual has failed 10 follow a regulation prescribing the safekeeping of physical property in govemmenl

spaces. Division directors must ensure tha! persomel arc properly trained and periodically briefed in the

Bpplimble regulations for physicaf security.

b. References. Physical security wi!hin OJAG shall be implememcd in accordance wilh

SECNAVJNST 55WM [series], OPNAVINST 5530.14 [scriesJ, and JAG/COMNAVLEGSVCCOMINST 5530.1
[series].

c. Responsibilities. Division directors tire responsible for physical securi!y and loss prevention within
their spaces. The OJAG Security Officer is responsible for implementing a physical security and loss prevention
program within OJAG overseeing compliance wilh the references. The OJAG Physical Securi!y Review

Committee advises and assists the JAG in Ihe implemcmation of physical security and Ioss prevention programs.
The committee wiU pay s~cid attention 10: security intrusion detection, security education and training which

includes proper indoctrination of new personnel, and periodic briefing of all personnel on theh and loss
prevention.

d. Property Passes

(1) Pmpcny Control.The Hoffman Complex Propeny Control System isthesame for normal
duty hours and security hours. A member of the guard force inspec(s all propeny removed fmm DOD leased
arem and authorizes the removal of propeny only when accompanied by a propeny pass (Optional Form7)
signed by an authorizhg OJAG official.

(2) Properly Passes DOD building managers require tha! all personal and government

property removed from the Hoffman complex have a propeny pass (Optional Form 7). Propxly passes may be
obtained from designated division officials. DAJAG’s and special assistants are authorized to issue propeny
passes forpropeny assigned to them. This authorization may here-delegamd, in writing, to one other officer in
each division, wilh the prim approval of the propeny manager (Head, Adminismalive Suppon Branch, Code
&,z), ~angm in d=ima,cd pr~om to sign propeny passes will be submitted ICICode M.? for approval and

subsequent forwarding to the DOD Building Marmger for insertion in the guard force authorization books.

20g. AUTOhlATED lNFORhJATION SYSTEM (AIS) SECURJTY

a. Policy. AJSS, networks, and comp.ler resomccs wi!hin OJAG compile and maintain subskm!ial
amoums of data and personal information which is botb sensitive and mission-essential. 1! is tbereforc

incumbent upon all fxrsonnel 10 identify and appreciate (be relative risks of destruction to so fuxare and
hardware, and the potential for the unauthorized or negligenl accessing, disclosure, modification, or misuse of
data contained on AJS’S, and to formulate procedures and policies for the protection of dam processing equipment
and software, and m insure that Ihe integrity of data stored on OIAG computer resources will no! be violated,
either intentionally or negligcndy.
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b. Rertrenccs, The Aummmed fnfonmmion SYSICMS (AIS) Sccuri!y Program is further detailed in

SECNAWNST 5239.2 [series], OPNAVfNn 5239.1 [series], and JAGINST 5239.1 [series].

c Rcsponsibtlities. Each division or office utilizing an ALS, network, or OJAG cnmputcr resource
wiU cnndua risk evaluations for the pmicular system nnd fonmdatc appropriate and reasonable ~nccdurcs to
counter rcmgccizcd thrcnts to system integrity, in accorcfancc with JAGINST 5239.1 Isccics]. Pcrsomcl will
cccsivc instruction on [he rcmgnition of pmcn!inl risks 10 dam pmccs.sing sj’stems and information to assist dxm
in identifying threats to sysmm integrily.

209. INQUIRJES FROM SENJOR OFFJCJAJS WITlilN TtiE D@+

a. Inquiries desccibcd. OJAG mifitncy and civifinn nnomeys cmnincly receive requests for legaf
advice born h@h Icvef sources, includin~ SECNAV, the Under Sccrctary of the Navy, and ,%ssismn! Sccrelarics
of tic Navy. dcc CNO m hk dcpmics or assistants, the chiefs of bureaus or their top-level ES.Si.wamc,and tlag

offimm. The JAG musl Lx prompdy advised of such requests to track the inquiry or otbwwise mnrdkale the
work,

b. Action rcquiccd. Each OJAG officer and civifian a!tomcy, except as dr-wribcd in pwagmph 4
will notify the JAG, without delay and ccga:dlcss of ihe hour. of all dircm rcques!s for lcgaf advice from high
level sources advise the JAG of the advice given, action mkcn, and curccm stmus, cspcially for rcqucs~

remivcd outside of regular working hours. [f tic JAG cannot bc reached, nmify the DJAG. If the DJAG cannot
bc reached, notify one of tic AIAG’s.

c Regulations concerning opinions from the OJAG. Scc Chapter 3 of this manuaf.

d. Jxgnf assistance.

e
Judge advoca!cs providing Icgaf msi.smnce 10 officials listed in paragraph a

above wiU immediately nntify IJIe DJAG or an cxccmivc assismm and advise them of the offichf’s identity and
w.hcther tie advice is pcrsomf. The judge advocate providing a.csi.smncc wifl also indicate if there may be a

fmtcntiaf cnnflict of intercs! in disclosure of the mnucr to the JAG or DJAG. The JAG m DJAG will inhiate

funfm discussions if appropriate. II is 1101necessary 10 notify !hc JAG of legal assistance furnished 10 !he staff
judge advocates for the officiafs listed in paragraph a above.

210. REQUESJS FOR PERSOSAL LEGAL ADVICE

a. Attorney-client relationship. OJAG mifiwcy and civifian aftomcys may Lx appmachcd by

persons involved in adminisumivc or disciplinary aciinn by the Nay, Mnrinc COTS. or one of the mifiW

dcpacnnenls. To pmvcnf OJAG pxcmnel from disquafificmion during review, they will avoid csablishmg an
anorney-clicm relationship cxccpI as approved by proptr rmlhnri!y.

b. Prohibitions

(1) No pcrann employed by or serving in OJAG wilJ advise, counsel, m qrcscm any
individual w mancrs that could bc rcfemd 10 tbe JAG without first having obtained specific aulborily. Refer a
qucsiinnable sinmlion 10 the mgnimm AJAG. The AfAG or higher au!hority may gram pcrmis.sion 10 acI in
speciilc cxcs when not in contravention nf any mhcc law or regulation.

(’2) Esccpt in the discharge of officiid duti=. m as o!hcrwisc authorized by law, no pcrsnn

employed by or sewing in OJAG will be an agent or mtomcy for pmsccu!ing a claim against tic United SIatc.c,
or rcccive a gmtui~, sham or imcrcsI in my such claim in consideration for assiskmcc in the prosecution. 16
U.S.C. S 205(1) (1982).
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(3) Excepi in discharging official duties, or m othenvise au!horiz.ed by law. no person
employed by or sewing in OIAG wiU be an agent or mmmcy for anyone before any dcpanment, agency, coun,
coun-manial, officer, or any civl, mili!ary, or naval commission in connection with any pmcccding, application, ●
request for a ruling or other determination, contract or claim comroversy, charge, accusation, arrest. or other
matter where {he United SIaIes is a pan y or has a direct or substantial interest. 18 US.C. ~ 205(2) (1982).

(4) r% officer or employee may ..1, with or without compensation, a. an agent or attorney for
parents, spouse, child, person, m estate when sewing as guardian, execumr, administrator, truslec, or other
personal Iiducimy except where panicipating personally and subskmtially as a government employee. through
decision, approval, disapproval, recommendation, Ihe nmdcring of advice, investigation, or otherwise, or subject
of official responsibility, provided that SECNAV or bis designee approves.

(5) Except with the prior specific approval of the JAG or DJAG, no person serving in or
employed by tbe OJAG will make available to individuals for personal use. opinions of !he JAG or other
official correspondence unless the JAG’s opinion or other correspondence has been made available for public
examination pursuant to law and regulation, See SECNAVINST 5720..12 [series], and section 401 of !his manual

describing material available for public examination in Ihe OJAG Librmy.

211.LEGAL ASSlflANCE REFEULS

R) a. Requests for legal assistance from eligible personnel should be referred 10 {he nearesl NISO,
detachment, or other legal a.ssis!ance office. The JAG Organizational guide lists geographic locations and

commercial and DSN numbers. LQcal legal assistance offices are Iislcd below. Members of the Legal
Assistance Division, Code 36, may. in the discretion of the division director, provide legal assistance.

(1) Naval Legal Sewice Office, Washington Navy Yard. Building 200, Wmhing!on, DC

20374 -XF33, ~elephone (202) 433-4332.

(2) Pentagon Legal Assistance Office (Room 4B.154), WashingIon. DC 20350, telcpbone
●

(703) 695-1332.

(3) Hcadquaners, U.S. Marine Corps (JAL). Arlington Annex, Room 1107, Washington, DC
203L70-OCO1, telephone (703) 61.$-1266/3880.

(4) Naval Security SIalion, 3801 Nebraska Avenue, NW, Washington, DC 20390, telephone
(202) 282-2620.

(5) Naval Legal Assistance Office, Bethesda Branch, P.O. Box 467, Beihe.sda. Maryland

20889 -5 CHI0,telephone (301) 295-6052

(6) Office of Legal Counsel, U.S. Naval Academy, Annapolis, Maryland 21402, Ielephonc

(301) 267-2268 (for Midshipmen only).

(7) Department of Leadership and bw, U.S. Naval Academy, Annapolis. Maryland 21402,
telephone (301) 267-? 166 (for officers, retired officers, and !heir dependents).

(8) Nwml .%ation, 58 Bennion Road, Annapolis, Maryland 21402-5054, telephone (301) 267-

~X87 (for enlisted members, retired enlisted members, and their dependents).

(9) Naval Air Station, Paluxenl River, Maryland 20670, telephone (301) 863-1045



●

R)

b. If DON providers arc unmailable m inconvcnicnl (o the requester. lcgnl as.sismncc may be
avaiJabIc from non- f30,N offices. A Iisl of these offices is rctnincd in Code 36; cafl (7o3) 325-7922 for
adcMional infornm: ion.

212 Ow THE ~CORJJ

n. Contents. ‘Off the RcmrrY (OTR) contains currcm prmricrd legal information in suppon of the

mission of {he Judge Advocate General’s Corps and is fumishcd quwrerly to judge advocates for official usc
only. Ttw OTR includescopies or excn’p!s from JAG opinio~ decisions of military and other appcllalc mum,
changes in administrative ndc-s, frmccdurcs, or practices significam Icgislnlive i!cnrx Icgaf a.ssismncc marrcrs
and suggestions for handling s~cific problems in Ihc field.

b. Requirements. OTR is published on a qumrerly basis in Jmumy, April, lufy and OcIobcr.
Division dimcrom should be nlerr to mancrs which shmdd bc publi.shed in the OTR. AH OJAG personnel may
contribute. rspcciall y when (hey have worked through a problcm whose SOImien migfx prove bclpful m olhu
judge advccatcs.

C Editing. Submit materials 10 Code 00IA for cdiling, forrmming and publication. Swific
submission dates arc SCI qrmrmrly. allowing sufficicm lime for the cdhorial smff to prepare tbc matcriaf for
publication and distribution.

213. hlEf)lA INTERVIEWS AND INQUIRf ES

II. 00icial I nformntion. ExccpI as provided in subpmgmphs b and c below, OJAG personnel arc

nol auihorizcd m rclcasc official information to the medin wi!hout firs! obtaining clearance from the Public
Affairs Officer(Code 00A). OJAG personnel shall refer all requests for invxvicws or inquiries concerning such
information to the Public Affairs Officer for acrion. Official informationincludes. bu! is no! Iimikd to,

information conccming the. mission and functions of OJAG and lhc Department of the Navy (DOh’) or the
officiaf duties of DON pcrsamrcl.

h FOfA and Privacy Act Requrst.$. Requests for officinf documcms under ihc Freedom of

lnfonnmion or privacy Acrs shafl be processed in accordance wilb SECNAWNST 5720.42 [series]. md

SECNAVINST 52113 [series], rcqxctivcl y, and with chapter V of the JAG Manual. Oucs:irrns concaning
casuahics and disastcm sfmfl bc ~occssed under pmagraph 215 of this Manual.

c. Information Perlnining 10 Individual Rcpresenlation. Judge advocates assigned by competent
ambority to rcpxscm n clicm mhcr !hnn Ihc Govcmmcm shall comply with the applicable provisions of

JAGINST 5S03. 1A (Rufcs of Rofcssioml Rcspcmsibilil y for Anomcys Practicing Under (he Supervision of rhe
Judge Advocate Gencraf) when making any stmcmcnrs mnmming the subjcci mimer of thal rcpmscmation. ~
Rufcs 1.6 (Confidcntiali!y of Infomrmion), 3.6 (Extra-Tribunal Stalcmcn!s), and 4.1 fTruthfrdncss in Slatuncnrs
to Others), OJAG pcrsmmcl who receive n request from [he media for an imcrvicw or information [hat falls
under this subpwngraph should, as n ma!ler of professional councsy, inform the Public Affairs Officer of lhc

requcm h responding.

d Post-Intcmiew Notice. OJAG pmcmncl who pmiici~m in media inlcm’ieu.s or answer inquiries

from [he media sfdl promptly rcfxmr 10 the Public Affairs Officer !hc following information:

(1) the date of interview. m inquir~

(2) name of intcrvicwec

(3) mmc of interviewer’s employer;
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(4) name ofmember or employee interviewed:

(5) subject of interview or inqufi;

(6) date of publication or expected publication;

(7) brief summary of interview;

(8) problems encountered or anticipated; and

(9) whe!b.r Ibe interview was recorded.

214.HOUSING

a. Policy. 11 is the policy of DON m provide personalized housing referral service 10 assisl .?0
mifitary personnel, regardless of pay grade, years of service. or marital status, in locating suitable

nondiscriminatory civilian housing within the United Slams. See OPNAVINST 11101.20 [series] “Housing

ReferralService.”

b. Requirements

(1)Theleaseorrental of off-base housing facilities in Ihe United Stam$ where sanctions have
been imposed for discrimination practices is not authorized.

(~) ~1 mditq personnel Mml contact an appropriate Housing Referral Office before
negotiating a lease for rental of an apartment or trailer coun in !he United Slam.% Housing Referral Offices in
this area include:

(a) Pentagon - north end main concours~ telephone (703) 697-4115

(b) ARLEX room 1010; telephone (703) 696-3549

(c) Naval Station Building 150 (Anacostia] telephone (202) 433-202S

215.QUESJIONS CONCERNING CASUAL’JIES AND DISA~ERS

Questions concerning ongoing JAGMAN invesligaliom or refmns of completed JAGMAN investigations into
,.

casualties md disasm.m should be ref.med to tbe DAJAG (fnve.s!igation.s) (Code 33) or answered only in
cmmdtation with Code 33. The DA.fAG (fnvesligalions) is the Ilmclional custodian and release authority for afl
JAGMAN investigative reports convened within DON and in that role is a major functionaladvisorand

coordinatorwhbin theWashingtonareaheadquarters’communities.Questions requiring an immediate answer
concerning a ca.suafty or disaster, as distinct tiom questions about the “Navy findings” on a panicular incident.
may be answerable by the C2sualIy Branch, Naval Military Personnel Command (NMPC-642) during working
hours, or by tbe NMPC Duty Officer during non-working hours, or by the Office of [he C%ief of Information.
AIIswcrs provided by these offices are ordinarily developed in conjunction with Code 33 and other interested
aclwmc.s.

216. FEDERAL REGISTER AND CODE OF FEDERAL REGULATIONS MAITERS

a. Background. SECNAV appointed JAG, in SECNAWNST 5211.5 [series], m as-sisl Ihe Office of
the Federal Register in execuling its responsibilities 10 the Department of the Navy and (he public. JAG, or tbe
appointed designee, acts as liaison officerinallmattersrelalhgm submissionofdocumems lotheOfficeofthe



*

a Federal Register, u ccnifying officer IO authcn:icatc [he documents submiltcd for publication, and authorizing
officer to povidc [he Office of the Federal Register with cwvm diswibution lisis of Dcpanmem of the Navy

activities authorized to rcccivc the Federal Regismr for official WC.

b. Appointment of AfIcmms. JAG will inform [he Office of Ibc Federal Rcgi.wer in wriling of
cbang.ss in ahernmc Fedcml Rc@er liaison offices, certifying officas, ond amhorizktg officers. Generally.
JAG dcsignmca D,WAG (Code 13) and Head, LegislationlRcgulatiom Brnnch (Code 133) as lhcsc officers.

c. Federal Register Distribution. JAG (Code &) is the point of comae! for procuring copies of the

Fedcraf Rcgi.mr and the Code of Fcdcmf Regufa!ions for official W. JAG (Code 133) is authorized [o require
ju.sdfi=lion of rcqur.s!.s for distribution of sny editions or Iitlcs of the Fedcraf Register.

R) d. Publication in tie Fedcml Register. ~w ~ ~Wlatiom require publicmion in tbe Fdmf

RcgisI.I. % 5 U.S.C. S 552. 1 CF.R. 55.1, and SECNAWNST 5720.42E. hems 10 & published in tic
Federaf RcgisIcr sbafl lx submitlcd to the afternatc Fcdcraf Register Iirison officer (C.xlc 133 and 133.1), in ihc
proper forma!, for review, authcmication, and forwarding for publicwion to /he Office of the Fcdcml Register.
Responsible officcm should refer m the Fcdcrnl Register Document Drafting Handbook for format guidance.

e. Poinl of comncL Military or civilian mcmbcm of OJAG may not conmct the Office of the

FcdcmJ Register wiihom JAG’s express mnscm. Comnc! will bs !hrough the altcmmc Federaf Regismr Iiaiwn
officers (Codes 133 or 133.1).

217. ANWUAL WORK flATfJS REPORT

n. Objccti~c. The work-mmsuremen! program es.tablishcs the relationship bmvccn the volume of

a

work fxrformed and mmqmwcr. The syswm provides information 10 suppon budgc!ary requests. evaluation of

operating effemivc=, dc!erminmion of staffing rcquircmcms. and assistance in managcmcm plaming snd
workload assignments. DON mrmagcrs require workload information 10 measure pcrformanw. realign fiscal and

Frsonncl resources to programs as the workload increases or decreases. and as justification for the Congressional
budget submission. Accurmc workload data ensures a justifiable budgcl submission.

b. Reports required. % annual rcpon of workload measurement flom each of the organizational

units Iistcd in pwagraph c. is due 10 Ihc DAfAG (l%cal and ,% fminismative SUppcm), Code 64, by Xl April each
y~l. The rc~r! shoufd bc formancd as follows

WorkJoad data by Fficnl Year (lW . current Fucal Year)
Performance

criteria FY-1 FY FY+l F-Y*2 FS+3

(C.g.,claim) XXXXX XXX .X..x .=s ,SSx
(am.lf) xxx (eslimmc) (estimate) (estimate)

(1s! half mum!)
(?nd half csrima! c).

since afl of OJAG’S legal work cnnnol bc measured quamitmi.cly. mspondcms should supplcmcm !hck rcpons
with quzdim!ivc sta!emcnts of operations.

c- Listing of Organizational Unit, Performance Criteria and Workfoad Indicator

Workfoad

Dtvision Performance Criteria Indicator

●
code 10 Review trcm y/advice Various
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Code 13

Code 20

Code 31

Code 3?

Code 33

Code 34

Code 35

Project
Advice

Advice

Case

claim
case
Advice

Advics

case

calm of inquiry/
investigation report
fnquiry

investigation returned

Case in litigation
Case in anticipatory

litigation
FOfA/Privacy Act appeal
JAGMAN Cl XfII advice
Wlmess request

DoD Inst. 5405.2 Requests

Document cenific=tion
Suppon documents
CM adviceldecisiom
Meetingslcoun appmrtmccs

Ton claim

Toxic ton claim

Personnelclaim
Affiialivc claim
Claim project
Claim suppn

Code 61 Personnel transaction

Code 62 Action item

Code 63 Action item

Code @ Penonnel transaction
Employee development
Fiscal Suppml
AdminislraIive suppml

Correspondence page

Inquiry answered

Meetingcomplckd

Action item recorded

Claim closed

Correspondence page
Transaction

Correspondence page
Ret iremcm processed

Case processed
Response
case processed

Case completed

Case complelcd

Appeal completed
Decision completed
Request completed
Info provided;
requesl completed
Certificate completed
Page of correspondence
Transaction completed
Number of meetings

Number of meetings

Open claim
Closed claim

Open claim
Closed claim
Claim processed
Open claim collections processed
Number of proj ccts
Page of correspondence

Page of correspondence

Action item

Action item

SF-52 processed

DD 1556 processed
Page of correspondence
Page of correspondence







.

●
arrival;

(s) Esmfi the member through !hc check-in process and,

(h) Inform the member regarding office pmccdurcs, hours. watchstanding, uniform
rcquircmcms, ~ and rccxcmiormf facilities, etc.

d. Olha spccbic irnplcmcming actions SIC left to the ini!imive snd ingenuity of Ihe sponsor.
Maximum a$sismncx by the spnnsor does much to ccliew the nnsicty and uncertainty of rcpnning to a new area.
Perform yam dulics as you s,ould like to have thcm prformed on your bchaff.

Cidlalcmd duties will lx assigned fxriodically by AJAGs. A lisl of colkmml duties is maintnincd in Code 63.
Occasionally, individuals will be assigned to positions in one or more divisions. TIIC individual, in consultation
with the deparmwn! heads conccmed, will an-cmgc priorities in a mnnner Iha! wiff crmblc cxcsmion of the dmics

of each pnsition.

223. AWARM

a. Approprialc recognition for signilicamly notcw’onhy performance is essential to motivating
individuals, and has an inqwnnn: effect on the retention of owsnmding people in naval or civilian service.
Ocpcnding on the qudi!y of an individual’s pcrfocmance, Ihc dcgrcc of cffon involved, and the importance of the
results of the pm formancc, approprintc rccognitinn might go beyond verbal praise and cmmmcm in the

performance cvnlumions, appraisal, or limes.! rcpon. and migh! include, for example: n letter of appreciation or
commcndmim, a rccomcnendmion for a personal dccormioq nomination for such dis!inaions as sailor of che

a
momh ox year lcgalman of the year. Navy League civic awards, etc. Inforcmion nn (he at.ailahility and

appropritmcncs of awards or other special recognition can bc obtained from the Command Master Chief in the
case of an cnfis!cd member, Code 64 in Ihc case of n civilian employ cc. or Co& 61 in the cuss of m officer.
Additionally, supervisors will familiarize lhcmsc.lvcs with the Fedcml Incentive Awards Prngmm -- A
Handbook and Guide, and comply wilh !hc pelicics and pmccdurcs mntaincd therein. Code C03 is responsible
for providing funding &m for the paymcn! of bcncficid suggestions and other awards rcla!ing to milihmy or
civilian psomcl.

b. AII awards bonrd will bc appointed. IO mm! on call for purpose-t of mmmmending personnel 10 the
..

JAG or CNLSC for pcrsoml dccormions.

224. EQUAL Oppf)~NITy

Per SECNAVINST 5354. I [sccics], it is Navy Ocpanmem policy to ensure evcw pccson in m employed by the
Navy is tremcd equally without ccgwd m cncc, crccd, cnfm. age, SCX,m nmional origin. 71cis headquarters wifJ
faithfully mflkrc 10 and accivcly promo!c !his policy, both in its internal adminisumion and in its guidance to
other commands. JXffcrcnccs in the Ucmmcm of individuals based on duc recognition of rank or grade,
scniori!y, nfficial position, authority, or superior abilitiw or performance arc not inmnsistcm wi!h {his policy.

II is hcadqummrs policy m provide safe and hcahhful working mndiliom for all pcrsomwl.

a. h is incwnbm! upon aJl pcrsomcl m be familiar with applicable opcrming manuals w<hich pertain 10
equipmcm prior to use of the cquipmcm and to avoid dcvimions m ‘shon cuts.” Employees SIC responsible for

9

warning fellow pcmanncl obscm’cd engaged in unsaIc acti+i!ics m practices. Failure 10 case unsafe accivi!ics

—
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will be reported m !he cognizam division director.

b. Pmwmmel will nol be permincd m work when physically unlit. Persmmd apparently u“dcr the ●. .
influence ofintoxicantsornarcotics or who exhibit other indications of incapacity
medical officer for examination.

c. AU spaces wiU be kepl clean and free of unnecessary equipment.

involved in work being prforrned. Oily rags and other combustibles wiU be
FJammablc compounds are not pennined. Space heaters arc authorized only
regulations.

226. SMOKJNG POLICY

fn compliance with the provisions of SECNAVINST 5100.13 [series], smoking

for work ~0 be ~eferred 10 a

materials, and pcrsonnei not
kept in approved containers.
when permitted by buifding

of tobacco products wiU be
permit!ed only in designated am.as, Smoking will not be perrnined in areas shared by non-smokers. Pemonnel
who desire to smoke tobacco products in private office spaces while consulting with visitors will defer 10 the
visitors wishes in this regard.

227. FRATERNfZ4TfON

Personal relationships between service membem of differem rank and grade that are unduly familiar and that do
not respect differences in rank arc inappropriate. and violate long-standing traditi.am of the naval service. It is

fi~~ible tO set fOflh evc~ act that may be prejudicial 10 good order and discipline m is service discrediting
because the surrounding circumstances ohcn have more to do wilh making the .CI criminal than the act itself.
For further guidance see U.S. Navy Regulations, 1990, anicle 1165, and OPNAVINST 5370.2 [series]. Division
directors shall ensure that all members of their division are aware of tbc DON’s policy on fralemization. and
eliminate oKending mnduct, if it occurs. by taking appropriate administrative andlor disciplinary ac!ion.

●
228. ALCOHOLIC BEvERAGES

Alcoholic beverages wiU not be possessed or consumed in OJAG spaces without the prior approval of !be
cogniml ~AG. Under no circumstances wiU personnel under the age of 21 be permined to consume alcoholic

beverages whife in Headquaners spaces.

229. ~ANDARDS OF CONJXJCJ’ AND GOVERNhfENT ~HICS

a. Introduction. SECNAVfNST 5370.2 [series] provides demiled Standards of Conduct guidance for
aU Department of the Navy (DON) pcrsomel. military and civilian. The following is a summary of some of the

most imponam aspects of the DON Standards of Conduct program. For more deiailcd guidance, individuals
should refer m SECNAWNST S370.2 [series] or contacl (he Standards of Conducl Branch, Administrative bw
Division (Code 132).

(1) Applicability. SECNAVINST 5370.2 [series] applies lo aU DON personnel, including

(a)

0)

(c)

(d)

Active duty mifitary;

Reservists on active duty for training or when pe~orrning Federal duties;

AU civifian employees of the DON;

Special government employees;
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R)

e.

(e) F&WI employees:

(~ Naval Academy midshipmen: and

@ Retired and former DON pcrsnnncl (in snmc instmcr-s).

(2) General Politic-s. h or&r IO mninmin the public’s mISI in the imegrity of the Navy as an
instimtion and its pmcmncl CMindividds. afl DON persnonel mu!:

(a) Guard againsI bmb .cmal md oppaxm conflds or other impropric,ics:

(%) Be awnrc of the limits of thck u.ihority and not exceed thcrn

(c) Know that ccmin pmcliccs that may be widcfy acapiuf in (be business worfd are

not acceptable in conducting business for the Govcrnmcm: and

(d) Obtain ihc advice nf counsel when in dnubt.

b. Cnnflicts nf lntcr@. DON pcrsnnncl will not engage in pxsnmf. business, or ~ofcssinnal
activities, nor mainlain direct m indirccl finnncinf interests, that conflict with tbcir officiaf duties and

Wmfiitilili=. For the purpnsc of Ibis rule, direct or indirect tinancial in!ercsls include Ibnsc of:

(1) One’s sfxmsc, minor child, member of immcdiow household, m gcncraf panncc

(2) AII orgonimtion in which onc scnws as an nfficcr, dirccmr, INS!... partner, or cmployc=
and

(3) AIIy ~rsnn or cn!ity wiih tvhicb one is negotiating or has an amangemcn! am.xming
Prczspcctivc cmploymcm.

c Commtrciat fkrdings Between Naval Pemmnel. SnIicilmion of or scdicitcd safes m DOD

pcrsmmcl who SIC junim in pay grade o: position, or to their families, nrc psobibitcd. Exceptions me made for

dw mm-lime safe of a pcrsnnaf tcsidcncc or other personal propeny nn! held for commcrciaf prnfit, m safes
taking place in cnmmercid cstablisbmems by pcrsomcl engaged in owsidc employment.

d. Cratuitirs and Gifts. DON pcrsnnncl nnd {heir famifics will no! snlicit or acccpI gra:uitifi from a
defense contmc!or or prohibited smurcc. Onstui!ics rue &fined as snything of value, including fond, lodging,

~Pfialion, scrvias, mlcnainmcnt, offers of cmploytncn! or any Iypc of fmanciaf or business advamagc. .

Exccptinm to tbii prnbibition include:

(1)

(2)

(3)

(t)

(5)

(0

Continued participating in a forma cmplnye<s wclfnrc m bcnctl plain

Unsdicitcd pmmntionaf items valued m Ic-ss lhnn $10.~,

Awards m prizes won in an individual capaci!y nm related 10 mm’s nfficisf duticz

Dcncfits nvnifable m the gcncmf publi~

Customary exchanges of gifts between rclalivcs or friends:

Discounts avaifnble 10 afl naval pcrsnmcl; and
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(7) On an inbcq.em basis, coffee, do.ghnu!s or similar refreshments of nominal val.c, offered
as a normal courtesy incidental to conducting business.

e. Fundraising. Fundraising forhy chwitahle organizations Ibat lakes place at the workplace is
prohibited, except for the Combined FederalCampaign (CFC), Navy Reliefand otherIimim.d,sFecKicaOy

approvedefforts!hatdo not conflict with the CFC or Navy Relief.

f. Gifts to Superiors. DON personnel w,iU not solicit from a subordinaw or give any contribution or
gift to a superior or the superior’s immediate famify, nor accept any gih or contribution from a subordinate or the
subordinate’s immediate family unless [he gih is voluntary, of reasonable value ($300), and obtained wilh
nominal (S 10) donations to mark significant personal occasions, not including promotions.

g. Use of Government Assets. DON persomel wiU not use or allow the use of government assets

for other than official purposes, Limited exceptions exist for community relations purposes.

h. Bedrock Standards of Conduct. DON personnel must a! all times avoid any action, of whatever
kind, whether or not specifically prohibited by SECNAVINST 5370.2 [series], that might resull or reasonably k
expected m cma!e any appearance ok

(1)

(~)

(3)

(4)

(5)

(6)

Using public office for any type of priva!e gain:

Giving preferential treatmcnl to any person or entily;

fmpeding or imcrfering with government efficiency or econom~

Losing complete independence or impartiality;

Making governmentdecisionsoutside official channels: and

Affccling adversely ihe public’s confidence in the integrity of !he (iovemmem or the Navy.

A) 230. SEXJAL HARASShlENT

a. Policy. Sexual harassment is wrong and wiU not be condoned or tolerated. 11 is afso
unprofessional, and adversely affects morale, discipline, productivity and, ultimately, the mission of the

command. Violation of the prohibition on sexual harassment wiU result in appropriate administrative or

disciplinary action. Supewisors and managers musi take affirmative measures m prevent and eliminate sexual
harassment.

b. Definition

(1) Sexual harassment consisls of sexual advances, r.quess for sexual favom, and other verbal
or physical conduct of a sexuaf nature when --

(a) submission 10 such wnduc! is made eiiher explicitly or implicidy a term or condition

of a person’s job, pay, or career; or

(b) submission to, or rejection of, such conduct by a pm.on is used as a basis for career

or employment decisions affecting that, or any other, person; or

(c) such condua is unwelcome, and interferes with a pmson’s performance or creates an

intimidating. hostile, or offensive environment.
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~) Milil~ry Or civilian pmonncl, rcgmdlc.ss of rank, gmdc, or posi!ion, who make delibcmw or
repeated t,crbal comments, gcswrcs. or physical contact of o scxud mime, afwr being notified thm such conduct

is unwelcome. engage in sexual barn.ssmcnf.

(3) Personnel in supervisory or command positions who use or condone implici! or cxplicil

sexual behavior to control. influcncc. m affcm the carccr. WY, or job of my person alsa engage in s-auf
baras.smcm.

c Responsifsilities

(1) 11. Tmining Coordinator (Code 00IT), in canrdinmion wi,h DA-JAG (l%caI S
Administrative Support), shall ensure tbm all supervisors and mangers rcccivc training on prcveming sexual
barassmcnl.

(2) Supcwisors and monagers will adbcrc strictly to. rmd enforce. DON ~licy on prevcndng

and climinming scxutd harassment.

d. Procedures

(1) Personnel w.bo expcricncc sexual bms.smcm should --

policy and

(a) tell the offender tbm such behavior ,s unwelcome. offensive, snd against DON

(b) rcp’1 the mancr to the supcrvism wilh cognizance nwr the offender.

(~) Af{bO”@ infoming.n ~ffcndcr tha, his or hcr &havior i.s impproprialc is a rcmmmc”ded

course of action, doing so is not required. A rcpon or mmplnint may bc made wi!hout so informing tbc
offender.

(3) pc.~~tl whO cxpericnm *xM Isarassmem mny rdsa file n mmplaim of discrimination or
an adminisrzad.c ~icvancc, request tbc Special Assistant to JAG (lnspecmr General) to review the mauer, w w
other ford remedies available 10 them.

(4) Sup. :visors or managers receiving rcpms or complaints of sexual hmssmcnl sbafl take

inunedime snd appropriaIc ac!ion m invcstigmive !hc mimer nnd if the complain! is subs: amiated. take
appropriate admhistrnlivc or disciplinary action.
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C} IAJTER TIIREE

CORRESPONDENCE

301. DEFJNITJONS

The following &finitiOns apply:

a. Action. Official pcrfommnce or adjudicmion for which the paver 10 CXCCUICis vcs:cd by statute,
rcgulmion m delegation of amhorily by SECNAV 10 the JAG.

b. Opinion. Format written legal advice on any mane: un&r the official cogniu.nce of the JAG for

which action is nu! required.

c. Dkcctitc. Written cummunicmion m iscunncc which:

(1) Rcscribcs or cstnblishcs policy. mganimti.n, methods or pruccdurcs;

(2) Requires actio~ or

(3) Comnins infornmion esscnlial to cffcctivc adminismation or operation of acIivitics
mnccmed.

d. Comcspondencc. [ncludcs Icftcm, nm.ssngcs, memoranda, and o!bcr Iypcs of written com-
munications.

c. Non-correspondence mail. DOD, Army, Air Force, and DON dircflivcs, mwumfs, publications,
in forrmmionaf mmcrinf. etc.

[. Routine corrcspcmdence. Division level routine cmrcspondcncc without specific Widancc from
the JAG/DJAG: i.e. invcsigmiom, claims. and correspondence not requiring a reply.

g. Non-routine corrcspondcncc. Corwspndcncc the JAG shoufd be informed of. umgrcssicmaf
maif, requests for JAG opinions, hxcrs from bureau and office chiefs. lcners f:om SECNAV and DOD.

b. Controlled Action Jtems. Ac!iom assigned by higher authority, whclhcr verbal or written,
inclu&1n8 non-rouline corrc.spondcncc Iismcf in subscc! ion 8 above and action items assigned by tbe JAG m

DJAG. Dues no! include by-to-day irons normally received and ocmf upun independently by the divisions.

i. sccrctaciat n.d lieadq.armrs Information Promssing System (Siil PS). Compmcr-ba=d
syswm which accoums for ac!ion items described in pmagrnph h and which ensures timely complc! ion and
accmmtabilily. . .. .

Divisionc will promptly attend IO incoming letters requiring amion or reply. U there may bc a delay,
acknowledge ss soon as possible includin8 an oppmximm. reply dale. A mmmunica! ion bearing a suspense (m
due) dam needs an interim reply as soon as i! is cfctcrmincd {ha! the suspcn.sc dale canno! be met If not umfcr a
suspense dmc bm the communication requires an snswcr within a specific time. make an imcrim reply if the time
limit -t be me!, or within 10 w.0rkin8 days, whichcvcr is sooner.
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303. ROUITNG AND CONTROL PROCEDURES

The Administrative Operations Branch of Code 64 receives incoming correspondence addressed m OJAG or ●
NAVLEGSVCCOM. Mail containing Firs! Class, Registered, Cenificd, Priori[y, Express, or Pos!mmler Rc!um
to Sender markings, and mail not addressed to a specific division regardless of markings, will be opened and

bandied as follows

a. Code@ wiU place all unclassified incoming correspondence into the appropria!c division’s guard
mail box. Classified correspondence wiU be delivered to the Special Programs Division.

b. ControUed Action bcms. Divisions will ensure aU ilems requiring control arc entered into the
compu;er tracking system and updated as appropriate, If a division receives correspondence qualifying as a
controlled action item in emor, the item will be routed {Othe cognizant division after i! has been enwred into the
computer !racking system.

c. Reque.sds under the Freedom of Information Act. Divisions must handle correspondence requesting
release of OJAG records in its immediate cuslody in accordance with SECNAVINST 5720.42 [series] and
JAGfNST 5720.3 [series].

304. PREPARATION OF CORRESPONDENCE

a. Requirements. Correspondence must conform with SECNAWNST 5216.5 [series] (f3cpm!ment of
the Navy Cnrmspondence Manual) and NIT-3. For correspondence prepared for sigmture of (be SecretaV or
Under Secretary of the Navy, additional guidance may be found in the SECNAV Writing Guide. Additional
useful references include !he U.S. Government Printing Office Style Mmual and the Catalog of Naval Shore
Activities containing the Standard Navy Distribution List. Two copies of non-muline ou!going correspondence
should be prepared and sent to Code 64 for Ihe command files. The divisionlofficc level maintains routine files.

R) b. Serialization. ,4fl outgoing correspondence addressed from JAG or COMNAVLEGSVCCOM will
●

be serialized by the office preparing the document. Serial numbers will nm sequentially beginning on ihe first
day of the calendar year and will include de.signalion of the originating code. An example of proper serialization

is “63/0021”, representing the twenty-fire JAG or NAVLEGSVCCOM documem serializedby Code 63 b the

calendaryear.

c. Signature requirements

(1) Stamp lb. appropriate functional title below the signature on documents and
correspondence signed by the JAG, Acling JAG, DJAG, and AJAG’s.

(2) Documents and ccrrespondenc.signedby divisiondirectorsortheirdesignees for the JAG
will be signed “By direction.” Correspondence signed “By direclion” will no! carry the JAG’s name above the
signature of {he person signing by direction. In business form correspondence, the signer’s title is sufficient.
This manual authorizes “By direclion” signature authority for the DJAG, all AJAG’s and all DAIAG’s and special
assismms or their designees to sign documents within [he aulhorily of Ibeir office “by direction” of the JAG and
the CNLSC. Signing “for” is an unauthorized procedure.

d. Originator’s Name. Type the name of ihe person originating the correspondence (include code

number if not appearing in the upper right hand comer), telephone extension, and dale !ypcd in the lower Ief!
hand comer of remined copies of correspondence prepared for the signature of SECNAV, JAG, DJAG, and

AJACS and on aU memoranda and correspondence prepared for Ihe signature of any person other than tbe
originator (see SECNAVINST 5216.5 [series]). W%en correspondence has been rewritten by other than Ihe
originator, include the names of bolb the originator and the pmson rewriting the correspondence on all tile
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A)

A)

A)

R)

A)

A)

A)

o

copies.

e. ‘For OT!cial Use Only” Nlnrking of OJAG Unclassified Documenls

(1) Many unclassified OJAG documcn[s can be protcctcd from unwarranted disclosure under
FOIA through use of FOIA exemption 5 (prcdccisiorml dclibcra!ions, attomcy work product, auomcy-clicm
privifegc) and exemption 6 (clearly umvmmmcd invasion of pcrscmaf privacy) if rclcmc w.oufd jcopwdizc n

Govemmem intcrr..sI. The exemption 5 pri,.ilcgc. however, can be waived if the documem is released omsidc the
group of Govcmmcnt personnel wbo have on official need to see tbc document in question.

(?) To PTcvcm such waiver, “FOUO- marking shall I-w placed on all documcn!s pmduccd
within OIAG th.w shoufd lx protcctcd from FOIA disclosure in accnrdamx with Ibc spccilic guidance provided

in JAGINST 57~33.1, ‘For Official Usc Only” Marking of OJAG unclassified documcms. Additionally, a brief
stalemcnl of !hc basis for !hc FOIJO dcsignnt ion should bc nddcd IO tic OJAG file copy of the FOUO docurncm.
unless the bmis is clear from the document’s face. Ocpmy Awkmnt Judge &fvocaIc General (Adminislralive
hw) can pvidc additional guidance.

1. Copies. Dkisions will maintain file copies of all outgoing mrrcspondcnm. Additionally. one copy
of idl outgoing unclassified serialized cmm.spondcnm will bc forw.rdcd to Code 6$.4 for [he reading and serial
files.

305. DISPOSITION OF CORRESPONDENCE

n. AU envelopes will & dclivcrcd to !hc Corrcspondcncc Ois!ribu! ion section of ihe Administrative
operations Branch (Code (A.4) for proper maifing. If !hc enclosures arc bulky and need wrapping by Cndc 64..$.
the following Woccdurcs ilpply:

(1) Type an approprintc hdxl.

(2) Fasten the label m tbe enclosure.

(3) Plum a rubber band around the pckagc.

The originating office Ims responsibility to emurc Ibnt mnif is forwarded IO Code 64..!.

b. All ccrcified and registered maif will bc hand-delivered to Code cW.4 Fcrsonncl m ensure proper
logging procedure% uc followed. On rcccipt of mrcificd or rcgis:crcd mail. Code 64A pcmnnel will place the
appropriate Ccnificd/Rcgistcrcd number on (he mail, log cm PS Form 3877 (for Rcgismrcd, Insured, CO. D.,

Certified, and E.cprcssMail)and fomvard 10 ihc Naval Ends SIrcct Postal Facili!y for metering and forwarding IO
the U.S. Postal Scm’ice.

c. Indexing Navy Drpartmcnl Final O@nions and SIatemcnls of Policy or Interpretation

Rendered by tbe Judge Advocnte General

(1) FOIA requires JAG 10 make n.ailsblc for public in.spcction and mpying DON final
opinions snd sutcments of plicy or interpretation in dccisionnf documents cmmcd by JAG in (be adjudication of
cases. and m minmin and make avaifablc IO the public current indexes providing idcmifyimg information about
such documents.

(2) The following documenls musl. !hcrcforc. be indexed in accordance with JAGINST 5720.2
[series], Indexing Navy Ocpanmcm Final Opinions and Stafcmcnu of Policy or Jn!crprc!alion Rendered by tic
Judge AIJvocmc General:
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(a) Decisions on remission or suspension of couns-manial sentences and Pcli!ions for
relief under tiicles 69 and 73, UCMJ;

(b) Decisions on d.cenilication of military judges and judge advocates;

(c) Formal written advice on Govcmment ethics and standards of conduct, PSI-
Govemmem service employment restrictions, and related matters;

(d) Final determinations for SECNAV about entitlement of Rescrvisls to pay and
allowances. and medical care at Government expense as the result of disability; and

(e) Determinations of whclher a disability for which a former Navy or Marine Corps
member has been retired is war-related.

A) (3) For more information, consult JAGINST 5720.2 [series].

306. HOW TO WRfTE OPIN1ONS

Opinions may be an informal memorandum, a letter or a leucr accompanied by a memorandum of law.

a. Informal memorandum. Use an informal memorandum imcrnally or for authorized inlormal
communications outside OJAG. The wriler decides tbe form best suited for desired purpose. II should be

succinct.

b. fxtter opinion. Use a letteropinion where lbe information and advice is brief and easily cast in
letter form. It should not exceed two pages. The formal headings listed below for a memorandum of law should
not be used, but present the material in [he same order.

c. Memorandum of law

(1) A memorandum of law is a formal presen!a!ion of a legal opinion. Use when there is
cxmnsive material with substantial legal background and detailed citations of aulhority.

(~) c~nt~~ lb. h~adi”g a. follows at the lop of tbe firS1 pg.:

MEMORANDUM OF LAW

ON
(SHORT DESCRIPTION OF SUBJECf

Organize the body of the opinion in Ihe following major sections

I. Ouestion or questions presented.

Il. Facts of the case.
III, Law involved.

Iv. Discussion.
v, Conclusions.

TREATED)

Use sub-headings wi~hin major divisions for clarity or to enhance presema!ion of the opinion. More than one
paragraph may be used in each division. Number paragraphs consecutively throughout the memorandum. Use
JAGINST 5850.2 [series] (“Uniform Me!hod of Cilmion”) to cite awhoriiies.
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(3) The milimry or civilim mmmcy preparing the memorandum of law signs i!. adding grad.
and branch of service (WOW m officm’s signature) and, if dcsi: cd, official designation, e.g.. “Head. Finance
JJrancW. Opfmsiw and IWO lines below signalurc. IYP “APPROVED” for signmurc by Ihe JAG or approving
authority.

(4) If needed, an approved memorandum of law may be forwwdcd as an enclosure 10 the

person m aclivity seeking advice. The cover letter should remain a brief presentation of the question and the

aIUWer reached in the “Conclusions- section of the memorandum of Iau.. If the mcmmandum of law. is no!
approved. i: should be filed as directed by the division d:rcccor.

(5) When n mcmomnd.m of law is approved, the originator should furnish mpics for tiling in
bmh the division film and the OJAG hw Lihrmy. Addhionafly. the originator should prepare a digcs: of the
approved opinion md forward to Head OIAG IAw Library for review and apprmml.

307. CENTRAL coRfwsPofw3ENcE fTLm

The Head, Adminis!mtive Opcra!ions JJmnch of Code M has cognizance over official cmrespcmdcncc files of
OJAG and COMh’AVLEGSVCCO,M.

30S. CONGRESS1ONAL CORRE-SPOh’DEKCE

a. Requirements. Replies to mcmbcts of Congrcxs mm! be prompt, ncmra!e, and in the appropriate

form. SECNAWNST S216.S [scries](J3cpanmcm ofthc Navy Correspondence Manual) set.sfonhrcquircmcnts
and procedures for acknowledgement and reply and mntains guidance for the prepam:ion of mngx.ssiond
correspondence. The following parngrophs con!nin additional rcquircmcms.

o h. Constitucnt”s letter man enclosure. Frequcm!y membms of Congress forward a constitucn!’s
letter as an mclosum. OJAGS reply should avoid rcfcrencc m !hc constituent’s ICUW. 711c SCIUIOI m

Rcprc-scmativc may then forward the reply directly to the cons!iwcm without indication thm (he cons! imcn!’s
Iclmr um.s rcfermcf to the Navy for a reply. The Icucr to the member of Congress should say Ihat the referral

lettcrm mvcring memorandum raised issucsnx.uncd in!hemnslitucn!’s Ie!tcr. W%cn themnsituem is not the

serviceman involved. do no! mcmion the mnsfimcnl’s name or address unless spcificafly rcqurscd by the
member of Cnngmss.

c. Memorandum referrals. Congressional rcfcmals usually rcqutsl rcmm of the cmwimcnt”s letter.

Do no: list tic mnstimcnt”s le!!cr u an enclosure on the original or councsy mpy of the replfi list on the other
mpic-s of this IYP of correspondence. The body of the reply shmdd not mention the return of the constitucn!’s

letter.

d. Similar questions [rem mcmberx of lhc Congress. Each .%mmr or member of Congress shmdd

rcccivc a seprmmc reply to lhc inquiry. Do no! cncloxc a copy of a Icucr to mmthcr member on the same subjccl.

e. Addressing Senatom and Rcpresmtatives. Ad&us a member of ihc House of Rcpm.scmmivcs as

IIIc Honorable (fuU namer, with a sslmmion of ‘Dem MI. (surname)-. Address n member of the Senate as
The Honomblc (full mamcr, with o mfutmion of .Dcar %a!or (surname)-. k Appendix B of

SECNAVJN~ 5216.S [series] for civilion mcdcls of address.

f. Correct spelling of names. Thc ‘Akphnbctical List- sccrion of (he currcm Congressional Dircc!ory,

and the U.S. Government Organimtional MmmuI lists Ihe corrcts spelling of Ihc mmcs of members of Congress.
TIIC OJAG Library has mpic.%
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309. SEC~ARJAL CORRESPONDENCE

R)

Prepare correspondence as required by SECNAV Writing Guide

310. RESPONSIBILITY FOR SIGNING DOCUMENTS, CORRESPONDENCE

a. Signature by JAG or DJAG. The JAG will sign all aaions. opinions, dircclives, congressional
correspondence, and correspondence prepared on behalf of SECNAV and other prominent civilian! or
corre.spcmdence which requires the exercise of discretion DJAG may also sign such documents. DAJAGS,
special assistam.s, or the cognizant AIAG may sign interim replies or acknowledgements u appropriate.

b. Routine mattem. AJAG% and special assistants have control over the drafting and disposition of
documents under their cngnimce. NAG’s snd s~cial sssisw.nl.s wilf inform the JAG snd DJAG on non-
routine maners. Subject to paragraph a, AIAG’s may delegate to lbeir D.WAG’s and [heir designees authority 10
sign and dispse of routine or ~rfunctory documents and correspondence. However, the personal prominence or
rank of the addressee or magnitude or overall effcc!of thesubject matter may require disposition al a higher
level. AJAG’s and special assistants may not delegate signmne authority for questions involving fmlicy.

311. RECE1l’T AND DISTRJBUJION OF UNCLASSIFIED MESSAGES

a. DAJAG (Code 64) is resfxm.sible for expeditious routing of unclassified message traffic. The Army
Communications Center (Hoffmm Building f) serves as guard for OJAG and COMNAVLEGSVCCOM
messages. Code 64 personnel will pick up the messages prior m OS15 each working morning and once in lbe
afternoon each working day. (Flash messages wilf be picked up. ss necessary, upon notitlmion by the ,%’my
Communications C-enter.) Copies wiU be placed on the Command message boards and rou!ed m the cognizant
divisions. ‘fle mmnmnd messaee board will be routed to Pcntagcm offices using the regularly scheduled courier

mm. Code 6-4 wilf maintain a file of al) unclassified message traffic for a three month period. After three
months, the messages will be deswoyed. ●

b. The OJAG Duty Officer will check the mail room for any outgoing messages and deliver lbem m
the Army Cmmnunications Center during duty message runs. W’len OJAG offices are secured, the Duty Officer

wiU pick up messages. U immediate action is required, the Duty Officer will notify tbe cognizant division or
action officer, by ielephone, or higher authority (JAG, DJAG, or AJAG) if directed by the cognizanl division or
action officer.

312. RECEIPT AND DCYITUBUTION OF CfASSIFJED MESSAGES

a. During working hours. The DAfAG, Special Programs (Code 1I) has responsibility for
expeditious muting and cormol of classified message traffic, Messages other !han TOP SECR~ will be picked
up m the .kny Communications Center by Code 64 each morning and, normally, otherwise during working

hours upon notification of arrival. Such messages wilJ be delivered m Code 11 whose personnel will place one
copy on the “message board” and, if “action” 10 JAG or otherwise of obvious timely irnere.$!, will bring
messages to the anention of the JAG, DJAG, andlor cognimnt AJAG, as appropriate. Classified Material

Control Center (Code 11) files all SECM and CONFfDENTIAL message traffic. TOP SEC~ message
traffic may be picked up and delivered only by couriers whose designations are recorded in Code 11 records and
lhe various watch officer notebooks. chapter Nine of this Manual addresses handling of classified materials.

b. Non-working hours. Waich officers will determine whether tmffic is “action” m “info” to JAG

and, if possible, they will dctcrminc the subject matter of the message(s) and will contact Code 11 fxmonncl if
any are present in the Hoffman Building, in which case Code 11 will arrange pick-up as appropriate. Olherwise,
[he watch officer wiU conmc! lhe junior-most officer possible among those authorized m pick up classified
traffic, snd wiU convey the same information to such officer w enable determination whether to proceed m
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●
Hoffman for pick-up and pmm.s.sing, copies Of mnhorintion Icllcts me maimained in the watch officer
notebooks.

313. PREPARATION OF OUTGOING hlESSAGES

Reparc OJAG mc.ssages foUowing the in.muctions in Hoffmcn Building Tcleccnnmunicmions Message
preparation Guide. Pcnmgon offices will release mcscagcs through the Hoffman Building Tclccommunicmions
Center.

314. MESSAGE COhTROL PROCEDURES

R) a. DaIc-Iimc-gmuF6 for afJ ou!going mc.smgc traffic wiU Ix assigned by the code origiming [be
muscgc.

R) b. Route all released unclaasilicd omgoing messages via Adminiiwativc operations fhncb. Cm&
64..4. An original cnd one copy of all unclassified outgoing mcs.mgcs wifl be fow.mrdcd 10 Me &..$. When
time or circumstnncca do no! permit the messages to be given m CodC 6$.4, ensure Iha! one copy of each

outgoing mcscagc is forwuded to Code 64.4.

315. AUTHORfTY TO RELG&JE NIESSAGES

a. TIIe JAG, f3JAG, AJAGs, special n.ssishmts, and fJtiAG’s may rclcasc messages requiring the
approval of the JAG or DJAG. Only the JAG or DJAG may rclcasc messages to omivi!ics affected by minimii.

b. JAG Du!y Officcm may release OJAG messaga m forces afloat cnd shore aaivi:ics, including
tfmac ovemca.s, during {heir watch.

a c. The JAG Admini.watiw Officer may rclcmc mesmgcs rclmcd m mainminimg Address lndicmor
Groups.

A) 31fi ‘FOR 0FFJC3AL USE ONLY” MARK.fh’G OF DOCUhlEfWS

Ccncin unclassified documents containing information possibly exempt from disxlosurc under cxemptiom b(?)

dmwgb b(9) of the Freedom of Information Am (FOfA) mm! be marked ‘FOR OFFICfAL USE ONLY” to clcri
dwix holdersibatlbcdocumentsmay containinformation cxcmp! from release. Many documcn!s produced in

OJAG arc exempt from mandaiory disclosure under FOIA, such aa, for example, documents prcpmd in
anticipation of litigation, and mua! bc mwkcd according y. Specific guidance is found in JAG INn 5733.1
[series] ~For OfficiaJ Use Only- Marking ofOJAG Unclmsificd Documents).

r!) 317. JNDEXJNG NAVY DEPARTMENT FfNAL OP1N1ONS AND JAG SWATEMEhTS

The Frmdom of+nfommtion Ac! (FOfA) rcquirm JAG to make available for public inspxtion ‘and copying Navy
Dcpamncm final opinions and sta:cmentx of policy or intcrprctmion in decisional documents crcaled by JAG in
the adjudicmion of cases. Ff31A clso requires JAG 10 moinmin and 10 make available to the public current
indexes providing identifying information about such documents. The documents 10 which tbcsc requirements
pcrmin arc idcmticd in JAGINSf’ 5723.2 [acrics] (Indexing f%vy Dcpanmcm Final Opinions cm! .$ta:cmcms of
Policy or fntcrprcca!ion Rendered by ihc Judge Advocnlc GcncraJ). Tbc instruction cfsa prcscrib procedures m
mmply wi!b these rcquircmcn!s. Affcc!cd divisions mm! odbcrc to lhcse procedures
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e CHAfTER FOUR

ADNHN’lSrRATfJ’E SERVICES

401.fJBRARY SER\’lCES

a. Generallnlonnalion.TheOJAG Ihnuyislocated in Room 9S47. The OJAG Library mntaks
approximately SO,OIXJvolumes on SMUC,fcdcraJ, and imema! ional lmv wih panicular emphasis on areas of law
umk the wgniz.ancx of the JAG.

b. Houm. llc library is open during working hours for usc by OJAG psrsonncl and others pmpcrly
admincd 10 !he Hoffman H building. ARCI hours, access is Iimimd 10 psonnel a! OJAG m
COMNAVLSGSVCCOM and to oihers with permission, Submit rcqucsta for we after normal working hours by
other lhan OJAG or COMNAVLEGSVCCOM pcrsmmcl 10 the Head. IAw Libcmy Branch. The OJAG Duty
Officer may approve request.s in an emergency.

c KtysandARer HOUK. Keys10theJAG Liirwy arc furnished m the division directors who may
anangc for use of lhc key by mcmbms of their divisions after hours.

d. f@ulnti*e Rekrence. OJAG library maintains congressional matcrinls including current bilks,
legislative histories for maxt Acts affcaing DON, selected Senate and House Rcpons (from 1941} the

Congressional Record (from 1873), and many sclcflcd documcn:s and hearings.

~ Executive Ordem. TIIc OJAG Librmymaintains sclcctcd exccutivc orders rclmcd to DON prior 10
1940 as well 8s aff c.xccutive ordcm publisbcd in (he Federal Rc@er and the code of Federal Regulations

a

(CFR) since 19315. Inrorm.mien on whether cm executive ardcr has been+ amended, canceled, or superseded can
be obmined from the CFR or by (clcphoning the Prcsidcn:iaf Documents Branch in the Office of the Federal
Register (OFR), telephone (XJ2) 5~’2-5?30.

f. JAG Opinions. The OJAG Libwy maimains selected opinions of the JAG (unclassified). These
selected opinions may be located with an index-dlgcs! available in the OJAG library. Thc divisions select and
digest the opinions They arc givm 10 the Head, JAw Liimry Branch on 3 x 5 cards in wiplicate form, witi a

COPYOftiefuuopinion10bc stofcd.These opinions arc ‘For Officink Use Only- and may bc loaned only with
PcrmiSion of the originating division.

g. Dirccliws. Afl JAG or COMNAVLEGSVCCO,M-held directives and fhe Consolidated Subject

Index (NAVPUJJNOTS 52S1) Iisiing effective notices and instructions are maintained in the OJAG Library. The
Head, bw Liimry Branch ensures 80 directives are curmm. An obxcdctc dircflivc is removed from the active
dkwtives books and bound in cancclcd dircmivc books. Con!act the D!rccxivcs clerk to order dircc!ivcs listed in
[he Cm.solidatcd .%bjcd fndcx from !he Navy Publicmions md Forms center (NPFC). Philadelphia. PA 19120.
The OJAG Librmy maintains a limited number of JAG and COMNAVLSGSVCCOM instructions and nmiccs
and a limi!cd suppfy Of JAG-origimtcd directives.

h. check-out Procedures. To check-out mmcrial Gom {he OJAG Iibmry

(1) Dwkx. Complete the check-o.l card Iocmcd in the back of each volume to obtain books
and leave with tic from desk clerk. check-out lime is !hrcc weeks.

(2) Dkcctivcx. Filf in a cbargc-ouf sheet available in Ihc Direclivcs aJcovc. The Head. JAW

Library Sccsion mm! appm.e a check-am of a dircciive for more than ten working days.

●
i. Return Procedurcx. RcIum books to the book dcpuai! rack near [he litnmy door and directives to

—
4-1



.

R)

Iheirbinders,removing(bechmge-owsheetonreturnof the directive.

j. Automated Lqal Research (ALR). The West Publishing Company’s automated legal research ●
service, WESTfAW, is available in the OJAG Library. Divisions may also access WESTLAW, or LEXfS if
authorized, on ❑ IM Personal Computers located in their offices. Head, bw LibraV Branch wilf designate an
individual to act as ALR Coordinator, to assist ALR users, ensure ALR is used efficiently. monitor usage. and

schedule training. ALR users will comply with guidance (e.g., slandmrdked log-on procedures) established by
lhe ALR Coordinator.

402. FIELD LAW LIBRARIES

Field law libraries are kept current via the centralized acquisitions program in the Headquaners Library.

JAGINST 5070.1 [series], on the Field Law Library f%o~am, de~ails procedures of exis!ing field law libraries
and establishment of new libraries.

403. DIRECITVE PREPML4TION

a. Authority. Originators will prepare, coordinate, issue, and maintain all JAG and

COMNAVLEGSVCCOM instructions and notices, OJAG-originated SECNAV inswuclions and notices, and all
directives in OJAG and COMNAVLEGSVCCOM per SECNAVINST 5215.1 [series]. The OJAG Library has a
master copy of all directives.

b. Types of Directives. ?he Navy Directives Syslem auiborizcs two types of directives insmuctions
and notices. instructions are directives of a continuing nature and are therefore effective until superseded
s~cifically. No!ices arc directives of a temporary nature, other.vise having the same force and effefl as an
instruction. Accordingly, i! must contain provisions for its own czmccllat ion.-.

c. Preparing Directives. The originator of a directive will:

(1) Decide the type of directive (instruction or notice);

(2) Assign an appropriate classification number with the aid of Administrative Operations
Branch (Code .54,4);

(3) Prepare a double-spaced rough draft of tbe proposed directive and submit it to the
Directives Control Point (DCP) prior to final typing and signature:

(4) Prepare the final directive wiih the required number of copies (twelve copies for

SECNAWNST and seven for a JAGINSn and

(5) Obtain the appropriate signature and return the signed original m DCP for reproduction and

distribution.

d. Responsibilities of lbe DCP. The DCP is responsible for performing the funclions in paragraph

3C of SECNAWNST 5215.1 [series]. The DCP also shall:

(1) Review each directive prior m final issuance for compliance with SECNAVINST 5215.1
[series];

(?.) Coordinate review of directives lhrougb the Admi.isira!ivc f-mu Division.

(3) Rout. “All Ships and Stations” directives to Headquarmrs, Marine Corps for proper Marine
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R)
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.

Corpsdistribution;

(4)

(5)

(6)

Foward OJAG-csriginatcd SECNAV directives through the SECNAV f3CP forsigmmre:

Mninmin afilc ofcurrcnt andcanmlcd directives wbcnlbc JAG isonacfkibuiion fisu

Mainmin case tiles of effectivemd supcrscdcd JAG and NAVLEGSVCCOM-ariginatcd
SECNAV ilcSUUC1&S;

e Reproduction and Distribulf on. The Administrative Ofrermicms Branch (Code 644) will print,

stock. and d!scribulc afl directives.

f. Stocking. JAG and NAVLEGSVCCOM instmc!ions distributed extc.mafly arcstockcd atthc Navaf
Publications and Fomca Ccn!cr (NTFC~ 5801 Tabor Avcnuc, Phdndclpbin, PA 19120. Code 64.4 wiIl stock JAG
and NAVLEGSVCCOM nmiccs and OJAG-origimmd dircc!ivcs. bmcmafly circulmcd dircflives w.iU bc
stocked in Iimimd quantities by Code 6$.4. OJAG will no! stock extra mpim of mbcr than JAG or
NAVLEGSVCWM originated dircciivcs. Thc OJAG Library maintains mmtcr copies of most Navy dirmxivcs.

g. cancellation of JAG nnd COhlNAVLEGSvCCONl Instructions. Obsolete instructions may tK
cancclcd as foffows

(1) fflbc in.wmc!ion isaolcly inmmaf, thcorigimmr will give !IIC insnmc!ion mcmhcr and
rcasan foris cancellation !0 DCP for appmpric.lc actiom

(2) Uthe instmclion invoks other ac!ivitics, give the ins!mction n.mkr and reason for its
cancellation to dce DCP in w?idng. TIE DCP will ensure that Cancclla!ion oppcars on the next mnsolidalcd
cancellation mticc issued ~iodicaffy by SECh’AV, JAG, or COMNAVLEGSVCCO.M as appropriate< or

(3) Ucmccc.llalion Lstimescmilive, Ihcorigina!or shall give tbc DCPthc instmction number
and so advise tbe DCP of the urgency in writing. The OCP shall issue a nmicc canceling tbc instruction.

~PIYbIg ~~ P.US61@I M(4) Of SECNAWNST 5215.1 [scrics]. The OCP shall distribute Ihe notice 10 the
same addrcsccs as the original instruction.

404. FORhfS MANAGEMEPW

u GenemL A form is any docunccn!, including Icltem, pm cards, and memoranda, primed m
otftmvisc ccpmduccd wilh SPCC for filling in information, dc.scrip!ivc mam-iaf, or addrcs.us, or any forma!

designed m structure dIc armngcmcnt of such infonncuion. Thcac may include, bu! arc not limited to:
smndacdizcd forms. IC.SI forms, and Opical Character Rccogni! ion forms. Forms management is the
devclopmcm, a&pta!ion, revision. simplification. stnndardizmion. and elimination of unncw.ssary forma used by
OJAG 01 COMNAvLEGSWCOM.

b. Authority and Responsibility. OPNAVINST 5213.1 [scrics] csmblishcd tbc forma management

program. DAAG (Fiscaf and Adminiiumivc Suppmc) is responsible for the management progrsm within OJAG
snd COMNAUGSVCCOM.

c Procedures. AII OJAG or (XIMNAVLEGSVCCOM originated or spmsorcd form (i.e., DOD.

SECNAV, etc.) mm; be justified using OPNAV Form 5213/19. Rcqucs for NCW or Revised Form (a.ailablc

from Code 6$.2). Foscns isaucd withoul an idcn!ifying prcfii or numbct arc not authorized. TIIc form must bc
submitted to Cc& LU.2 for review and aasignmcnl of sppropria!e form number before any corrc.spondcncc

rcquiriig the form is aigncd. Code 64.2 assists in form design and completion of [he OPNAV Form 5?13/19.
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R) d. Annual Review. Required outgoing and incoming repmw wilf bc rcvicwcd by Reports Control
Symbol JAG 5?.13-?, on an - basis 10 ensure maintenance of lhc program’s objectives. Divisiom
respmsible for a form wiU coordinate this review w,ilh Code 64.2.

405. REPORTS MANAGEMENT

a. General. A repon is an organized set of imerrelated resources, processes, and procedures (manual
or automated) designed to provide infonnatirm m suppn operations or decision-making. Repons may include
imemal repons, one-time repons .md recurring repons required by other activities. SECNAVINST 5214.2
[series] established the re~ns control program zmd OPNAVINST 5414.7 [series] contains ma”agrrnem practices.
The functions of repros management are

(1) Review repw for conformance with reponing standards;

(2) Approve repons by assigning repons control symbols or citing exemp!ion authori!y;

(3) En-sure review of individual reporis annually;

(4) Eliminate duplicate repcming requirement%

(5) Maintain management data o. reporls required by OJAG and COMNAVLEGSVC- COM

(i.e.. RepO* control Symbol, title of report, purpose, COSI,respondents, .!..).

b. Responsibilities

(1) DAIAG (@cd and Administrative S.ppon), Code 64, is respm.sible for the Reports
Comrol Rogram wi!bin OJAG and COMNAVLEGSVCCOM, Code 64.2 will maintain a tickler file on all
recurring reports from field activities and periodically publish a Iisling of recurring repons m all subordinme
acuvmes.

(~) Division direcmrs will monitor all reports submitted m required by their divisicms,
Divisions wiU cnmple and prepare rcpons under their cognizance and obtain Code 64.2 assistance and approval

when establishing a new report.

c. Procedures Afl OJAG or COMNAVLEGSVCCOM-originated repons must be justified by the
division requesdng the repon, and approved by Code bl.2 before implementation, Cock 64.2 ensures Ihe
information required is not being collecwd elsewhere.

R) d. Annual Review. Outgoing and incoming required repons will be reviewed by Repons Control
Symbol JAG 5213-1 on an &!_hgs basis to ensure the objectives of this program are maintained. Each division
responsible for a repxl in any form wiU coordinaw this review wi!h Code 64.2.

406. RECORDS MANAGEhlENT

a. General. Records management is a continuing management impmvemem effon m provide
effectivecontrolsover(hecreationof filesand (heorganization,maintenance,use,and dis~si!icmof records,

Recordsmanagement willpromoteimpmvcd management (echniques, create administrative efficiency, and save
equipment, space, and manpower resources.

b. Responsibility. TIIe DAJAG (Fkcal and Adminiswative Suppon) is responsible for records

management and periodic review of record-keeping practices 10 determine effectiveness of current procedures.

Each division is respcmsihle for maintaining its own records. Code 64.? will mordinme accession of records m
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a the Na!ional Records Ccmcr, Sui{land, MD. Dispnsd of records is in accordance wilh SECNAVIA’ST S2 12.5
[series].

407. SUPPU Es

R) a. Consumable Supplies. Obmin consumable supplies (stationery, pens, pci}s. c!c. ) from !hc scff-
scrvicc supply area of Code 61.2. in Rnnm 8S33. Hoffmcm II buifding during normal working hours. S~ciaf
items not uuricd on the shelf may be obmincd during tbc hours of 081W091YJ and 1330-1430. Afl consumnblc
supplies wilfbe signed for using NAVJAG Supplies Rcccivecf/Rcqucs:cd From (N AVJAG 44C0/1 ). Divisions
w“ll establish ~feguards and controfs to ensure suppfics .Qrcmcd nnly for official purpnsc.s,

b. i$lisccJlnntnus Supplirs, Divisinns mny rcqucs supplies nnt swckcd in tbe self-service mpply
area by submitting a Requtm for Supplies/Scrviccs Form (NAVJAG .$27W-) to Code 61.2. Tbc division director
his designee in writing mm! sign IhS rtqucst since the documcm is used to expend govcmmcnl funds. Code
~,~ ~.iff “o,i& the ~q”m,i”g divi~i~” ~ take appropria,c adio” if rcq”cstcd wpplics ~c Out+f-s!~k or

umwaifablc. Only dm mgnimm! AJAG can disapprove a dtvision’s request for supplicsfmawids provided funds

arcavaifableand tbercqucsisincompliancewith Fcdcrnf Acquisition Regufm ions. FPMR 101-35.107 provides
guidclims for proper use of consumable or low-cm-items,

408. EQUIPMENT

a. General. Divisiom may request equipment or fumi!urc by submi!ling a Rqucst for
SuppIics/Scwiccs Form (NAVJAG 4270/2) 10 Cmfc @.2 for action. llc division director or MS designee in

writing must sign Ibis request since Ihc documcm is u.wd m .mpcnd government funds. [f rcqucs!cd cquipmcnl
or furniture is unavailable. Cede @.2 will notify Ihc requesting divisinn snd take appropriate rmion. Only the

●
%!nial MAG can disnpprovc a divisions requcsl for equipment or fuminwc prnvidcd funds arc avaifablc and
the request is in mmplimcc with Fcdcmf Acquisition Rqyda: ions,

b. OK:ce Automating Equipment. Rcparc requests for office automation quipmcnt per
SECNAVJNST 523J.1 [s.mics]. Abbreviated Sys!em Decision Pawrs aze required for each rcquesl. The
DAJAG (Marmgemcm and Plnns) (Cnde 63), reviews 811 office au!oma!ion rcqucss. The DAJAG (Fiscaf and
Adminimntivc Support) can approve rcqucss up to S1O,OOO. The Principal DAJAG (Operations and
Management) cm approve requests up to SICKWOfl.

409. COXFEREA’CE ROOMS

n. OJAG Confercncc Room. Tlrz OJAG mnfercnce facilil y Iocs!cd in Room 8S 1I is rcscrvcd
thrnugb the Acfminislrmivc SC; Pn Branch, CodC 64.2, where a log book is maintained 10 mmrcd its W. TIIc

DAJAG (Fiscaf and Adminisvmive Suppnn) rcsnlvcs scheduling mnfficcs. No eming, drinking, or smoking is
p’mittcd.

b. DOD Confcrmcc Rooms. Contnm Cndc M.2 to reserve DOD mnfercnce rnnms, Code 64.2 will
notify {he rcqucs!ing division if nvaifablc.

410. TELEPHONES

a. Poficy. TIIc MC of DOD Iclephoncs is limited by SECNAVfNST 5370.2 [series] 10 the condua of
official business. The Gmcrd .%viccs Adminismalien bas amended .$1 CFR ParI 201-38 to atnhorizc fcdcraf
agencies to ~rmit fcdcrnl employee.s, mnducting official business, to make reasonable personal use of
govcmmcnt telcpbonc syslems for cmcrgcncy cafls or calls the agency dcwrmines are ncccssary in the interest of

the Go.cmmcm. ALNAV 158/89 November 19S9 implements 4 I CFR Pan 301-38 and Deputy .SccrctaV nf

●
Dcfcnsc Ic!ter of 21 June 1989 pmvidcs fnr the pnlicy revision to be incmpnra!cd inm tie next change to
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SECNAVfNST 2305.11 [series].

b. Requests for service. Divisions will submit requests for installing, moving, or disconnecting
telephone instruments to Code 64.2. Only telephone company employees can disconnect Mepbonc equipment.

Divisions should notify Code &l.? for repair of malfunctioning equipment, giving nature of trouble, mlephone
number, station number (if listed on instrument), mom number, division, and point of contact. Telephone
instruments and special station equipment wiU be imalled only when necessary and removed when those
requirements cease. Additional telephone lines wiU be installed only when necessary m meet requirements for
additional volume and ready communication. Standard basic equipment wiU be used. except in unusual
circumstances where s~cial or auxiliary equipment is justified. The DAJAG (Fiscal and Administrative
Suppon) wiU make ~riodic detailed Ielepbone and equipment usage surveys.

c. Authorized Use of Telephones. DOD Telephone systems are intended for official purposes only
excepl as provided for in paragraphs LY7), <8), and c(9) below. Funber, personnel will guard against possible

unauthorized use of telephones by visitors. AU commercial long distance calls will be Ioggcd in ulilizhg long
distance calls form (NAVJAG 2304/1).

(1) Long Distance Calls should be kept to a minimum in bo!h number and duration.

(2) ne USe of DOD telephone credit cards will be restricted to agency heads, their deputies,
and their designated representatives.

(3) DOD Credi! Cards will be used only when credit card holders are away from \heir
pmnanent duty station and are required m make official telephone calls.

(4) Unauthorized use of government telephones or DOD telephone credit cards will render the
user liable for repayment of funds caused to be expended by the Govemmcnx and may warrant disciplinary
action.

(5) DOD reedit card holders will use !heir credit card for official long distance calls in
preference 10 making collect calls.

(6) fmproper use of DOD telephones includes, but is not limiled to:

(a) Making of unautborizedhofficial long distance calls.

(b) The use of DSN for other than official business.

(c) The use of (Dial 9) local service, m include directory Assistance for pmonal
business. Note that the Government is billed for each local call.

(d) ‘he excessive use of (Dial 9) local service directory assiskmce for official business.

The Govemmem is also billed for each localcallmade to the information operator.

(7) Personalcalls(suchascallsm s~ak tospo.sdminorchildren or to arrange for emergency
repairs m residence or automobile) that must be made during working hours over the commercial locafAong
distance network may properly be authorized by supewisors as being in the imere.st of tbe Govcmmeni if the
calls are consistent wilh [he following criteria:

(.) They do not adversely affect the ~rformance of official duties by the employee or
the organization.
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(b) They arc of rcnxcmab!c dumtion nnd frequency.

(c) They could ..! rc-nably ha.. he.. made a! o:bcr limes.

(d) U long dismcc, al no cosI to !bc Govcmmem.

(8) In the case of MJfong dismnm pcrsonaf calls. they must be consistent wi!h one of the
following critcrim

(a) They musl tx charged IO tbc cmploycc’s borne tclcphonc
govcmman number (i.e., a third number cdl).

(b) They mtw hc reads [0 a loU-free Sf10 prcfu number.

numkr or other non-

(c) They must be charged m [be called party if a “on-govcmuncn! number (i.e., a
mllcfl cdl).

(d) They must Ix charged IO n personal tclcphom CTcdh card.

(9) Examples of use of go.cmmcnl telephone systems, provided no charge IO the Govcmmem,
tiai may be amhorizcd arc

(a) Calls to no!ify family, doaor. etc., tvbcn an employee is injured on the job.

(b) An employee traveling on government business is delayed d.c 10 official business cm
iransponntion delay, and calls m nolify fnmily of a xchcdulc change.

(c) h employee traveling for more thnn on. night on govemmcnt business in the U.S.
maks a brkf call 10 employee’s residence.

(d) h employee required to work overtime wi:bom advoncc notice and calls tvi!bin the

Iocd wmmuling area (lbc urea from which the employee regularly commmcx) to advise their family of the
change in schedule or to make nhernm wansponmion or child wc nrmngcmcnt.s

(e) An employee makes a brief dily cdl to locations within the load mmmuting area
to speak 10 spouse or minor ch:ldrcn (or dress rcspomiblc for them, e.g., school day-cm wxncr) to see how
they arc.

(fI A employee mnkcs brief calls to locations within (be local commuting area to

arrange for emergency repairs to his or hcr rcsidmcc m amomobile.

d Lang Distance Calls. Make long distance AIs, w.here.cr possible OVXI DSN instead of
canuncrcial Iirtcx. JJuI, if commcrcicd tclcphom sm’icc mum bc used, record the call within the division. Ike
NAVJAG form 230.$/1, Long Dtstancc Calls, obtained form Code 64.2. Division directors musl verify and
cxnify all commercial Ionp, distanm calls made by [heir division personnel. Funber. the duration of the cdl will
be Iimimd to tbc absolute minimum.

e. VerificatiOnJCerSi ficatiOn. Each division director will periodically rcccivc from Code d-l the

pmsion of tic officialDcfcnscTdephonc service(fJTS)telephone Iislings charged to [heir respective division
telephone mmbcrs. Witiin seven working days of rcccipt of the Iisling, each division director will ctnify 10

Code 64 that all phone cdl.s mndc from their division tclcphonc were amhoriscd or explain by proper mmotation
on tie DTS Iisiing why s~cific tclepbonc charges cannot be ctnificd” as authorized. The individual rc.spamible
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{or unauthorized calls should reimburse !he DON for {heir cost, Payments should be made poyable to
“Depanment of !he Navy” and forwarded to Code 6.$.

f. TelephoneCourtesy.Since the telephone is the most frequently used medium for transacting
official business, [he importance of telephone counesy cannot be overemphasized.

(1) fncomingcallsshould normally be answered in subs! amiidly the following manner: “Good
(rooming) (ahcmoon), Division, Petty Officer/Mr./Mrs., may 1 help you?” TIIc identity of [he caller should be
ascenaincd before transfeming the call m the person requesled. fn some instances ir may also be appropria!c lo
inquire discreetly as to tbe subject of tbe call to ensure (bat it is tmnsferrcd 10 tbe person who is best able 10
assisl.

(2) To &.sure calls are received, personnel who expccl !. be away from their desk for any
Ien@h of lime shall notify the receptionist of their location and lhe anticipated Ienffh of such absence. Personnel
leaving The building should indicate on a sign-out post a location or telephone number wbcrc they may be

reached.

(3) Personnel will decline to accepI cb.rges for collect long-distance telephone calls, unless
the call is clearly official and necessary, in which event i! will bc documented immcdiakly thereafter in
accordance with procedures in section 410.

& TelephoneLktings. The DAJAG (Fiscal and Adminislmtive SUppor!) is responsible for
mainlining accurate infommf ion in the DOD Telephone Direciory.

h. Forms.LangDistance Calls Form (NAVJAG 2304/1) is available from Code 64.2

411.COPY MACHINES

a. Availability. OJAG employees and olher persons authorized by JAG Code W,? may use copy
machines.

b. use ofcopiers. Use copiers only for officialpurposes copying of unofficial pcrsomd

correspondence is prohibited. chapter Nine of this Manual addresses reproduction of classified material. Per

NAVPUBINST 5600.44 [series], use a copier to make a small number of copies (generally, no! more than 50
copies ~r job) unless special circumstances require otherwise. Code 64.2 will review reproduction requirements
in excess of 50 copies 10 determine the leas! expensive method of reproduction, consistent wilb time
requirements.

A) c. Problems. Repon operating difflculliw or suspected unauthorized use to Code 64.2. Divisions
that are utilti]ng cost-per-copy copiers will repari direcdy to tbe vendor holding the copier contracl any repair

problems. U an issue arises between a division and the vendor, notify Code 64.2 so that appropriate SICPSmay
be taken 10 resolve the conflict.

412.CONSOLIDATED MA1~ MESSENGER SERVICE,AND Courier RUNS

a. Mail and messenger service is available for daily delivery flom mail room m mail room for Navy
addrmses only and no! imra-service. AH mail should be marked with tbe appropriate building number (pentagon
is budding number 1, Arlington Annex (Navy) is building number 2, Arlingmn Annex (USMC) is building
number 3, etc.). Ccmsolida!ed mail and messenger services forPentagon offices are delivered Ihrougb the
regularly scheduled OJAG courier mm.

b. The Administrative Operations Branch of Code64 will make amoming and afternoon courier nm.
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e llte morning run wifl Iczwc the Hoffmrm R building m 0930, delivering snd picking up ma!criafs a! the Pcmagon
(Room 5D834) and Arlington AIM.% (Order Writing Branch), The afternoon m. will Icavc the Hoffman II

buifding at 1330, delivering and picking up mmcrinls a! (he Pentagon (Room 5f)834) only.

c. Any changes to the courier nm schedule mm! be approved by Code WA.

413. PfASY PROPERTY ACCOUNTABI LfTY, USE, AND CONTROL

a. General. The purpose of plam propcny accoumability is 10 impmw management controls over lhc
receipt. cusmdy, ond disposition of pmpcrty snd smisfy the requircmcms of the hrAVCOMPT Manual (vol. 3,
ChaP. ~, SECNAVJNST 5237.1 [series.]: SECNAWNST 5500.1 [series].

b. Rcsponsibililies. DflAG’s and sptcisf assistants are propcny cusmdians who are accoumable for
propcny under their custody. The Head, Adminislmlivc SupporI JJmnch (Code 64.2), is the propcny mnnagcr
for the Hoffman complex cmd the Dircaor. Adminimmivc Suppan Dkision (Code 40), is tie property manager
for buifding I I 1. Only the property managers wilf maintain n rcmrd of rcccip!, cu.smfy, and disposition of thk

FWY.

c. Procedures

(1) A scpmmc DOD Ropcny Record (OD Form 1342) will lx prepared for each i!cm of
propcny rcccived if !hc cost is SS.1130 m more. AH propcny will be marked w,ith an idcmifica:ion or

rcgislralionfscrisJ number, and strict mmrol of such numbers will be maintained by the propcny msnagcrs.
Pmpcny Smnsfcrred or removed from a propcny cusmdian’s immediate rcsfmnsibility (whether rclocamd 10
snotfm division, sent OUI for repair, or o!herwisc dispscd on shrill be rcptcd 10 ihc property manager within

10 dsys, using either a Rcquisilion and Invoice/Shipping Document (J)D Form 1149) m memo, identifying the

o
item. the idcmificmion or rcgis:ratio~scrird number and !hc dale of .mion.

(2) Propcny custodians mus! notify !hcir .Ppropria!e pmpcny manager prior 10 dispming of
pmpcny snd wilf retain custody of propcny until rommgcments can k made for disposal.

(3) The cognizant propcny manager will cond.fl o survey in the case of missing, IOSI. siolm.

m remvcred govcmmml IXOWIIY and submit a Missing. Lost, Smlcn. or Remvcrtd property Rcpan as required

by SECNAVJNST 5500.4 [series].

d. Delegation. DAJAG’s and special assisbmts arc hereby authorized m issue propcny passes for

PIOFSY =igmd to thcm. ~S nuihorizmion may be rcdclcgatcd in writing, 10 one othc~ officer in each
division, with !he prior approval of the propcrsy manager. All personnel amhorized to sign propcny passes in Ihc

Hoffmm Complex mum have a signmure card (7ID 577) on file wilh (he DOD Building Manager snd tie
Hoffman Guard Force. Four signmurc cards me required and completed cards will bc forwrdcd to !he propcrsy
manager (d4.2) for endorsement and forwarding 10 DOD. If sn authorized signet Imvcs, or no longer needs
signature atnhori!y, Ihc propcny manager (Code 64.2) will bc notified, by memo. so tha! (he ou!tmrization can be
cancclcd.

e. Rcporls. .%miumwdly, in January and July, property managers will prepare a repro Iisling
propcny held by each propcray cusmdian. Propcny custodiom will use lhc rcpofl to inventory pmpcny in their
custody. An amnotaicd copy of the mpon. w.ilh an explanation of any .dk.crcp.mcies, will tc submitted by
propcny cusmdhts to appropriate property managers wi!hin 20 working days nfwr receipt.

C Forms. Sigym[urc cards (DfI 577), Ropcn y PBS forms (OF-7) and (OD 1149)may lx cdmincd

from code @.?.
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414. REPAIRS AND hfAINTENANCE REQUIREhlEh”f?l

a. Repairs. Code 6$.2 has respmsibility for repairs to equipmenl, fumimrc, physicaf plain, etc. ●
(1) J2pipment. A request for S.pplies/Sewices (other than GSA) NAVJAG 4270C Form will

he prepared and forwarded to Code 6-!.2 for any equipment needing repair. The following in fonnaxion should be
included on the NAVIAG 42702 Person requesting service, type of equipment, serial number of i!em, mom
number where item located, telephone number, point of contact (if different than person requesting service, and

nature of breakdown). Completed forms wiU be forwarded to !hc Procurement Section (Code 64.22) for
processing.

(2) Furniture. Furniture wiU be repaired or replaced as soon as practical. fnform Cod. 6-1.2 in
(hose insrances where furniture needs to be repaired or replaced,

(3) Pbysicai Plant. Plats requests for plant repairs through Code 64.2 with the following
information: person rep.mling problem, type of problem. room number, telephone number, and poin! of conlact.

b. Excess Furniture. Rcpofi excess furniture to Code 64.2 m make arrangemems for i!s removal.

Excess furniture wifl remain within the division spaces unlil arrangements can be made for removal. Placing
excess furniture in haJlways, stairwells, and other open spaces is unauthorized.

415. TRA\’EL

AU OJAG, NAVCIVfAWSUPPACJ’, NAhL4RA, and COMNAVLEGSVCCOM kavelem will obmin trip

approval from the cognizant AJAG. Travelers wiU make their own tmnsponation rcservmiom. Code 6.$ will
prepare aU TEMADD travel orders and obtain rickets for transponation and pcr diem travel advance check.%
When available, govemmeni quarters will be utilized. TENMDD travel orders will be liquidated through Code
64 within five days of completion of TEMADD. ●
416.DOD AGENCV CONTACT

DOD has managemem responsibilities for the Hoffman Complex and all requests for building services are
forwarded m DOD for action. The Head, Adminismative SUppofi Branch, Code &l.2, acts as liaison between

OJAG and {he DOD Building Administrator. Nmify Code 6$.2 regarding any matters thal should be brought 10
tbe attention of DOD concerning general building administration, The Hoffman Company, or such items as

parking 10E and physical security.
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CNAPTER Ff\’E

hllLfTARY PERSONNEL

S01. REPORTING AND Df3ACNhlENT PROCEDURES

a. MUi~ pcrsmmel ordered m OJAG, ~MN.4VLEGSVCCOM, and NAVCIVL4W’SUPPACT for
duty will check-in following (he pmccdurcs ~mblisbcd by PERSUPPDFf’ Crysml Ci!y. Mili!my pcrsmmel
nrdcrcd co NAMARA-JAG, NAVMARTRfJUDAf3, Wnshingmn, D.C.. ond LANT’JUDCIR, WasMngton, D.C.
(including llmss serving in OJAG) will cnmply with check-in ~nc.d.rcs cs~,blishcd by PERSUPPDET
Anamslia. AU milimry personnel will check in wi(h the Military Pmsmmcl Division (Cnde 61).

b. On detncbmcm from OJAG, COMNAVLEGSVCCOM and NAVCIVLAWSUPPACT, mifimry
pcrsmmel wiU folJow check-nut procedures established by PERSUPPDEI’ Ccystai Cily. Militaq’ personnel
dclachmg from NAMAfCA NAVMARTRfJUDACT, Washington, D.C., and MATJUOCIR, Wasbinglon. D.C.

(incIuding *OSC sewing in OJAG) will cnmply with check-nut Pmccd.rm established by PERSUPPDET
Anaccmia. AU milimrypcrsmmd willcheck out with the Military PasmnmlDivkion(Cnde61).

502. LEAVE AND LJJJERIT

a. Lenw, f%vy policy cncourogcs’ all pcmnnnc[ to take acmucd leave (MILPERSMAN 3020075.

MARCORPERSMAN, Chapter 9, Pan A). AfAG% and division dirsctors have responsibility to make equitable

UZW%~~CS tD affOtd IJXU PCISOIUICloppmmity IO tic accrued Icavc sml to caution that failure to ta!sc leave
may rcstdI in a loss of sarned Icave at n Inter dmc.

b CLzmling of Icrnre. Authori!y m grant leave

(1) Fm AJAG’s and sFccial nssisbmns -- the JAG or DJAG;

(2) For DAJAG’s snd oflims in the grade of O-6. the cn~nisanl WAG,

(3) For sfJ other military pcrsmmel -- DAJAG or division director signing ‘By direction.”

c. I&Ne request. SubniI Icavc rcqucsis on NAVCOMPT Form 30A53or NAVMAC 3 as apprqniafe,
via IJICcbaii of mmmand to the office authorized [o approve the request.

d. kve control number. The Milimry Persmmcl Division (Cnde 61) assigns Icavc mmrol numbers
for appm.cd Icsve abnul tcn days p7i0r to cmmnenccmcnt of leave.

e. law cerlifimtion. Upnn return from Isave, the scwics member ccrtifics the original and returns
the Icavc request to the Military Pcrsmmcl Division (Cndc 61) no later than 09CKJ!hc lirsl working &y foffowing

leave. Tbc scrvicc member is aucomarimfly chmgcd for *C period (ha .sppcms in blncks 14 and 15 if lbcre is
an excessive delay in rsccipt of the original leave authorization.

f.CanceUntion of Imve. To cams! leave oftcr assigning a leave control number, rmum the originsl
leave paper m tic Military Pctsnmel Division (Code 61) prior 10 the apfnoved cmnmcnccment date.

g. Emergency leave. During working hours, submit requssts for emergency Icavc as mn]incd abnvc.

.Mer working hours [he OJAG Duty Officer may gram cmcrgcncy leave.

b. Law ovcriens. Pcmnncl desiring m submit rcqucss fm leave overseas must cnmply with

MI LPERSMAN 302220 and BfJPERSIN~’ 1050.11 or MARCORPS ORDER ‘T1030.3F;ssapprnpria!c.
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i. Leave verification. Obtain information penaining to tamed leave, leave taken. and lcaw balance
f~om PERSUPPDET Crystal Cby or PERSUPPDET Amcostia. as appropriate, ●

j. Liberty. The AIAG’s regtd~te Iibefiy during normal working hours and may dclega!e this amhori!y
10 DAJAG’s and division directors, MILPERSW 3030100setsIimi!alionsongran!ingliberty.

S03. SICK LEAVE

Division directors, DAJAG’s, or AJAG% may excuse milimry personnel suffering from minor illnesses for up to
48 hours. If unable to remm to duty within 48 hours, se!wice members must repon to a miJilary dispensary or
hospikd for treatment.

504. PHYSICAL READINESS

a. The AJAG (MilbaryJustice) coordinates, under OPNAVJNST 6110. IC, the physicaf readiness of
all officers and enlisted persomel assigned to OJAG, COMNAVLEGSVCCOM. NAVCIVIAWSUPPACT,
NMCMR and NAMAIL4.

(1) Division diredors andthc~ief Judge, NMCMR, areres~mible forthepbysical readiness
and testing of rdl assigned active du!y naval ~rsonnel,

(2) Division directors and!hc Cbief Judge wiOIilcamr.al repmw.ofphysical readiness tewing
with the AJAG (Militwy Jus!ic.e) m a designated officer m later than 19 Augusl, udess a waiver to file a Ialer

rcpon is obtained from the AJAG (Mifit.wy Jus!ice). Repons will be in forma! specified and remined by the
AJAG(Mifiwy Justice).

(3) Posi!iv. comments concerning an individual’s physical readiness in official performance
evaluations and iimess repmrs are encouraged. Do not include negative comments unless an individual has been
cmmseled and given an oppmlunity to demonstrate physical readiness. Rem.wing is amhorized.

505. UNIFORMS

Uniforms forrraval personnel arepresmibed by Naval Disuict Washington. Wear the uniform of the day when
~rforming TEhL4DD unless directed otherwise by compelem amhoriiy.

S06. FJTNESS REPORTS

a. Pursuant to section I-’l. a.(l) of NAVMILPERSCOMINST 1611.1A tbe authority of the Judge
Advocate General to submit fitness reprs is delegated to the AfAGs for those DAIAGs, division directors and
other military personnel under their direct supewision. ?he JAG’s fitness repon writing authority is delegated to
the folJowing D,WAGS (division directors) for all mili!a~ personnel under [heir supewisiorr Code 20, Code 61,
Code 62, Code 63 and Code 6A.

b. Pursuant to section l-4a.(4) of NAVMILPERSCOMINST 1611.lA, ihe Commanding Officer,

NAVCIVL4WSUPPACT has delegated !ohisrespeclive division directors theamhori!y tosubmil Iime.ssrepons
on alJ military personnel under Iheir supervision. The OIC NAMARA has, likewise, delegimed bis amhorily 10
the division directors of the Adminismmive Suppon Division (Code 40), lbe Appella!e Defense Division (Code
45) and [be Appellate Government Division (Code 46) for all military persomel under their supervision.



.

a 507. EQUAL OPPORTUNITY AND SEXUAL tlARASS31EN-r

Every person in m employed by the Ocpanmem of [hc h’avy must bc weated equally u.ithoul rcgmd to race,
creed, color, age. S.C.X,or nmioml origin. Equality of oprmnuni:y is guaranteed for all regardless of race. creed,
CO1OI, age. sex, or national origin. Lhdnwful discrimination resulting in the denial of cqud opponunily to

individuals wilf MI be tolerated. ScXUal harassment consiitmcs a form of arbimry discrimhmtion, in violation of
U.S. Navy Regulations, 1990. arlicle 1Idd. ScXual harassment wiU not & condoned or !olcramd in the
Oepmmcnl of lhc Navy. AISy person who unlawfully discriminams ngainsl other personnel is subject 10
disciplinary action, as well as adverse administra!ivc action. ~ SECh’AVfh’ST 53Cf.).26 [series]; OPNAWN~
5303.9 [series]; OPNAVfNn 5354.1 [WkS].

a
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CHAPTER SIX

bllLITARV DUJ’S AND WATCtI ~ANDING

6fJ1. OJAG DUTS OFFJCER

The OJAG dutyofficer is JAG’s direct rcprcscmalive. ‘lM duly offimr may expect, and wilJ rcccivc, full cooperation
and SUPPII from all officas in OJAG, and should no! hcsi!a:c to mn.stdl immediately with olhcr offimm as
appropriate. The duty officer maimnins liaison with Ihc Navy Ocpmmcm Duty Captain or his msimnt (Ch’O flag
plot, room 4D624,Pcntngom !clcphonc 695-0231), and will nl.w maintain liaison wilh the Military Justiw Dk’ision

dwy officer aI Building 111, Washington Navy Yard, and witi tic In:emaiional Lmv Division duty officer.

6fJZ. SENJOR W’ATCII OFFJCER

a. Designation. The DiUAG (Military Personnel) is designated as Senior Winch Officer.

b. Dutiss. TIIc senior Wotch Officcn

(1) Repam and promulgmcs in.muclions for the watch mutinc and provides guidance and control
of watch SGUI& F.;

(2) prepares and maimains four information briefcases for use by duty offices. hems wilJ nm
bc added or removed from hex bricfcnses witbou! Ibc concurrence of the senior Wo!ch Officer. These briefcases
mntaim

(a)

b)

(c)

(d)

JAG Organization Dirccto~,

DircctoW of Judge Ad\,ocaIas and Lcgalmen;

Cbpics of pcnincnl plans and publications for cmergcncics:

CQDVof [be JAG SORM and other effective instmc!ions. notici%s, and memoranda of.,. .
interest to tic JAG duty officec

..
(c) Currcnl watch Iism

(fI Telephone pagers

(3) prepares, publishes, and dis;ribu:cs the watch lists monthly:

(4) provides indoctrination for newly assigned wa(ch shmdcrx

(5) Emurcs all wa!ch smnders understand theti responsibilities;

(6) provides for maintenance of a JAG Log.

603. ASSISTANT’ SEN1OR WATCN OFFJCER

a. JJss@mtion.’ TIIc ADAfAG (Military Pcrs.onncl) is designated 8s Assistam .%nior Wa!ch Oflitxr.

b. Duliss. The A.ssistanl Senior Welch Officer @orms such du!ics as assigned by the senior Wmcb
Offica.
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604. DU’JI’ OFFJCER

a. Designation. AII officem in the wade 0-4 and below atlached 10 OJAG, NAVLEGSYCCOM,
NAVCIVLAWSUPPACT, and NAMARA who am assigned m Hoffman 11or the Adminislralivc f-aw Division in
Ihe Pentagon comprise tbe duty rester unless exempted by the Senior Wslch Officer.

b. W’eelida~ Watch Procedures - Daily Routine

0700 - For Mondays through Fridays, the ~ duly officer -- that is, the Sunday duty
officer on Monday, [be Monday duty officer o“ Twe.sday, etc., including those assigned to the Adminislralive bw
Division -- wiU open the office of the Dcpmy Judge Advocate General, Hoffman 1[, Room 9N27, and will remain
stationed in the office mtil relieved in person by the on-coming duty officer, MCE FTJON: ‘fhe off-going duty
officer who has the Friday winch wiU not be required 10 open the front office on Saturday morning he or she will
be relieved by !elephom on Saturday morning by the .%mrd.ay duty officer.

0745 - lle ml-comi~ duty officer will relieve the off-going duty officer in person. in Room
9N27, !md will remain in the from office until released by the Executive Assislanl (EA).

wis!rative Law Division rsmonn el assigned weekday duty mav relieve the off-zoiog

~, in which case Ibe off-going duly officer will remain in [he front office un!il released by
lhe EA.

- When the watch is relieved in person, !he dmy weekday briefcase will be passed from
onc dmy officer to Ihe next, but must be remmcd to Room 8S23 every Friday morning for updming. If relieved by
phone, lhc off-going duly officer must return the weekday briefcase to Room 8S23 so Ihm it can be picked up by
Ihe on-coming duty officer Imcr in the day. A sepamw Friday bciefcase mus! be picked up in room 8S22 by Ihe
Friday duly officer.

1715 - The dmy officer will check with Ihc EA. Ibe Depmy JAG’s sccrelary, [he AIAG’s
secretaries, and Ihe duty Icgalman for outgoing unclassified messages, and will check !he mailroom for outgoing

messages.

- Take outgoing unclassified messages to the Communications Center, Room 204, Hoffman
I, telephone 3x-0382; e“s”re the Communications Center has the duty officer’s correct home phone number ad

knows where 10 reach Ihc dmy officer umil 1800.

- Pick up incoming unclassified messages and bring to Room 9N?7

1730 - Return to Room 9N27; review unclassified messages and inform the EA of any thm
might require immediate action or are of immediate imcrest. For any matters involving urgent action or of urgent
interest, contact the appropriate division director, the M the Depmy JAG, or the JAG, in that order.

- Unless othenwise required, tbe duly paty officer will be secured and the duty officer will
maintain the phone watch.

1S00 - Unless the duty officer’s continued presence is required by the Deputy JAG or !he EA
the phone wa!ch in {he from office may be secured.

- Notify OPNAV Command Center at 695-0231 lhat the “JAG wa!ch is set.” Ensure [ha!
the OPNAV Duty Office has the duty officer’s correc! home phone and pager numbers.

●

- Turnoffcopymachinelocatedal9N12,but do not lock the doors to the space comaining



,

the copy machine.

- Return incoming unclassified messages to the incoming-message slot in !he mail roam.

- Continue watch at quancrs. The duty officer may Icavc quarters m mn errands CIC.,but
must cmurc [hat hc uc shc can bc rmchcd by prgcr.

c Saturday, Sundny, and Noliday Watch Pc.xedurcs

074s - Rq.m to Hoffmm II and check for outgoing messages in the outgoing-message slot in
the mail room drop offany outgoingmcs.mgcsand pick up incoming unclassified messages a! Communications
Center.

OSfM - Assume the watch in Room 9N?7; rclicvc off-going duty officer by rclcphone.

- Scrccn all unclnssificd mc.wgcs and take ncccssary action. Notify division dircc!or. lhc

EA. tfw DCpUIY JAG, or !hc JAG, in IJIm order, of matlcrs requiring urgent anion or of urgcm imercst.

- Notify OPNAV Command Centern!695-0?.31 that tic duty officer has assumed the JAG
watch: verify home phcmc md pitger numbas.

- RcIum idJ messages to the inmming-message S1OIin the mail room.

- Continue watch al quarters. The du:y officer may leave quarters m mn ccmnds CIC., bu!
must ensure that he or shc can be reached by pager.

- NQJE Sundsy duly officcm. including Administrmivc Law Division fxrsomcl, arc
rc.qmmible for opening Rnom 9N27 on Monday morning at O’KKlunless the Monday f.-dls on a holiday. Holiday
duty officms. including Administcmivc Law D@ision officccs, arc ccspcmsible for opening Room 9N27 on lhc
foffowing workday al 07LW. All wtikcnd and holiday duty officers musl return their duly briefcases to mom 9N27
on tie ficst wnrkday followimg their watch.

d05. DUTY Pm OFFfCER

a. Designation. Enlisted pcrsnmcl below the raw of chief petty officers wbo arc anachcd to OJAG,

COMNAVLEGSVCCO.M, NAVCIVIAWSUPPA13, NAVMARTRfJUDIC, or NAMARA, and assigned to Hoffman
Building II, comprise \he JAG duty FCIIY offimr wa!chbill.

b. Duties

- 7?ICduly Pstty officer ~ovidcs ncccssmy administrative and clerical SUPFAMIOdw DJAG.
the EA. and the duly officer m WOckdays.

c. Watch Routine

16= - Report m Room 9N27 and recci.c instmctions from the EA.

- Man the pbonc watch md perfocm other dmies ns diccctcd

1730 - Sccurc from the winch unless prcscncc is kmhcr required.
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606. UNAVAILABILITY FOR DUTY AND EXCHANGE OF DUITES

a. Use of supernumeraries. Watch standem unexpectedly unavailable for duly on the assigned da!e ●
because of illness, or other good and sufficient cause, will notify the Senior Walch Officer m Assislml Senior Wa!ch

Officer as early as possible. The officer or enlisted member heading the appropriate supemumcrwy Iis! will stand
the watch.

b. Leave. No fxrson on the duty list wiU be granted leave for a leave period which includes a duly day
without first having arranged for a relief. The leave request must include the name of the relief and initials of the
Senior Watch Officer.

c. Approvals required for exchange of duty. Exchange of duly may be approved by the Senior Watch
Officer or .Assismnl Senior Watch Officer. Exchange of duty should be requested in writing by tbe firs! day of {he

month. ff exchange is requested fewer thm five working days in advance of duty, approval requires individual
justification and wiU be approved on a case-by-case basis. Failure to provide timely notice may resull in

disapproval.

607. MESSAGES

a. Unclassified Messages. Du!y officers are required on Iheir resfxciive du!y days to pick up unclassbled
message traffic addressed to the Judge Advocate Gmeraf of !he Navy (NAVY JAG Alexandra VA),
Commander, Navaf Legal Sem’ice Command (COMNAVLEGSVCCOM ALEXANDRIA VA), and Naval Civif Law
Suppori Activi!y (NAVCWf..AWSUPPACf ALEXANDRIA VA), when tbe duty officer picks up unclassified
messages, he or she must review them, stamp each message with tbe siamp provided, and indicate what, if any,
action was taken.

b. Classified Messages. The duty officer is not authorized to pick up or release classified messages.

Classified message traffic wiU be handled in accordance with the following procedures ●
(1)During the normal work day - Classified message traffic will be bandied by Fiscal

and Administm!ive Suppon Division personnel.

(2) Afternormal working houm - ‘fhe message center will call the duty officer afler

normal working hours to notify bim or her iha! a classified message is awai!ing pick-up. The duly officer must
determine the classification, precedence, and whether NAVY JAG, COMNAVLEGSVCCOM, or

NAVCIVfAWSUPPACT is an “action” or “info” addressee. Action messages of any precedence must be referred
to one of the officers listed on the Classified Message Access List located in the duty briefcase, staning with tbe

most junior officer on the list. The !irsl available officer contacted will pick up tbe message consistent wilb i!s
precedence. If no “ac!ion” messages are involved, !he du!y officer should inform the message center [ha! {be
message will be picked up by OJAG’S next regular classified pick-up. Only certain officers on !he access list are
authorized m pick UpSPECAT,SPECAT/CODEwORD, and“For Focal Point Officer Only” messages. Any such
messages should be referred to one of tbe officers specifically designated on the access list.

608. THE JAG LOG

The duty offimr wiU maintain a log to record aU occurrences, including the repcming and de!achmem of oft%em,
unusual m significant incidents, and personnel casualties. The log will mw be removed from OJAG, Room 9fW7.
The duty officer wiU enter in the log a! the beginning of the next work day those reports received after departure
fsom the Hoffman Building.
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a 609. UNIFOfL\l FOR WATCIf SYAATJERS

OIAGwatchsmndccswillstand wntchrs intheuniforcrr ofthc clay.

610. SECIJRJTY

l%or to &parrure, the duty officer will check the baskets and tops of cfcsks in the offices of the Dcpu!y JAG and
AIAG’s for classified ma!crkd md check alJ safes and file cabinets in these offices 10 cmurc they are locked. U
cksificd mmcrinl is found, tic dury ofticcr will SIOWit in an approved safe umil tic nc.m working day. If the duly
ofliccr doe. not pms.ess rbc ncccssary clearance to PCISSCSS\hc ati!f! chssicicd mwcrhf, bcMc mm! immediately
cnnrm an officer in tic Spccid Prognms Division turd ccmairr wirh tic material until properly relieved.

611.CHANGE OF ADDRESS ANDIOR TELEPHONE NUhlfJERS

Watch slandccs will “o!ify the Senior Wafcb Officer or A.sisurrrt Senior WaIch Officer of changes in tbcir rcsidcncc

addresses and tclephorrc numbers.
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CHAPTER SEVEN

CIVILJAN PERSONNEL hfANAGENIEN”Y ANfJ AfJ\llNl~RATfON

701. GEI$ERAL lh’FORhJATfON

a. purpose. TIIe foUowing sections cnver fundamental arms of civif ian pcrsnnncl mmagemem and

admhissrmion. Tapirs not cnvered should be referred tn the DAJAG (Fk.caJand Adminisms!ivc SuppnrI), Cndc
a.

b. Assistance. Contm DAJAG (l%al and Adminiittmivc Suppnn), Cndc & for nssistnncc.

702 OB3ECJlVES AND RE43PONSJBILJTJES

a. Ob.jeclima. The OJAG civilian personnel fnogmm recruits, staffs,trains,motivates, dkciplincs,
snd rewards a technically aricntuf legal supporl smff to further the goals of the JAG and
CXW4NAVLEGSVCCOM.

b. RcsponsibUities. SECNAV or a designee cstnblishcs DON civilian personnel pdicics snd
pograms. The DAJAG (F&A md Adminisuntivc Suppnn) mrmngcs the civilian fxrsnnnel program within

OJAG snd COMNAVLEGSVCCOM. The chain of command implcmcms thnsc p-dicics md programs.
Managers and supervisors. at all levels manage assigned civilian Wrsnnnel wiih technical guidance and assistsnm
Gom pcmnnnel spmiali.m.

703. NAVAL EQUAL EMPLOVMEhV OPPORTUh’fTY/AFFf RNfATfVE ACJTON PROGRAhl

a. Policy. All Prsons hnvc equal oppmwnity in all civilian employment mancrs within the DON.

b. Responsibilities

(1) TIK JAG is the EEO Officer for OJAG.

(2) The DAJAG (l%cal and Administmlivc S.ppnrI) is the Dcpmy EEO Officer for OJAG.

c. Employment of Handicapped Individuals and Disabled Vetemns. 7?Ie DON is cnmmincd to

sss.uring that aJl individwds, regardless of nge, mm, cnlor. sex, religion, mlional origin or handicap, have qual
opportunity for cmpfnysncm, rising to their fill potential.

& Counseling. Employees or applicants for cmploymcm may mnmd an EEo munsclor if hey

believe they havc been discriminated against. Cnmam the DAJAG (l%ml snd Administrmivc Suppnn) for a list
of avaihablc cnunsclors.

71U. DISCRJhllNATfON COhlPfAfhT PROCEDURES

a. Policy. All fsnsons must bs given cqwd oppnnunity in civilian cmploymcn! maws within DON.

(1) A discrimination complain! may be based on rats, .xdor, age, national origin, XX, religion,

physimJ handicap. mental handicap, or rcprtil fOr a pfiOr EEO mmpla~l.

(2) AII employee (complainant!) making a discrimimion mmplaim has the rights 10 a
rcpmsentmive of own chnice, confidentiality. rmsmmblc emoum of official time to prnccss chargcknmplaim,

explanation of formal mmplaim pmcms, ond =ismnc= in preparing a fnrmal mmplaint: aim, fmdom from
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R)

restraint. interference, coercion. discrimination or reprisal during the complaint process.

b. Procedures. An employee considering a discrimination complaim should contact directly the
Equal Employment Manager, EEO Branch, Secretariat/Headquarters Civilian Personnel Office (S/HCPO).

70.5. RESERVED

706. EMPLOYEE RESPONSSBILITLES, BENEFfTS, SERVICES AND INFORMATION

a. Policy. Civif ian employees should know their entitlements and benefits, standards of conduct, code

of ethics for government service, available civilian personnel services. and work-related obligations.

b. Assistance. Each employee entering on duty should review and keep a copy of !hc Civilian

Employees’ Handbook. Employees may also talk with a pcrsomci staffiig specialist, employee relations

specialist, or employee development specialist at the Sccrctm’iaVHeadquaners Civilian Personnel Office
(smcpo).

707. SUPER\7SORY RESPONSIBILITSES AND lNFORMATTON

a. Policy. Supervisors wiU:

(1) Be famifiar with DON civilian Persomel policies;

(2) Admtiister DON Performance Appraisal Review System (PARS) or Perfmnumc.
Management Recognition System (PMRS), as applicable;

(3) Obtain IWO bo.rs of EEO training every fiscal year and know local EEO and AA Program
policies and objectives;

(4)

(5)

(6)

(7)

(8)

(9)

Develop on-the-job and formal training plans for subordinate slaffi

fncrea.w employee productivity and creativity, and promote teamwork;

Maintain on-lbc-job safety and reduce workplace injuries and illnesses

Discipline and ensure good conduct;

Discharge responsibilities under the Pan-time Career Employment Program:

Obtain assistance in managing m supervising subordinate slaff.

708. EMPLOYEE DEVELOPhlENT AND TRAINING PROGRAM

a. Policy. Managers and supervisors must evaluate employee performance, review cument and
anticipated missions, determine where waining can be used to enhance employee ~rformmce to meet mission
demands, and assure training is achieved and evaluated.

b. Responsibilities

(1) Managers and supervisors ensure thal subordinate staff receive training for:

(a) Improving employee performance;
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R)

R)

~) Dcvclopins employ.. skills to mcc{ currcnl nnd future manpower skills needs:

(c) Providing opponunitics for dcvclopmem of high paentinl employers

(d) Providing employees with ncccs.mry compcwncy to me.! changm in organizational
policy, miSOn, technology. structure or quipmcnl:

(c) Maintaining “s:atc-af-!hc-on- specialized Proticicnci=, and

(~ Assisting with (he planned upward mobility of Iowcr-level cmployccs.

c Mandatory training. Managers md supcrviaors must cnmple!c mandatory trainin~

(1)

(2)

(3)

(4)

(5)
maining.

New Employee oricn:iuion (new cmploycc}

Annual accurity tilcling (any cmploycc holding a sccurhy clcarnncck

Supcwi.wry training Pr SfHCPGINST 124 I I.1 series

DON Program (PARS) orientation:

EEO Training (new EEO officials). ~ acction 707a(3), conccming annual supervisor

d. Training resources. Fund alfomtion follow a priority system:

(1) Priori!y Gnc (Esscn!iall Training required by low, regulation, or higher im!hority during

cumcnl fiscal year ncccssa~ for mission accomplishment: and, training to cnwrc ~rformnnm objcclivcs or m
corrccl serious performance cfcficicncics.

(2) I%oriiy Two (Needed) Training which if omitted may impafl ad.crscly on mmplcw and
quafita!ivc mission aanmpfiabmcm during the next two 10 !hrce fiscal yeas (e.g., training to provide for the
syatcnunic rcplaccmem of skilled employ ees.)

(3) fiOrily Three (Lfscfuf)Trainingm@h! Lx helpful in enhancing the ovcraJl performance
Ic.cls of compctcnt employees.

c Procedures for requesting, apprnving, and evnlunting training

(1) Requc.% SUpcmi.wr of tbc uaincc shoufd request [raining by a brief memo IO Code M via
the mgnizant AJAG specifying Ihc pticulara of a training even! (c.g,, priority, cost, vendor, address, dams,

cmcrsc title. catm-ogtdmursc m!mbcr, Iocaion ofrmining silt, CIC.) as awn as the need arises.

@ Approval. When tbc training is approved. Code M p?cparcs a Form DD-1556, Rqucs,
Amhmization, Agreement, Ccnificalion of Tmining. and Rcimburacmcm for sigmumAfatc by supcwism,

m-l DNAG and AJAG and the Head, S/HCPO Employee Dcvclopmenl Branch (Arlington Annex i,

(3) Evalua!inn. Truinc. and supervisor mmp!c!c Copy 9 of tbc DD-1556 on completion of
training and forward to Code d-t via the cognizam division dircmor.
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709. UP\VARD MOBILI_fl’ PROGRAhl

a. Policy. DON agencies through the Upward Mobility Program (UMP) providethe maximum ●
OPpnunbY fOrIower-gmdc employees, especially women and minorities, to advance IO Iheir highest pommial.

(1) OJAG policyrequires all civilian personnel. especially legal clerks and Icgal !ecbnicians.
be provided on-{he-job technical and formal training to qualify for professional positions through compclilive
merit promotion procedures.

b. Responsibilities

(1) The DflAG (Fiscal and Administrative Supp.rl), Code 6.$, as !he Upward Mobility
Program Coordinator (UMPC) provides UMP suppnrt.

(2) su~misors and managers wilf:

(a) Provide maximum uliliza!ion of skills and on-lhe-jnb technical and formal training;

(b) “Identify training for professional fmsitions;

(c) Work wilh employees and employee devclopmen! specialists 10 develop
subordinate smffi

(d) provide job-related counseling;

(e) Periodically examine organization stmctures and positions to redesign UMP

and

(f) Achieve UMP policy goals.

(3) Employees should be lmnwledgeable of the UMP program and oppmunities and keep their
official personnel file up-to-date with information on self-development and Ieaming activities.

c. Procedure. Supervisors and employees should coordinate with the UMPC, Code 64

710.PERFOMiANCE APPRAISAL REVIEW SYflEhf (TARS)

R) a. Policy. I%c PARS system executes basic managemen! responsibilities and achieves specific

organizational objectives. The appraisal system requires establishment of at Ieasl one, preferably three to live,
crilical position performance elcmems and performance standards for “exceeds fully successful, ” ‘fully
success ful,” and “minimally successful” levels. Appraise each employee continually through the fiscal year. On
or about 30 May, assign a final summary appraisal and rating. Supervisors use !be results nf the ~rformance

appraisal .W a basis fOr ~rsonnel decisions, training requirements, promotions, demotiom. reassigmrvats, .md
removals.

b. Responsibilities

(1) The DAJAG (Fiscal and Adminislralive Support) maintains an administrative control
system and provides PARS assistance.
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A)

(3) SUpmviso:s will cover GS-schedule subordimam staff under a current PARS appraisal,
evaluating ~rformancc on a cominuous bask. documenting pcrfonnancc, and assigning ralings in a !imely

manner.

(3) Each PARS cmploycc should know pcrfommnce .Icmenls and standards.

(4) Office msm!gcrs develop and maintain adequs!c PARS records including office clcmcms

and stsndards, emplc.ycc PARS apprais.sls, and rela!cd mcmorsnda and guidelines.

c Prncedurrs. The PARS appmissl period is 1 June through 31 May. Tbc S/HCPO PARS
instruction 12430.1 stsk.s !he PARS policy md procedures;

locally.

i! may bc obtained from Cndc 6.4 or rcpmdumd

711. PERF03WJANCE Management AND RECOGNITION SYSWENI (PhlRS)

a. Policy. The PMRS cxcmtes bmic mnnagcmcnt rcspms.sibilitics and achieves broad organizational
objectives. PMRS rovers all GM-scbcduk personnel.

b. Responsibilities

(1) The DAJAG (%cnl ond Adminishmive Suppnn) maintains an adrninistratiw control
systcm snd provides PMRS assistance.

(2) Each PMRS supm’isor must plan and cwcluatc orgnnizmiond gnti. identify individual
employee .wcnumability fm organizational gods: and compnsa!c based on performance. The PMRS supavisor
covers GM-schedule subordinn!c staff under a currcn! PMRS apprai.d, apprnim performance cominuslly,

docmncncs pcrfonmmcc,, and assigns nuings in a timely reamer.

(3) Each PMRS employee should know tbc pcrformnncc clcmcms, objectives. and stmdards.

c Procedures. Tbc PMRS appraissl period is 1 July Ihrougb 30 June.

(1) l%. supervisor and employee set standards, clcm.rm. and objectives by 10 Jufy.

(2) second ICVCIsupcrvism approves smcxiards and .Iemcnls by 20 July.

(3) Performance Appraisal Review Officer (PARO) and tbe Pcrfonmmce Review Board make

final rc.icw snd appmwd by 30 holy.

(4) llw I%SI level s.pwvisor givm the linal perfonmmm plan 10 the cmploycc ss soon 8s

p.siblc titer final approval.

(s)

(6)

(7)

(8)

(9)

Supervisor mmduc!s mid-year review. by 31 Jmrary.

PMRS emplnycc prepares yearly accnmplisbmcnt repfl (if required) by 1 July.

%SI snd second level supervisors deliver proposed summary rating to PARO by 22 July.

PARO aWrovcs smmnnry mting by 15 Augusl.

Firs! level supmwism discusses final summary raiing with employee by 10 Scp:cmber.
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(10) PARO forwards original final ra!i.g form 10 SiHCPO by 15 Sepmmber.

712. hlERJT =AFFJNG PROGRAhf

a. Policy. Management determines Ihe method and sources to fill vacant or newly established
positions, including promotion, reassignmc.m, transfer, reinstatement, handicapped m Velerans, Readjustment
App.intmems, and original appointment from an OPM cenificate of eligibles. Supavisors and managers should
determine the approach to best meet mission objectives, pcmnit m.w idw. and e“couragc affirmative action and
attainment of EEO objectives, fn fifling vacancies, decisions on qualification, evaluation and selection should be

made without regard to race, color, religion, sex, national origin, age, lawful political affiliation, marilal s!atus,
non-disqualifying physical or mental handicap. and membembip in a labor organization. AU actions under {he
Merii Staffing Progmm wiU be based solely on job-related crileria, and not favori!km,personalrelationships,

nepotism, or patronage,

b. Responsibilities

(1) The DAJAG (Tiscal and Administrative Suppon) maintains Merit Staffing Program
guidelines and provides written and oral guidance m employees, supervisors. and managers,

(~) SuP~isOrs and managers will anticipate and plan staffing needs with Code 64, consider
vacant positions mder pan-time employmcm program, and ccmsider targeted groups (landicap~d individuals,

disabled veterans, minorities, and women) for vacancies. Selecting officials may have [o justify non-selection of
qualified, targeted applicams.

(3) The DAJAG (l%cal and Administrative SupporI) ensures funding of meri!
fxrsOmeVstafflng requirements.

(4) The DAJAG (Fiscal and Adminismative Suppon), as lhe OJAG Deputy EEO, msums that
merit staffiig decisions meet organizational objectives md EEO/affirmative action goals,

C. Procedures.Merit s!affing options vary wi!h pmicular
steps:

(1) New pxi!ion is established or vacancy occurs;

(2) Selecting official contacts Code &+;

requbements.fn general,followthese

(3) Consideration of options, noncompetitive candidates, EEO and affinna!ive action, part-time

carccr employment program, and other organimtional initiatives;

(4) Code 64 initiates SF-52 (Request for Personnel Action):

(5) Code 64 tracks SF-52 through staffing process:

(6) Code 64 reviews SF-5?, for funding approval;

(7) Code 6A reviews SF-52 for mgmizatim and EEO/affirmative action:

(8) SF-52 submilled to S/JiCPO for action:

(9) Code 64 evaluates S/HCPO meri! selec!ion and special placement applicams (if applicable);
S/HCPO forwards Merit Selec!ion Cenificale(s) m selecting official:
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(10) Sclccting official interviews applicants and/or ewdumcs applic-mkms: forwards complc!ed
ccnificate to SfHCPO for review and approval: and

(11) S/HCPO makes official offer of employment 10 SCICCICCand dctcrmincs enter-on-bard
dale.

713. lNCEh71VE AWARDS

a. Policy. ‘flIc fnccmi.c Awards PTogmm improves govcmmcm opcrmions and scrvias by
motivating employees to incrcnse productivity and creativity. II rewards (base wbosc job pxformancc and
adopted ideas benefit tic Govemmmt.

b. Responsibilitic-s

(1) The DAJAG (Fkcal and Administrative S.ppon) maintains inccmive award program
guidelines andprovidcs w?i!ten andomf guidance tosupcrvisors andmanagcrs.

m SUpcrvisms and managers will familiarize thcm.%lvcs wilh tbe provisions of
SllfCPOINSl 124S1.1 [scrks], suppon the wards program, rcwnrd job fxrfomnance, honor deserving

CIIIP1OYCCS,snd cncoumgc submission of beneficial sugfpions.

(3) Tbc DAJAG, Fiscal and Adminisws!i.c S.ppon will program adequam funds for lb.
inctmive awsrds program.

c Procedure The more common inccmivc awards arc Pcrfonnnmx Awards. Special Acl or service.

On-tbe+mt, md Dcncficiaf .Wggtsiion. Cnnum Code 64 for information on award mquircmems and forms of
awards,

714. PART-TM$lE CAREER EMPLOYhlEhT PROGRAN1

a. Policy. II is DON policy to expand the number snd scnpc of pcnmmcm pan-time pxiIions
including ~ofc.ssionaf, technical, trades, craf! and clerical scm’i=, nnd povide pan-time career cmploymmt

Oppwnilifi 10 intcrcstcd and eligible applicants and employees in pmitions GS- 1 through GS- 15 and
quivalenl lCVCIS. Job-sbarkg occurs when two employees hold a single fulk-time pmition snd share amxfancc
to mvcr the40-lmuworkweek.

b. Objectives. TfIe Pan-time Career Employmcm Program:

(1) lncmascs employmcn! opportunities for minorities, women, students ncding pan-lime
cmpfoymcm to finance their educmion. parents with family rc.sponsibili!ic.s rcquir”mg a pan-time scbedulc, and

handicapped ox mhcrs who nctd m wan! a pm-time scbcdulc.

(2) fncrcascs motivation and Pmductivi!y by giving cunmt cmployccs pan-time opponunilics.

c Rcsponsibililics

(1) The DAIAG (Fkcaf and ,%fminimativc S.ppori) inaimains the Pan-time Career
Employmem Rogmm and pmvidcs related ms.ismnce.

(2) Supervisors will become familiar with the provisions snd rcquircmcnts of the Pan-time

CJMW Emplnymcm Program snd seek ctssismncc from CodC 6A in implcmcmation.
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(3) Employees should be aware of the program and seek information from s.pcrvisors or Cod.
64 if interested.

d. Procedures

(1) Cognizant supervisors review vacant positions .m !he GS- 15 Icvel and below IO determine
if appropriate for part-time career designation under [he following questions:

(a) How does the mission and function of offic. or activity impact on ~s.sible
designation of position as pan-time?

(b) Is there current employee part-time employment interest in the vacant posi!ion?

(c) Do workload fluctuations merit consideration for part- time employment?

(d) Could parl-time employment stabilize a pmition with a high turnover ratio?

(2) The supervisor of the vacam position should address questions (a) through (d) above in a
memorandum to Code M.

e. Other considemtions. if n position presently occupied could benefit by pan-time employment,
supervisors shoufd gauge employee interest and contact Code 64 for funher assistance. A full-lime employee
cannot be required m accept a pan-time position as a condition of continued employ men!.

715. DISCIPLINARY AND ADVERSE ACTION PROCEDURES

a. Policy. Supw+isors rue 10 keep employees fully informed of expected s[andards of performance
and conduct, including consequences of sub-par performance and conduc!. Marmgemcnt uses disciplina~ action

10 correct deficiencies in employee behavior and anitude interfering with efficient operations; lo maintain high
standards of government service and public confidence in DON and to maintain discipline and morale among
employees,

b. Responsibilities

(1) The DAIAG (fiscal and Admkism.dv.SUppOrI)mahuainslocaldisciplinaryandadverse
action guidelines, provides written and oral guidance IO supervisors and managers, and maintains liaison with [be
Employee Relations Branch of SIHCPO.

(?) S.pewisors and managers maimain good order and seek assistance from Cod. fi.1 whm
performance or conduct problems arise.

c. Procedura. Supervisors should document by

when conduct and performance problems occur.

716. LEAVE ADMINISI’RATION

a. Policy. civilian employees cam and accme

memorandum, and contact Code 64 for guidance

annual and sick leave according to law. U an

employee has accrued leave i! does not mean leave is approved. Approving leave is al the supervisor’s discretion.
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a b. Responsibilities

(1) The DAJAG (Fiscal and Adminiswatiw SUppon) maintains leave administration guidclims,
Wovides written and oral guidance m supmvisors and mmmgcrs, and maintains liaison with the Employee

RcIations flr.anch of S/HCPO.

(2) Supcnisors and mtnragcrs odminisicr lea.. under local guidelines and seek nssistancc from
Code 64 when leave questions arise.

c Procedures

(1) S.pmvisors should bccnmc famikiarwith S/HCPOINSl 1X30.I and have a copy avaifable.
Supcrviwws must rcvir,w md approve time and ancndancc (timecard) rqxn’ts for subordim:c staff and ensure
props documenlalicm of rdf Ica.c taken.

(2) Supervisors sbmdd contna Code 6-! rcgtuding questions on leave adminiswarion.

d. Special Iravc situations

(1) Compcnsmory lime. Compensatory time is armed for urgent fleet readiness, cmcrgcncics,
safcWarding life and propmy, md individual instanm.s where savings can bc clearly demonstrated.

(a) The organizational level above the level ordering usc of mmpensato~ lime can

approve i!. Cmnpcnsnfory lime is requrstcd and npprovcd by the usc of (kvcrrimc Request and Aulboriz.wion
Form (NAVEXOS-1377) and mmrdcd on the time and ancndmm rcpmrs.

e ~) USC w IOSCmmd lcavr.. The maximum pmnissiblc annual leave cany-ova is ?40 hours.
Forfeited leave can bc restored under ccrmin unusual conditions ond if annual Icavc was scheduled in advance.
Supervisors and employees should schedule ‘use or Iosc. annual Imvc in adv.mcw 10 avoid “ptcntial mnfkicrs and
cmurc tbcre is sufficicm staff m perform normal functions.

(3) L?wc for Pmcms Adopling Children. Managers mrd supm’isors arc encouraged 10

aPPIOve KWCSW fornnmd leaveand leavewithout Py from parents wbo arc adopting children.

(4) Voting Iczwc. As a general ndc, where the @Is arc not open at least three hours before or

after an cmploycc’s regular hours of work, an amoum of excused leave (no charge to annual Icave) 1M% bc
gmmed which wilfpcrnillfreemployee10mpc.n10workthreebowsaflm[hepollsopenm Icavcworktie
bows&fore the PJlfs close, whichever rcquk tbc I-1 amount of time off. The following schedule is a guide
foru inakfowingadministrative leave for votin~

Work schedule

OX% 1730
0830- 17CSI
0830-1803
OEOO-1630
woo-l 730
OZ?O-1600
0730-17m
0700-1530
07M3-16313

0630-1501

●
0630-1600

Poll houm

IMCO-1903

06cK1-19Wl
06co-19m
0600-1900
f161X3-19m
0600-1903
06co-191YJ
OXIO-19m
0603-190)
C600- 19Cll
OWO-1903

can vote Ill
060u
06cs3

06al
1601

06fm
1600
160J
1530
Idfm
1500
161M

l.clwc policy

no ICIIVC
1/2 h dninistra.
In hr adminislra.
1/2 Iu adminis!m.
1 h administra.
no leave
I hr administm.

no leave
1/2 hr adninistm.

no leave
no leave
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OX-K3-1430 C6fK1-191Xl
M03-1530 06M3-19C0
0903-1730 0700-2000
o-s341-17fHl 07CL1-2ofll
0s30-1800 07CK3-2003
0S03-1630 070CI-2000
0N30-1730 0700-2000
0730-16Ml 07fK1-2ooo
0730-17CHI 0700-2ofnl
0700-1530 0700-20@.3
07@3-1630 0700-2003

0530-15WI 07fF3-2ooo

0630-16133 071Y3-201XI
0600-1430 07C0-2000
0s00-1530 07WJ-20C0

717. OVERTfME ADMINISH?ATION

1430
1530

17fKl

1700
1700

1630
1700

1600
17C0
1530
1630

15C0
16CCI
1430
1530

no leave
no leave
1/2 hr administra.
no leave
1 hr adminisma.
no leave
1/2 hr administrm

no leave
no leave
no leave

no leave
no leave

no leave
no leave
no leave

a. Policy. DON is ccmcemed with ovenimc costs and the lack of compensator time use in lieu of
irregular overtime. Overtime is limited to [ha! which is of necessi!y, such as urgent fleet readiness: emergencies
safeguarding life and propeny; and instances where savings can be clearly demonstrated.

b. Responsibilities

(1) The DAIAG (Tiscal and Administrative Supper!) maimains oveflime administration
guidelines and provides written and oral guidance to supervisors and managers.

(~) SuPwisors and managers administer ovcnime under loud guidelines and obtain assismnce
from Code ~ for overtime questions.

c. Procedures

(1) Ovenime and compensatory time is approved ‘at least one organizational level above the
level ordering it and further approved by DAJAG (Fiscal and Adminis!ralivc Suppofi).

(2) Overtime and compensatory time is requested and approved using Oveflime Req.es! and

Authorization Form (NAVEXOS-4377) and, if approved. recorded on Ihe time and attendance (timecard) repros.

718. HAZARDOUS WEATHER POLICY IN THE WASHINGTON hlETROPOLITAN AREA

a. Policy. AU employees should presume, unless otherwise notified. [ha! !heir office or ac!ivily is
open regular work&ys despite weather or emergency conditions, such as heavy snow, Oooding. power faifure,

hurricane, or other naturaf disastem. The Executive Assistant Director, Office of Personnel Management (OPM),
determines leave @icy for all federal employees (except U.S. Postal Service) working in Ihe WashingIon
Metropolitan Area.

b. Hazardous conditions leave policizs

(1) FederalOfficesOpen.

Short ~riods of tardiness may be excused.

Normal operations in effect. Employees repro 10 work on time.

7-1o



.

*

(2) Delayed Arrival and Ubcml Lcavc. Supmvisors may gmm rca.wmmblc amounts of cxcuscd
abscncc to those rqmning late due to commuting delays. Employees, except those in critical posi[ ions. may lake

a rcasnnable amount of amual leave or leave withoul P)’ wi!how adwmccd approval of their supervisors.

(3) Early Dismissal. Agencies may dismiss employees in adwnce of normal quitting time.
.%8ggcrcd early dismis.sds arc announced only in most cmrcmc circurnstanccs. (DON is in early dismissal g?oup

11).

(4) Closure. Employees in critical positions wilf be cxpmcd to rcpon 10 work. All olhcrs arc
excused.

c. Responsibilities

(1) During working hours, the DAJAG (Fkcal and Adminiitrmive Suppon) comams the
Assistant for Administration to the Under SECNAV for hazardous mndi!ions leave decisions and advises afl
levels of command.

(2) During non-working hours. employers should mol. : Iocd radio md [elevision ncws

announccmmts forthe nfficial OPM leave fmlicy.

d. Action

(1) Employees should be prepared for difficult &tving conditions and minor dismplions of
public tmnsponation facifilics.

●
(2) Rclr.asc of DON employees because of in!errup;ion IO normal opcrmions is amfmcd to

emergency simations.

(3) Gncc a leave policy decision has been mad., wti[h.r and other ccmdi!ions arc mcmimmd

mdinuafly and adjuslmmts made as ncccs.s.my by OPM. Thk information will be amounted by the media
andhr relayed by the DAJAG (%caf md Adminisimti.c Suppm) os appropria!c. Local managers or supervisors
may not deviate from OPM leave @icy and decisions.

719. CIVILfAN AITORNEYS UNDER JAG COGNIZANCE

a. Policy. TfIe Gcncraf Coumcl is the Qualifying Authority to cvaluaic quafificmions of Fcrsons
● recmmncnduf for appoimmm!, transfer,rmssignrncnt. or pmmo[ ion as civilian attorneys wi!hin !hc DON and 10

approve or disapprove such actions. The authority may be delcgmcd subjcci to conditions as tic Ckmcml

CoUmcl sets. By mcmomndum of 5 Iufy 1978, the Cicncral Counsel delegated 10 Ihc JAG, wilhow IXWCI of re-
dclcgwion. aulhorily [o cwdua!c the qualificmions of pcrsnns remmmendcd for appnintmcnt, transfer.
massigmmcm m promotion us civif ian amnncys within OJAG and m approve or disapprove such actions. Any

personnel action cffectin~ the inmlunmry separation or mdminn M grade of o civilian anm-ncy mquircs prior
approval of tie Gncral Counsel. The JAG is the Oucdifying Aulhori!y for civilian anomcys, cxccpI Scninr
Executive Service ICVC1attorneys within OJAG.

h Responsibilities. The DAJAG (Fiscal and Administm!ive Suppon) maintains pTogram information

on civilian anomey positions un&r the JAGS cognizance and provides mfrnhistrmivc suppon.

c Procedures

(1) 71u selecting officiaJ rcticws availnble applications md selects the test qualified applicant

● Milimry cxpcrienm is evaluated and credited under the Federal” Pcmnmcl’ Manual, Clmp!cr 302=3: When more

—
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than one applicant meets minimum requirements for appointment!, select [he applicam bes! qualifkd acadmnically
by relevant level expcricncc and achievement, and other factors afiecting abili!y IO perform in the position. TIIe
selecting officiaf musl obmin:

(a) Standard Form171, Personal Qualifications Sta!cmcnt;

(b) Official law school Iranscrip! and statement of class standing, if obtainable. This is
waived if :he applicant has been a bar member for five years m more and presents other satisfactory evidence of

qualification;

(c) Officiaf certificate showing applicant is member of the Dar (unless applying for
initial appointment prior to admission to the Bar);

(d) Position description;

(e) Repon of the findings of the oral interview, including a bar m.mber’s professional
evaluation m appraisal of the selectee measured against the position descrip! ion;

(f) Olh.r perlinen! comments; and

(g) If a promotion, transfer, or rcassignmen!, !he professional supervisor’s written
evaluation of the quality of the attorney’s work and opinion of the attorney’s ability to perform !he duties of the
new position.

(2) The selecting official or local servicing civilian personnel office forwards selectee’s

applimlion and documentation to Code 44 for screening and forwarding m lhe JAG.

(3) The JAG approves or disapproves proposed ac!ions.

720. WITHHOLDING OF WITHIN-GRADE INCREASES

a. Policy. The DON PARS requires a relationship between performance appraisals and o!her
personnel actions. ,% acceptable level of competence (ALOC) determination musl be made to grant or withhold
a within-grade increase (WGf) of GS-schedule employees. To gram a WGI lhe employee’s most recem

performance rating must be satisfactory m above. If not, a written sm!ement must contain the reasons for
granting the inmase.

b. Responsibilities

(1) .%pewisors having authori!y 10 approve or wilhhold WGI will:

ALoC

(a)

b)

(c)

Establish and communicme to employees the ~rformance requirements for an

Assis! employees when performmcc falls below an ALOC

Ensure tha! a GS-schedule employee does not receive WGI until the step-increase.
waiting pmiod is completed, an ALOC determination is made, and ihe employee’s most recent performance

rating is satis factmy or above, or a w?itten justifimtion is prepared indicating that the performance rating does
not reflecl performance through the waiting period:
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(d) Ensure WGI’S arc not gmntcd aromatically and the cmploycc’s work rcllccM an

ALOC with each U’GI;

(c) Contain Code 6.$ uhcn a negmivc ALOC determination is made.

(2) Scmnd-1cvc.1 supcwisors. os rcconsidera:ion officials, will:

(a) Review reconsidcra!ion rcqucss by employees given negative ALOC dcterminatiorx

(b) Contrm Cal. M when a rcmnsidmation request is rcccivcd.

(3) ‘f’h. DAJAG (3%cal and Administm\iv. S.ppon) mainlains S/HCPOINST 12-131.1 [amies]
and provides admhistrat ivc suppon.

c Prucedurcs. For a ncgntivc ALOC dclcrminmiom

(1) No:ify employ.. of margird or unsalisfnmory performance pm PARS prc.ccdur= and
negative ALOC detennina!iom,

(3) Iasuc employee notification wi!hin 30 days of completion of step-increase waiting period;

(3) Give employee the reasons for ncgalivc ALOC dctcnninalion, lbc areas where the

CMP!OYW m=l improve pUfoI?.m% to mccivc WGl, md inform of righI to request rcmnsidcration;

(4) Employee must rcq.cst reconsideration wilhin IS days of rccmipt of ncgnti.c dcwrminalion

and give reasons for rcqucsc

o (5) [f rcmnsideration official sustains ncgoiivc iMl)C decision, employee may appcaf to Mcri!
Sys:cms Promctinn Doard; and

(6) U mmnsideradon officinl ICVC- a ncgmivc ALOC decision. WG1 is effective on original
due date.

721.EMPLOYEE ASSISf’ANCEJCOU h’SELING (PEhTACON Ehl PLOYEE REFERRAL SER~rlCE)

a. Poficy. The Pentagon Employee Referral .scmicc (PERS) provides a cmm.sclin@fcmal acwicc for

CITIPIOY* wlh behavioral. cmolioml, SK=. mnrriagc, family. alcohol md drug-related p?oblcms adversely
affecting job pcrfmmmcc.

(1) DOD rcmgnizcs alcoholism, drug abuse. and oIt& cmoiional or bchavioml problems as
treatable tilth problems. Use of PERS has no advcrsz affed on job security.

(2) Grant sick and annual leave to employees for trcalmcnt, as with hcahh problems.

b. Responsibilities

(1) The DAJAG (Tiacnl and Adminiswmivc Support) provides admini.trrxivc supFon.

(2) SUFCIVi.WS and mtmagers will identify and document dctcriora!ing or poor pdormancc or
wnduci when i! occurs and notify Code E-1.
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c. Procedures

(1) When a pcrfornmnce or conduct problem arises, supervisors and managers should notify
Code 64. advise employee that a problem affec!ing job performance or conduc! exists, tell employee that
counseling is available if desired, and give employee leave to respond to counselinglrefcrral.

(~) If“problem”emploYee refusesPERS or perfonnancefconductfails to improve, Ihcn take
disciplinary or adverse action.

(3) For self-refereed employees, contact tbe civilian Employee Assistance Program
(CEAP) Administrator, Employee Relations Branch, tiling!on Navy Annex.

722. COMPETENCY FOR DUTY

Supervisors and managers should recognize heahhproblems that wmsepcrfomnance deficiencies and idcmify and
document deteriorating or poor performance m conduct when it occurs. The DAJAG (Fiscal and Administrative
Support) (Code M) provides administrative guidance and suppcm. A supervisor should contact Code 64
immediately if an employee exhibits strong odor of alcohol, slurred speech, staggering gait, general incoherence,
mdlor sleeping on the job. In appropriate cases, Code 64 will contact the Employee Relations fhnch, CEAP
Administrator, ArIingion Navy Amex, a! (703) 614-3647 and provide Ilmher guidance. Lf there is a high
probability of risk and the si!uation requires removing the employee Gom the worksi!e immediately, !he
supervisor may place the employee in a paid, non-duty status (administrative leave or excused absence), pending

Code 6.4 determinations in the case, which mighl be detail, al fema!ive assignment, or medical treatment.

723. POSITION CL4SSIFICATION AND REVIEW

a. Policy. Integrate position classification wilh other personnel and management func! ions, especially
billet control and Posilion management. Specific tasks include: manage to payroll, maintain accuralc position
descriptions. achieve management objectives, fulfill program’s legal and regulatory responsibililie.s, and conduct
position and organizational reviews and make necessary changes.

b. Responsibilities

R) (1)TheAJAG (Civif hw), AJAG (Military Ju.slice), AJAG (General Law), Principal DAJAG

(Operations & Management), Chief Judge of the NMCMR, and DAJAG (Tiscal and Administrative Suppofi) are

position management authorities. The DAJAG (Fiscal and Adminismative Support) provides classification

suppn’t for these position management authorities.

(2) The D@AC. (Fiscal and Adminis!ralive Suppon) manages Ihe psilion mmagemem and
classification program and provides administrative suppon. Code 44 will:

(a) Arrange d.lies and responsibilities of posi!ions, achieving most effective and
economical utilization of ~rsonnel; assisl classification authorities in [he classification process; and advise
supervisors and employees on !he principles and requirements of DON position classification.

(b) A.ss.re authorization of ceiling (billels) and necessary funds. before classification

authorities approve requests for ncw or updated classification: control high-grade fmsilions ~r office position
management procedures; and assist classification authorities to manage Ihe payroll.

(3) Mmagers and supervisors will:

(a) En.sure c.nent and accurate position descriptions cover all positions.
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R)

●

I%) Asccnain thm there arc no ovcrbms in reswnsibility or conflict U.ilh duties of mhcr.,
milimry or civilian pasitiom prior to requesting classification ;clion.

(c) Identify md explain changes as ncccsswy in gmsition descriptions.

(d) Gm.p d.!ics imo positions w the work is accomplished
ecnnomica!ly.

efficicndy md

(c) Kmnw md suppnn tic classification program. KCCP cmpfny= and high~
management levels informed on changes in posi! ions and c.ctinm affeaing piiions and employees. grade
mnuolling features of pnsitions under thcm, and proper Iincs of promolion, rc-sp.msibilily and authori!y wilhin
ihe organ[mtion.

c Prncedurcs

(1) New or amended pnsitinn description. The supcrvism, with approval (Tom sccnnd-level
supavisnr and appropriate divisinn-level manager prepares II cnncisc rnugh dmfl s!min~

(a) Duties

@) Kmowl.dgc andhr skills required:

(c) SuFCIVisnry contrnlx

(d) Guidelines

(c) Cnmplexily;

(~ scope and effect nf cmploycc’s uork;

(g) F’mnnal cnnmcts

(h) Purpnsc of mnmx.x

(i) Physical demands and

(j) Work envimnmmt.

(2) The supcrvisnr prepares for Cndc 6.!’s prcliminmy pnsilion managcmcm audit md, if

necessary, n desk audit by S/HCPO m Cndc @. TIIC audit(s) cnvcr how the wnrk is dnne. examine samples of
work, and discuss impnnnnt femures of {he work with Ihe pcrsnns who perform or supervise. Cndc & smalps

the pitions =’ithin the orgmiimtinn. mznpmw rcquimmenw ccmtnmy and cfficimc y. and mc.k=
remmmcndation.s to tie cngnimn! classilicatinn authority.

(3) 13icnninl Pnsition Review. During review, in.muctions are given m ccrsify the accuracy

snd cnmpletcncss nf positions.

(4) Classification Appeals. Employees mny appcaf (heir pnsi!ion classification al any time.

An appeal results in: continuation of pnsition at current ghd~ evaluation to a higher grade. m redumion to a
Inwe: grade. Employees shoufd cnnmd Code 64 for assistance
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724. ADhffNISllLATfVE GRIEVANCE PROCEDURE

a. Policy. DOiVs goal is to treat employees fairly and resolve employee dissatisfaction promptly and ●
equitably. An employee’s request for personal relief from management’s discretion, or dissalisfaclion, unless
specificaffy excluded by regulation, is a grievance, .%pewisors should view an employee’s grievance objectively
and promptly.

b. Responsibilities

(1) The DAJAG (Tiscal and Admiisuadve Support)providesadmhisma!ivesupport.

R) (2) ‘he AJAGs and DAJAG (f%.cal and Administrative S.ppon) and designm.d subordinate
officials have aulhorily m act as Deciding Official over the grievance and make a final decision within time
limits. The Deciding Official mu.sl be at a higher organizational level than any employee involved in any phase
of the grievance.

(3) The employee making a grievance, or grievant, will present an oral (informal) grievance to
the supervisor within ten caiendu days of the incident giving rise to the grievance or the dam lbc employee
became aware of the incidem. ff the supervisor cannot resolve the ~ievance, then grievanl files a formal,
written grievance within 20 calendar days of the incident or the dale Ihe employee Iirsl became aware of the
incident; provides a clear statement of Ihe issues: and specifies personal relief sougbl.

(4) Supervisors and managers promptly act on an employee’s grievance and consult Code 6!

c Procedures. ?he Administrative Grievance Procedure will be followed.

725. TIME AND Attendance REPORTfNG

a. Policy. The junior-most supervisory level maintains and certifies Iimecards,

b. Responsibilities

(1)TheDAJAG (Fk.cal and Administrative Suppon) mairmins time and attendance records,

submits timecards to the Navy Regional Finance Center, Civilian Paydl Dcpanmcnt. trains timekeepers and
cenifying officials and provides administrative support.

(2) Managers, as certifying officials, ensure that timecards accurately r,fkt a!m”d.mce for
duty andlor absence, and tha! all ovenimc, compensatory time andlor absences are subs! an!imed.

(3) Timekeepers (personnel assigned to maintain timecards) record daily time and atten&ncc
on employees’ timecards in {heir timekeeping unit, ensure the Iimecard of the certifying official is ccnified by

ammher employee, ensure there are no missing timecards, and submit timecards 10 Code W wilhin deadlines.

(4) Employees indicale their concurrence of recorded absence (except absence without Icave

(AWOL) or suspension) by ini!ialling the timecard or provide (heir supervisor with a complemd Application for
Leave, SF-71, if no! present to inilial the timecard.

c. Procedurm for ‘timekeeper

(1) Tour of Duty. Record employee’s normal work-hour%

(2) REG column. Record regular hours or hours each day !ha[ employee is to be paid in the
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“REG- column. Exclude ovcnime, approved Icaw w.ithom pay, AWOL suspcmion, and non-pay SIMUS.

(3) OT column. Rccnrd whole and tenths of hours of ovenimc.

(4) f.EAVE column. Record used Icavc and compensatory time camcd and taken in the

“f.iZ4VE- column. Record leave by citing [hc appropriate LEAVE code, a shah, nnd whole and tcmhs of hours.
Rcm;dhourslheemployee worked in the IN md OUT blocks. Leave taken snd cmcred on the Iimccard musl
& acmmpanicd by an SF-71.

(a) Tiiecard LEAVE codcs

CODE DEscRIFnoN
68 Traumatic Injmy

71 Annual f..uvc
72 Sick Leave

73 Advance Annual Leave

74 Advance Sick f-cave
75 Compensmory Tmc Eamcd
76 Campcnsatory Time Taken
77 Military Leave
78 CmIn Leave; Administrn!iw LUVC
79 Approved k.. Wi!hom Pay (LWOP)
m Absence Withoul Leave (AWOL)

81 Nonpay SImus
82 Suspension

83 Furlough

(5) WKl REG and WK2 RSG blncks. Record total regular bows worked during the first snd

semnd weeks of tic pay period, respectively. “

(6) REGULAR HOURS block. Record number of rcgulsr hours worked during pay pxiod.

(7) CERTIFICATION block. Obmin signature of the division director m ih. DMAG @csl

snd .%fministmlivc Suppn).

(8)HolhJnyleave.EnlcIregular hours worked in the REG column block and wit. ‘HEY”

(holiday excusaf) across the IN and OUT column corresponding m the sscific wcckdny holi&y.

(9) Cbmpm.ss!my and OwIime. Record actual hours worked in the acm.d set of IN snd
OUT blnch (e.g., 1630-1830).

(10) Resigned, tranafcrmd, or scpwated employees. Tiickeq=rs mm! submit all pre-primed
limccards for former employees until no longer rcccivcd.

(11) .%pplcmcnml timecards. Complefc when ovenime/compcnsat.V lime was no! previously

rqxmcd m for mrrccting leave. Conuw! Code 64 for nssistanct.
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CllAY~ER EIGHT

hlILJTARY JU.SJ’lCE hfATTERS

801.COURT-NfARTJAL RECORDS OF TRJAL (ROTI

The ROT includes akl papers mmaincd within its ~otcctivc covers when the ROT is rcmivcd in OJAG.

S02. ACrfON Oh’ RECElr7’ OF RECORDS OF TRJAL

a. Receipt of Records of Trinl. NAMARA Case Mwmgcmcni Llranch, Documents Examination
Scccion (Code 40.31), remives all ROTS requiring review by NMCMR under Article 66, UCMJ, or examination
by JAG underAriicle69(8),UCMJ: all ROTS by gencraf coun-mnnial; cdl ROTS of officcm, and akl ROTS Iha!

include waivers or withdrawrd of appcllalc review.

1A ExarninmdonofRecordsofTrial. TIIc Documents Examination .%~ion (Cede 40.31) stamps tic
dmc of rcccipt on tie front mvcr of the ROT (OD Form 490). and examines each ROT to ensure hat the

original and akf requkcd docmncms arc present. The ROT is lhcn assigned an NMCMR number and datn from
the case is cmcred into the fQAMARA Case Tmcking Sys!cm @CTS). TJIC NCrS generates a Documents

Examination check shccI, which is then used by Ihc documents examiners to verify that afl required dommcms
arc atmchcd 10 the record m to note dclicicncics. If all required documents arc no! amchcd. notify the

convening or mhcr appropriotc nu!horily.

c.AssignmentofNT$lCN1R Numbers.NMCMR numbersarcnsaigncd in numerical squcncc based

on Ihc mlendaz year. The hr,MCMR number consi.sls of the Inst IWO digi~ of !hc year and the next four digit

*

number in the scqucncc (e.g., 890001).

d. Routing check sheet% AJIcr noting that 011 required documents and cnpi~ of the ROT arc
pcscm, the Documents Examinmioci Scccion enters appropriate data into NCTS. NCrS genera!= a ‘Routing

Check Sheet” which is affixed 10 IkIe top of Ihc rcmrd.

(I) The NcTS generates the while mming check shcc!s (?YAVJAG S810Z?T). Thcs.c check
chm!s are used for Article 66. UCMJ, gcncnd muns-maniaf involving crdi.wcd pcrsmmel. and KD sp=ciaf
couns-manial involving cn!iswd personnel.

(2) Blue sheet+ ace used for all murcs-martial involving officms and warran[ officcm.

(3) Pink dwcts are used for Aniclc 69(o), UCMJ, general cmms-manial involving enlisted
personnel and for acquinal general cmms-martial involving cnki.swd pcrsmm~l. The blue and pink shccs arc
prepared mammkly.

e. Arlicle 66, UCISLJ, geneml murt-mortinl and BCfJ special ccmrt-mnrcial records. Ttw
original record and IWO cnpics are dclivcrcd 10 the Docketing CJcrk. NMCMR. who assigns the caac 10 a panel.
prepares !hc ROT for delivery IO the NMCMR pmcl, and provides a mpy 10 the Appcllalc Gnvcmmcnt and
Dcfcnsc Divisions.

f. Ankle 69(a), UChU, general court-martial records. The ROT is delivered 10 Code .032, ~.ho
transmits the mmrd dhdy IO Cock 40.2, Emmimlinns and Ncw Trials JJrnnch. NAMAfL% Wbcn examination

is wmple!e. the ROT is cemmed 10 Code 40.32 for dam cn!ry inm the NCTS and finish tiling.
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g. General court-martial acquittal records and special courts-martial involving ofticer accused.
Afler assigning an NMCMR number, Code 40.31 transmits lhc ROT to Code 40.2 for inspection. After review.
Code 40.2 forwards the ROT m Code 40.32 for tinisb filing. ●

h. Non-BCD special court-marlial recordslsummary cmtrt-mmlial records received for review
under Article 69(11), UChi.J, Transmit non-BCD special coun-manial records and summary cmm-manial
records received for review under Article 69(b), UCMJ, to Code 40.2 for assignment of a sequential case number
and review.

i. Non-BCD special court-marlial records and summary court-matiial records received in
error. For all records of non-BCD special courts-martial and summary couns-martial which were forwarded in
error m OJAG or other DON offices, forward to Code .40.31 for return to the originating command.

j. Records containing waivers of appellate review under Article 61, UCM3. Code 40.31 affixes
an appropriate Rowing Check Sheet to each ROT requiring review under ,%ticle 66, 69(a), UCMJ, and
containing waiver of appellate review under Article 61, UCMJ. Code 40,31 assigns an NMCMR number and

sends !hc ROT to Head, Review and Special Correspondence Branch, Code 40.2, forreview.Afterreview,ROT
k sem10.40.32forfinish filing.

fc Court-martial records involving oKIcers and warrant o~tcet%
I

(1) Article 66, UCMJ, cases. Afler NMCMR’S decision, all ROTS involving officers and
warrant officers are wmsrni!tcd to Code 40.?, for promulgation and other appropriate action.

(2) Ankle69(.),UCMJ,cases Q.sesinvolvingofficers and warrani officers received for
examination under Article 69(a), UCMJ, are forwarded 10 Code 40.2 When examination is cnmplc!e, the ROT I
is returned to Code 40.32 for finish tiling.

●
(3) All other cases. Other cases involving an officer or warrant officer shall be forwarded to

Code 40.2 for information. Code 40.2 will rctum Ihe record to Code 40.32 for finish filing.

1. Article 62, UCMJ, appeals by Ibe United States. [f an Arlicle 62 appeal is filed with NMCMR,

Director, ApfAlale Government Division (Code 46), tmnsmi!s !he appeal to the Clerk, NMCMR (Code 07.1).

Code 40.31 assigns an NMCMR miscellaneous docke! number to Ihe case and emers appropriate information into
the dt!tahasc. The record is assigned to a panel of NMCMR as if it were reviewed under Article 66, UCMJ,
except that an Article 62 appeal is given priority over other proceedings before the Coun. See sec!ion 808 for
action required after decision by NMCMR.

S03. PROCESSING PROCEDURES FOR ARTICLE 66, UChlJ, GENEULCOURTS-MARTlAL
ANDBCD SPECfAL COURTS-hlARTfAL I

a. L.@ and transmittal procedures. Clerk, NMCMR (Code 07.1) maintains a Coun-Mafiial

Records fag on NCJ3 containing information on assignment of each case. After assignment m a NMCMR
pmel, Code 07.1 delivers Ihe original ROT lo the panel and a copy m Appcllale Defense and Appellate

Government Divisions. After the panel or NMCMR * decision, !he ROT and decision are sent m Code

40.32 who signs lb. receipt form (NAVJAG 5800i3) and returns ii 10 NMCMR.

b. Assignment of cases. The senior judge of each NMCMR panel is responsible for [be panel’s

processing of cases and ensures equitable distribution of the workload to individual panel judges, including Ihe
senior judge, botb for initial review and preparation of a rough draft of a suggested decision m be issued by the

panel, and for secondary review by other judges of the panel.
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e 804. NOTJFJCATION TO TRE JUDGE AI) VOCA”~E GENERAL OF CO$IPAS1ON (XSES
REVIEWED UNDER ARTICLE 66, fJCM.J, AND UNDER ARWCLE 69(A), UCJU

When a general cmm-manid ROT involves co-accused and one or more of the co-accuscds cases arc subjecl

to review by NMCMR under Aicle 66, UCMJ, and the olhcr rmdcr Ardclc 69(a), UCMJ, the Courr or code 40

sboufd notify JAG (Code 20) of companion cam hcfore mminuing qrpcllmc review. The JAG may wish 10
refer tic Arciclc 69(a) cases (o NMCMR.

S05. COhTROL OF RECORDS

AR m.n-martial records being rcvicwcd hy NMCMR uc under the immediate control of the Clerk, NMCMR
(Code 07.1). Cafe 07.1 sbafl pccparc, isxuc, and mnhcnticate 8JI ardccs of rbc Court; issue and a.thcnlicam afl
opinions of tic Coun: keep aft records of the COUW and perform such other acfministrmive functions as may bs
required by the Court. After decision by the Corm, Code 07.1 shall transmit the rccmd of trial. mgctbcr with
mpics of tie decision, to Code 40.32, wbo shzdl sign n rcccip! (NAVJAG S8MV3) fOI the rcmrd. Thtrmfia. Ihc

remrds shaft remain under the ovcndf supervision of C&c 40.3, and under the immcdime control of Code 40.32
umil finish-filed. Code 40.33 sbnll retain immcdic.tc con!rol of the cccords until ihcy arc dclivcrcd to lbc
NaIional Rccur& Center, Sui!lond. when nuthorizcd by Code 40. Codes 40.32 and 40.33 shall make the rccmds
available for usc within OJAG. Rqucs:s for such cccords from oursidc OJAG shall he rcfcned 10 Cock 40 for

accion.

S06. CLASSIFJED RECORDS

The JAG’s policy is m dcclaxsify ROTS undergoing review w.hcncvcr possible. Occlassification is nonnalfy
mxrmpliahcd by removing exhibits or o!hcr papers from the ROT as dimc!cd by AJAG (Mili!.wy Jua!icc). Code
40.3 removes tbc exhibits or papers and dots !hc dcclasaification with the Clmxificd Material Control Officer

e
aasigncd by the AOIC (Cocfc WA). Removed cxhibi!s or papcm arc handled and filed under section 905 of lh~
Manual. Nmmion is cmercd in the ROT indicating where clasaificd cxbibi!s or prqxrs ore iilcd.

so7. INSERTfON AND REiwOJfAf, OF PAPERS OR OTHER hJATTER FROM RECORDS

a. Ceneral rule. Do not remove papers or exhibits from ROT without the rxprrss pcnniasion of the

AOIC, NAMARA. exccpI as required for copying 01 cx~miWliOn.

b. Exhibits. Code 40.3 mny ccmove physical cvidcnm exhibits (i.e., clo:hing, wcapan.s, m otbcr

objccrs) from tic ROT mrd store same un!il AOIC. NAMARA. aulhOr~cs dis~=f. RcmOvcd cviden= mm! ~

fully identified to the caac to which it belongs. ldcmify ifcms removed and place of stowage in Ihc originaf and
aff mpics of ROT.

c. Other authorized insertions and rcmm’nls. Clerk. NMCMR (Code 07.1). rhe Dlrcctor,

Adminisua!i.c Suppon Division (Code 40), md (he Spcciaf Cmmspcmdcncc Branch (Code 40.5), may rcmo.c
papers from ROTS to mmpilc stmisical ccpons and promulgate appclla:e pmcccdings. Papas may bc added

only in acmrdancc with the following (enter papers in inverse chronological order. bclow the protccti.c mvcr
(DD Form 490)

b mom Inamd Bu.txs

NMCMR Notices of appr.mmcc, briefs, mo!ions. and o!her papers filed with
N,MCMR by appellate cmmscl: intcrlocwory orders: dcciaions of
fNMCMR

code 07.1 Ordc= of CJcrk, N,MCMR
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Code 402, Code 40.3.
tide 40.22. or Code 20 Pleadings and papers filed with Code 40.22, or Code 20 USCMA

or U.S. Supreme Court by appcllme counsel: orders and opinions
of USCMA or U.S. Supreme Coun; aclion taken in compliance
wilh the U.S. Supreme Cour!. USCMA or NMCMR remand;

SECNAV action under Anicle 71; Residemial ac!ion under
Anicle 71; supplemental tour!-manial orders: JAG or SECNAV
clemency action under AnicIe 74.

U a document or paper associated with a case is not listed above and the insening authority doubts whc!her it
should be made a pan of the record, refer the matter m !he chief Judge, NMCMR. or to Code 40. AU other

papers (including extra copies of decisions) may be prefiied to the record above ihe protective cover. Codes
40.3 m 40.?, wilf file other papers for safek.xping when a record is sent to the U.S.Supreme COUII,USCMA or

NMCMR.

808. PROMULGATION OF NMCMR DECIS1ONS

a. Receipt or records. Upon receip!of ROTS the receipt form (NAVJAG 5800Zi) is prepared in
duplicate by Code 07,1, Code 40.32 signs tbe original copy of !he receipt form and re!ums il 10 Ihe Clerk,
NMCMR (Code 07.1). Code 40.32 retains ihe copy of the rcceipl form.

b. Arlicle 66, UChU cases involving enlisted personnel where findings or sentence baw been
alhned. Code 40.32 promulgates decisions of NMCMR, as authorized by the JAG in cm.es involving erdisled

personnel when idl or pan of findings or sentence have been affirmed. and funher coun proceedings are not
required.

c. Article 66, UCfvU cases where further action required by the field or NhTChfR.When be
JAG elects not to certify an issue m USCMA or not to pctilion the U.S. Supreme COUII for a wit of certiorari,
Code 40 promptly issues intiruc[ions to tbe appropriate aulhority for compliance in cases when funher action is
ordered or authorized, When NMCMR or USCMA rules that the sentence should be se! aside and the accused
remains in confinement punuant to tbe sentence, Code 07,1 advises Code 40 of the coun’s decision. Code 40
issues instructions for compliance as soon as a decision not to cenify or not to pcti! ion for a vmi! of certiorari

has been made, Code 40 will promptly notify, by telephone or message, both the convening aulhority and tbe

officer exercising general coun-martial jurisdiction over Ihe accused of the coun’s decision and the instmc! ions
for compliance.

d. Cas= inwdving officers. tide 40.2 promulgates all decisions, orders, and ac!ions involving
officer personnel.

e. Article 62, UCMJ cases on appeal by the United Slates

(1) Cod. 07.1. immediately upon NMCMRS decision, Cod. 07.1 advises Code 40 of the
coun’s decision and forwards the ROT and copies of !he decision to Code 40.

(2) [fthe appeal is ~anted:

(a) Code 46 notifies trial counsel.

m

(b) Code 40 forwards copy of Ihc courts decision to:

(i) Code 20;
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e (ii) Milimry judg.s

(iii) Cagnizam N-SO or Morinc Corps equivalcm:

(iv) Convening au:horitfi and,

(v) Cogniznm staff judge nd,ocmc,

(c) Romufgotc (he decision m [he mifiwy judge or Lhc convening authority. u
appropriate.

(d) ROT wilf rcmisin in Code 40 umil time for dcfcnac filing pmi!ion for gmm of
review with USCMA expires.

(3) If the sppcaf is denied and JAG elects not to certify an issue to USCMA. code 40
transmits (he ROT to (he trial mumcl or 10 the military judge, as appmprimc.

(-c) Pmi!ions for gram of review by USCMA.

(a) Upon notificmion !hm a ~!i!ion for gcam of review is Cilcd, Code 40 wifl tie

appropriate gclion 10 pmvidc ihc originaf R.OT to USCMA and copies to Appcllme Govcmmcnt Snd Dcfcnsc
Oivisions.

(%) Aclion following, USCMA nc!ion:

e
(i) Cdc JO informs lri~l COWUCIand cognimm staff judge adwwate concerning

the USCMA acliom.

(i~ Upon rcl.m of the nppcal record, Cod. 40 prom.lgmcs the USCMA aciion,

(5) Ifthe U.S. Supreme CourI mkm nction. mhcr than denial of a wTil of mriiorari. Cod. 40
wilf tic accion under R.C. M. 120S(%).

809. 5rATfmCAL AND WORKLOAD REPORTS . .

Code 40 will mintsin. compile. and furnish coun-manial stmistics. code -cOwill submit a monlhly N,MCMR
workfoad repon m Code 0.?.

810. CORRESPONDENCE AND COh’GRESSIOh’AL INQUIRIES 0s RECORJEi DURING
PROCESSING.

The Cferk of !hc Couic, NMC,MR, initiams and sends OUImrrcspondcnm to prmcss mun-mwcial casrs assigned
to N,MCMR for accion. The S~cird Cmccspondcncc fhmch, NAMAffA (Code 40.22), prepares replies to afl
congressional and oIhcr inquirica cm caun-man ial am% Codes 07.1 and 40.3, as rcqu.sed by Cndc 40.~Z will
foUow cases m advise CodC 40.23 when ccccivcd, nnd when the mun has acwcl. While under review by tic
U.S. Supreme Comt. USCMA. or NMChfR, Appellate Oovcmmcm, upon request and if feasible, will make
avaifahle its copy of the ROT for temporary usc by Code 40.22.

s]]. CONTROL AND PROCESSING RESPONSIRILITIES FOR CASES UEFORE TRE
COURT OF kllLfTARY APPEAfAl AND TRE U.S. SUPRE\lE COURr

●
The Dircmo:. Administm!iw Support Division, NAMARA. JAG (Code 40). has rcsWnsibilily for the opcra!ion
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of the Pe!itions for Gr.mls of Review control system. Head, Cme Mmagemem Branch (Cod. 40.3), has
adminisvative responsibility for the processing of ptnit ions.

a. Promulgation Section, NAhlARA (Code 4032). When Code 40.32 receives the USCMA nolice
of the docketing of a petition for grant of review, the petition clerk:

(1) Acknowledges the notice of docketing:

(2) ~epar= the ROT by removing duplicate documents;

(3) Forwards the ROT to USCMA by transmittal document with defense and government
pleadings, when applicable:

(4) Maintains control copies of ihe pleadings separately and attaches to the ROT when
returned by USCMA. Forwards file copy of the pleadings lo Ibe NMCMR commissioner.

b. Appellate Government and Appellate Defense Counsel. Appcllale defense and appellate
govemmem counsel are held responsible to complete pwfecfed petitions and m reply on or before due dams or to

seek nccessmy time extensions. AppeOale counsel ensure thm a copy of each motion or pleading submitted by
counsel or accusedtoUSCMA or(beUS. Supreme Court,and a copy of each order or decision by the court, is
provided to Code 40.32. Bolh appellate divisions ensure that pleadings transmitted m USCMA are entered into
the h’CTS systcm,

c. Courier service. Code 40.1 provides courier service 10 USCMA and the US. Supreme Coun and
obtains appropriate receip!s.

812. TRANShllTTAL OF RECORDS-PIT1TIONS TO USChlA

When USCMA nodliesCode 40.32 that a Petition for Grant of Review has been received wilb respect to a
specific record, regardless of whe!her !hc record is in use, Code 40.32 procures the ROT immcdiarely. If other
offices need the ROT while appellate counsel prepares a petition or brief, a request for the record may be made
10 Code 40.32 for temporary use not to exceed 24 hours. A receipt is required for the released record. Tle
borrowing officer has the responsibility to return the record promptly m Code 40.32.
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●
CNA ITER NINE

CfASSIFJEfJ Ih’FOffi\fATfOX AND PERfSONh’EL SECURJTY PROGfl&\l

901. PURPOSE

h cffcaive security program rcquixs tic constant aucmion and sdf-inspmtion of afl personnel. Use this
chapter in mnjunclion w.i;h OPNAVINfl 5510. I [scric.s] and OPNAVfNST 5510.60 [sAcs]. In case of mrdlic!
wiih JAG instructions on xscurity-rclakd subjects, the OPNAV instructions shall k aulhorimtivc.

OPNAVINST 5510. I [series] csmblishcs rsguknions md guidmcc for DON on cksifying and safeguarding
classifkd information and pcrsnnnel sccmiIy. OPNAVlh’Sf’ 5510.6CI [series] contains implementing information

and sccuri!y mgulmiom for offices under the cognizance of the CNO. A 22 Ad y 19S6 Memorandum of
Agrccmcnt bemvcm SECNAV and CNO requires DON .%ff Offkcs, including OJAG. 10 mmply with
implemcming security program regulotiom issued by CNO.

903. PROGRAN1 htANAGENl EhT

The security nrgnnization within OJAG k

a. .Security hlnnngcr. The He~d, OPNAV Sccuri!y ffmnch (OP-09L?31 ) is the Scarify Manager for
all DON Staff Offices, including OJAG.

o
b. Security Coordinator. The Director. .!@cid Progmms DNision (Cnde 11) is security

Coordinator.

(1) The .Sccuri!y cnnrdimaor serves as advisor 10 Ihe JAG on the Information and Pcrsnnncl
Sccusi!y Rogram and ensures the program’s currency and continuity with applicable executive ordcm, slalu:cs,

and rcgulaions.

~) TfIC .%Curily Conrdinotor nqmfis 10, or o!hcrwisc mnrdinmes wi!h. the Security Manager
on afl information and personnel securi!y ma!!ers.

(3) The Scarily Conrdinmor ensures that OJAG elcmcms comply wilh CfMpIcr 2
OPNAVIN~ 5510. I [series] md implemcn!inp, previsions of OPNAVINST 5510.60 [series] pertaining to the
cffcmivc managcmcrn of an information and pwsrmnel security program.

(4) TIIc Security Canrdimmr cnnduas m nnnual rci.icw of the OJAG Information and

Pcmonncl “Sccurily Rogram”s cffcctivmmss md repnns 10 tbe JAG m required.

A) (5) The Sccuri!y Conrdimmor revises the OJAG Information and Personnel Security Propm as
required. h thm regard, [he .Murity Cnnrdim:or will advise and assist in implementing and in!crprcting so

applicable g,uidancc md pnlicy.

(6) Cndc 11 offimr pcrxnmcl m8y nssisl the security Cnnrdinaor. l%. Cndc 11 legal
tcchnicinn is tbc clerical as.sismnt IO the .%curi!y Conrdimaor.

c Top secret Contrnl O~ccm. The Dircflor, Special Programs Division (Cndc 11) is Top Sccrct
Cnmrol Officer, OJAG. An officer designated by the DAJAG (Imcma:iond hw) (Cndc 10) is Ihc Top ScCIct

●
Cnntrol Officer. OJAG (Pcmagon). The Top .$ccrc! Conrrol Offices fmform du!ics us oudincd in Chapter 2 of
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OPNAVINST 5510.1[series] and disuibute and control:

,

R) (1)

(~)

(3)

AU NATO, SEATO, and CENf_O material (Code 10- Penlagon only).

Material uansfemed by tbe Defense Courier Scwicc.

Other sensilive material handled !hrough TopSecretchannels.

d. Assistant Top Secret Control OfJicers. Special Programs Division (Code 11) officer persormcl
are Assismni Top Secret Control Officers, OJAG; and one attorney assigned to tbe Imemati onal Law Division
will be designated by the D,WAG (huemational bw) (Code 10) as AssisFmt Top Secret Comrol Officer, OJAG

(Pentagon). The Director, NAMARA Administrative S.pporI Division (Code 40) designates IWO individuals as

Assistant Top Secret Control Offices, OJAG (NAMARA). The ,%sistan! Top Secret Control Officers perform
the duties outlined in chapter 2 of OPNAVINST 5510.1 [series]. The Assistant Top Secrei Control Officer
(Pentagon) assists the JAG when !he Top Secret Control Officer (Pentagon) is unavailable. The Executive
Assismnl to ihc JAG (Code 00A) is an Assis!ant Top Secret Control Officer (Pentagon), responsible 10 the Top
Secret Control Officer (Pentagon) for materials in the custody of the JAG.

e. Classified Nlaterial Control Center. The Special Programs Division is the Classified Material
Control Center. Special Programs Division officer personnel are Classified Material Control Officers for OJAG.
The ClassifiedMalerialControlOfficers,OJAG, are responsible for the receipt, dissemination, and central

storage of aU classified mmerid entering OJAG, except as provided elsewhere in lhis regulation or by separate
instruction. SCI (sensitive companmented information) and other special access program (SAP) information

requiring like protection will no! be stored in tbe Ckwsificd Material Control Center, bw will be maintained
(under subcustody or otherwise) a! the CNOISSO SCIF (sensitive companmentcd infonna!ion facili!y) in tbe
Pentagon.

A) f. Classified hlnterial Control OKtcers. Each division director will appoint in writing a Classified
Maierial Control Officer (CMCO) for (be division. &ch division CMCO is responsible for the receipt,
dissemination, and storage of all classified mamrial within the division. Division CMCOS will coordinaw wilh
the Security Coordinator for mtmers of information and persomel security wilhin the division. The division
CMCO will maintain a !umover tile of perlinenl materials. The Security Coordinator will be kept currently

apprised in w’riling of CMCO designations.

g. ADP Security Oflicer. The Head, OPNAV Physical Security Planning and ADp Security SectiOn

(OP-09B3JE) comrols and establishes all security areas and formulations in the area of ADP security. The
DAJAG (Mmagcmenl & Plans) (Code 63) designates an officer in the division as ADP Security Officer. OJAG,
who coordinates with OP-09B31E and is responsible to the Security Coordinator for the protection of classified
information being processed in an aumma!ed system.

R) h. hlesmge and document pickup. Only cleared persons dc.signmed in writing m Ihe appropriate

communications center by the JAG or the Security Coordinator (if separately delegated that authorily) may pick
up classified message traffic and documents. Such designations must be cenified by Code 11. Wa!cbskmders
may not pick up classified message traffic.

904. OJUGINATION, RECEIPY, Tft4NShf1SS10N, AND HANDLING OF CLASSIFIED MATEJUAL

a. Geneml considerations

(1) Store classified information only in approved containers.

(2) when in use, classified documents must be kept under constant surveillance.

9_~
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R)

R)

. .

R)

R)

.

(3) Altach brightly colored and marked classified ma{crial mvcr sheet.s (Standard Forms 703,
70.c, snd 705 for TOP SECRET, SECRET, and CONFIDEWIAL mmcrinl, rcspcctit,cly) 10 so clm..sificd file

foldcrc. and m any classified documcms.

(l) Cfm.sified mmerinls shoufd bs properly smmpcd and marked immcdia!cly upon thck
creation. W%m in doubt. a !cnmtive classification mnrking shoufd bc affixed snd the word ‘Ienta!ivc. written

conspicuously next m the classification stamp. Final determination of proper clmsificaiion and remarking or
deletion of tie word ‘tcnm!ivc” should be accomplished wi[hm 30 days. DIskctIes and primer or typcw,ri!cr
ribbons on which classiIicd marcrinfs have been produced musl likewise lw miuked whh tic highest classification

of tic materials so pduccd.

(5) Do not Icavc offks spaces ungumdcd, even momcmarily. when my classified matcriaf is
not secured.

b. AccounCnbOity for TOP SEC-. Mmcrial will bc centrally rccordcd and othcnvisc managed
‘from madfc to grave- by dIe Sauriry Cbordinmorflop SccrcI Comrol Offimr. Records for materiaks classified

SECRET snd below may bc non-ccnmdly maintained ss prescribed bclotv.

c. Origination. Materials originated by OJAG shafl be properly clmsificd and marked in acmrdancc
with chapter 9, OPh’AV1N!7T 5510. I [series], and other guiding directives. Use of the downgrading dk~ion

“OAD~ (originating agency’s determination required) should be kept m a minimum.

(I) Care will & tnkcn 10 iden;ify cwrrecd y and thoroughly [he original classification authority
for such matcriafs. In the case of .muhiplc sources.” a scporate record of those muf!iplc sources u.iU bc made
and remincd wi!h [he file copies of !hc document. If clnssificmion is derivative of ano!hcr domnmm so marked.
then “mul!iplc sources as provided by [the identification of the source documem~ will LX marked. If a

classification guide is the source of clnssifica!ion markings, then i! shoufd bc idcn!ificd on the “Classilicd by.
line.

(2) Similarly, [he proper declassification or cfowngmding dmc shoufd bc entered. For
documems originated by JAG, arc should bs taken to enter a s~cific date of downgrading or dcclassificmicm if

possible. 7?x downgrading direction ‘OADW (originating agency’s dclcnnimmion required) shoufd not be
abused.

(3) Roper pnnion or paragraph markings of clas-sificn:ion shoufd bc made. U%cn this is not

possible, tie documcnl shoufd bc msckcd ‘Cbts.sificd [classification] in its entirely - [SIaIc the reason. e.g.,
bemuse of aggrcgnlion]..

(4) Classified msvxinls may be crcmcd only on word processors (including PC% and pcriphcraf

quipmcms) or !ypcw.ritcrs designmed and npprovcd by the Sccurily Coordinator for Iha! purpmc. Classified

materials SHALL NOT DE saved to PC hard d!-. If such materials are w saved, even if inadvcncmly, the
ADP Sccuri!y Officer and the Security Coordlnalor shafl be no!ified immediawly in order (hat they can Iakc
appropriate accion. (Notti Dclcling or erasing a document dots not ncccssorily prevent its later recovery, snd,
therefore, &cs not provide odcquaw security for the infonnmion concerned.) Futihcr. when !yping classified

documents on PCS, any aummmic back-up function MUST DE DISADLED while working on such documents.
Classified diskc[tcs will be marked snd comrollcd as provided in subparagraph S05C below.

d. Hand-currying classified materials. Exmcmc caulion will bc excrciscd m gward agains!

inadvcnem disclosure when carrying clmsified makrirds within OJAG facilities. A classified mvcr .shca or
enclosing folder or envelope will be used, al a minimum, for carrying such ma!crial within a buildlng. Classikd
mstcrisfs m~y be carried outside OJAG faciliiic.s only by pmsons so mnhorized, who F.Jsscss a muricr card
issued by OPNAV Security or HOMC Sccuri!y: as appropria!c. (l%. Security Cwrdin.mor pmccsscs OJAG
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aPPli~tiO~ forcourierauthor~lions.)Such malerials must be addressed and double-wrapped in accordmce
with chapler 15 of OPNAWNST 5510.1 [s.erk].Transponalion direcdy to and from offices wi!hin (he
Pentagon is, for these purposes, transpmm!ion within OJAG facililie.s. Transponalion among OJAG offices at ●
the Pentagon, Hoffmm Building, rmd Washington Navy Yard is “outside OJAG facili! ies, ” and is, therefore,
transmission requiring a courier card. Courier cards for cleared personnel may be issued by Codes BOA, 10, 11,

and 40.

(1) Code 64 couriers who make daily rum berwecn lb. Pentagon and the Hoffman Building
shall be properly cleared and shall obtain courier cards horn the Security Coordinator. The execulive assistants
m the JAG and DJAG and personnel of the Special programs Division shaO normally be designated as couriers.

R) (~) Couriers shall use black Pouches or other containers specially issued for these purposes,
Care wiU be lakcn at offices where material is held for courier pick-up lo ensure that classified and unclassified

materials arc not intermingled and (ha! tbe courier wiU be informed Ih’d classified materials arc to be carried. A!
those offices, procedures shall be established to ensure thzd Ihe receiving office (and thus the courier) is informed

if classified mmerials are included. Offices principally affected are the immediak office of [he JAG and
International Law Division offices in ihe Pentagon al moms 5Dg34 and 2D343, respectively.

(3) Classified materials shall not be placed in the Hoffman mail room drop slots, nor shall
classified materials be placed in in-boxes as a means of delivery m !he addressee. They must be delivered
personally m the addressee, or m a cleared individual who will ensure delivery to Ihc addressee.

R) (4) Travel status. Tle Securi!y Coordinator shall be co.sulled early in advance of official
out-of-area travel for which classified materials need m be hand-camied in order that proper authorization and
other arrangements can be m~de.

e. Use of U.S. Mails

(1) Procedures governing the use of U.S. mail for Ihe mmsmi.sion of classified malerials are
●

detailed in chapter 15 of OPNAVINST 5510.1 [series] and shall be swictl y observed. Special rules apply for
mailing of classified materials, including CIJNFIDENTfAL ma!erials,OUTCONUS. Divisions should also be
aware of the speciaf mailingf addressal requirements for mailing m M.AAGs and other similar groups and
~is.siom overseas, as provided in the SNDL, PII 2.

R) (~) Mail ROOm ~ocedur=, ~1 fiISIClaSS,priority. cenified, register.ed, and express mail

received in the Hoffman mail mom, saving only thal mail which is clearly of a personal and unofficial nature.
will be opened by mail room personnel and inspecwd for classified contents. If such classified contents are

found, Ihe mailed material will be delivered directly to {he Special Programs Division (or other office as may be

separately designated) for proper logging and further delivery m !he addressee. Divisions outside Ibe Hoffman
building musl ensure that similar precautions me in place.

(3) Any instances of deviation from these procedures will be reported m !he Security

Coordinator and affected division direcmr for appropriate corrective action. The Security coordinator shall
forward security discrepancy rvmices m originators who fail properly m mark, address, m seal classified mailings.

f. Logging and accountability. Top Sccre! Comrol Officers and kis!ant Top Secre! Control
Officers are responsible for proper handling and security of TOP SECRET materials in accordance with

OPNAWNST 5510.1 [series]. SECRET ma!erials shfill be accoumed for under Ihe following procedures.

(1) The Security Coordinator will maintain a log of all SECM material received at OJAG by
lbe U.S. Mail system, by OJAG couriers (m (he Hoffman Building only), or by inter-command couriers. Upon

furtherdelivery; the ad&.ssee division will sign [he Security Comdirimm’s log andlor execute a receipt. .41
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A)

R)

Divisions will maintain a similar log of their SECN holdings, ci[hcr rcmivcd or originawd. In !hc case of
originated mmcrinls or materials rcccivcd inter-office or inua-Pcnmgon, the security Ccmrdimmm need no! be
notified as \ong as Ia!cr transfer or dcstruciion of such mstcriafs will be recorded by the holding division,
Rcmrd.s of transfer can be either log entries or rcccip! documents. These records will bc maintained by the
division for at least two yeas (logs for IWO years from Ihc date of 1.%s1cmry).

(3) Mn!eriisls [ransfcncd out of OJAG will be rcmrdcd by log or rcmipt. Divisions will
maintain separate rcccip! files. Divisions mniling SECRET mmcritds will mtimain [icldcr files 10 ensure later
receipt of executed rcmip! documents. OPNAV Form 5511/10 shall be usxd for this purpose.

(3) Working papers. Working papers arc documents md material accumufn!ed or cma:cd
w.hifc preparingfmkhcdmaterial,i.e., rough draft% ‘flIcy need not be logged or their dcstmdion rcmrded 8S

long as dcsu’uction occurs reliably wi!hin 30 days of their cmmion, They musl therefore bc dated when crcatcd.

They will bc marked. stamped. md protected in accordance wi!h the classification assigned. Destruction, even if
not recorded, should be witnessed by two pcrscms. Copies of classified malcrials arc not ‘working papSlS-

unlcss they are created for the purposeofmakingrc&cted versions of classified originals. mdaclions (tvhcthcr by
mark-over. comxxion rope, or cut-ouI) nre mn& immediately. and (he mdacwd ponions or the mnrkcdhaped
over mpics are inuncdiatcly destroyed. ‘Immcdintcly. means. m mast, on lhc =mc *Y. DO~cnls mnta~@
TOP SECRE7 information shall not bc considered “working ~pcrs”.

(4) Newly-crcmcd documcms, duplicate originals,
logged and accounted for.

905. 5TORACE OF Cf.ASSIFfEf) hfATERIAL

and reproduced copies mus! be similsrly

n. RcsponsibOily. Division directors will ensure (hat all classified mmcrial is properly siorcd at (he
close of business each day. .%ndard Form 701, Activity Sccuri\y Chccklisl, will bs annola!cd al Ihc end of the

day for each SPCC in which clnssificd ma:crid ia maintained m regularly handled, and $Wmdsrd Form 703,

.%urity Conmimx check Shcm, will be maintained mnspicuously on or outside each safe md will bc annota:cd
whcmvcr safes arc opened or closed, and, m the end of &y, wbcn checked. Special care will be C+kCn m

ensure Umf classified ribbons and diskellts are removed from mnchines and likewise secured.

b. Cm[nsl Sfomge. Men a division has insufficient security container space, classified material not

immediately required by dkision pcraonncl may be siorcd in the Classified Material Control Ccnler (Room
&S33). (NOIC, however, lhnt all classified holdings must always bc limited 10 only those ncc~ for mkton
asmmplishmem.) A custody documen! is required when the division CMCO personnel remove material
cinssified SECRET m abnvc Gom tie classified Material CmMrol Cmtcr. Division CMCO Fcmmmcl SIC
resWnsiblc for ihc security of the material until rc!umcd to !hc Clossificd Material Control Center. Cde I I
pcrsmmcl sign the custcdy documcn! when the classified material is raumcd to the classified Material Cumrol

Center. Each division holding clm.sificd ma!crials must bsvc in division SIMCCSat leas! one properly a.nificd
safe to SIO:C frequently used clnssificd material and classified matcrinl used beyond normal working hours or on
weekends.. Due to Ihc volume of classified material. Cndcs 10, 31, 33, snd 34 will slorc classilicd material in
safes Iocmed in lhci rcspcctivc specs. Only Codes 10. 11. and 40 may store TOP SECR~ or special category
information.

c. StosDge of Clnssilied Nlntcrinl at h’AhlARA. classified material held by NAMARA and
NMC,MR will be kept to the minimum ncccssmy for the cxpcdilious and judicious processing of tour!-msrlial
nppcafs and writs,

(1) The Assismn! Top Scmct Comrol Officer. OJAG (NAMARA) is rcspmsiblc for receipt,
siomge. dis.seminmion. tmmsmission, and destruction of all TOP SECRFY mmcrial at NAMARA and NMCMR.
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(2) The Assistant Top secret Control Officer, OJAG (NAMARA) is also Ihe CMCO and is
responsible to Ihe Security Coordinmor for !he safekeeping of all classified ma!erial a! NAMARA and NMCMR.
The CMCO wilf coordinate vansponalion of classified material to the Classified Material Control Center as such
transpwation may be required. Classified material generaled by or filed with NMCMR will not be deswoycd
without the chief Judge’s approval (Code 07). h aff cases, SECRET orTOP SECRFT classified material will

not be destroyed without the prior approval of the Assistant Top Secret Control Officer (NAMARA) who shall
ensure proper accountability and record-keeping.

R) (3) The CMCO will ensure that the ROTS for classified trials have be.. given appropriate
formal classific.wion review, and. if not, will coordinate with Code 11 m obtain such reviews. Classified portions
of ROTS will be removed from ROTS and held by the CMCO. The CMCO verifies with the Securily

Coordinator (hat individuals desiring access to material possess appropriate security clearances and need-m-
know. Classified material wiU not be removed from CMCO custody oulside of normal working hours without
the Security Coordinator’s approval, or if unavailable, the Code 40 Division Director. The CMCO, in
consultation with the Security Coordinator, will maintain records of responsible custodians and places of storage
for SCI ponions of classified ROTS.

R) d. Safe Combinations. Only those pasons whose official duiies require access 10 the safe and are
cleared to the highest level of classified ma!erial in the safe should know the combination. Combinations shall
be changed when receiving containers or locks, any time a person knowing the combinations leaves, when a
combination may have been compromised (e.g., when Ihe security container has been unlocked and unmended),
and at least every 12 months, The same combination shall not be used for more than one container. Aflcr each
change, record combinations on Smndard Form 700 (Securily Container Information). place in the accompanying
envelope, and deliver by secure means to the Top Secret Control Officer or Assistant Top Secret Control Officer

wi!h security cognizance over the division. Mfix copy 1 of Ihe SF 700 (ponion not containing combination) to
the inside of the locking drawer oflbe container. Do not otherwise record combinations, allhough a local listing,

aPPrOPriateU classified. may be made when there are a large number of containers in an of fi~. Lislings can be
made only when required and approved by the Security Coordinator and will be stored in a container qualified
for the highest category of classified information protected by any combination recorded. Do not store valuables
in containers used for storage of classified material.

D)
e. Classified Dk.kettes. Classified diskeucs shall be accounted for in a separate log and shall be

stored in a singfe cemralized location in each division using such diskettes. (TOP SECR~ diske!tcs shafl be

bandied and accoumed for under procedures specific VJTOP SECRET materials.) Diske!tes will be serialized or
sequemi ally numbered and recorded in ihe division log. ‘f?Ic log should be constructed in a fashion {o f%rmit

recording each instance that diskettes are removed from storage, identification of the fuxson having custody,
ordinal use since last inventory of the disk’s contents, and dam of return of diskette to central storage and initials
of individual making (ha! return.

906. SECURITY INSPECTSONS

a. Daily Inspections. Division directors shall ensure a security inspection is done just prior to

securing their spaces. Internal Activity .%curi!y Check LisIs (Standard Form 701) will be used for this purpose
and conspicuously pined in each division near the exit, and kepl for a minimum of two months after the Ias!
emry, aI which time Ihey will be forwarded to Code 11. Addidonally,individualSafeand Cabine!Security

Records(StandardForm 702)wOl be ps!ed on all safes and kepl for IWO months af!er last entry. A division
double-check procedure shall be employed whenever possible. Securing duties mus! be clearly assigned and
understood. Personsworking late must secure Iheir work area before leaving.

b. Procedures. When securing:

(1) S[ore classified material (including diskettes and !ypewriter and printer ribbons) in
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appropriate security conmincrs.

(2) Drawers of Sccuriry cnnmincm shall bc properly closed and locked. RmaIc disks on
mmbination locksa!leas!fotn!imcs.

(3) Bum bags shcdlbesccurcd andpropcdystow,cd

(4) A sccuri!y check list fnr mch wnrking spcc will bc signed by the pxnn securing the

space.

c. Annual Inspecting. The Sccuri!y Cmrdinmor shall concfucl m am.wd sccurit)’ inspection of OJAG
m ssscss cnmplinncc.

907. DfZ.SJIZUCflON OF CfASSIFJED hJATEIUAL

Divisinn dkccmm will ensure that classified mntcrid nwaiiing dcsmmion is dcmroycd m least wccldy, and Iha:
the dircctnr nr a dclcgmcc has apprnved destruction nf the mmcriafs mnccmed. Prnpcr destruction rcpons mm!
bc cxccutcd and mpics promptly forwarded m Cndc 1I. Original repnrw will be retained for IWO yearn.

a. Paper Products. Gcmcmlly, classified ~psr will bc dcsuoycd by clcarcd pcmnnncl in a crnss-cul

shrcddm locatedin (he SpecialProgramsOffice. Divisionpcrsnnnclwillremove non-paper aniclcs from
classified papa m be shredded. Tbc shredder can lx used only u.hm Cndc 11 Wrsnnncl are prcscnl. (Tbc
Special Rogmms Office nfsn Im.s a strip shredder that is not authorized for classified dcstruainn, and should not

bc cnnfussd with lhc muss-cut machine.) Persmmcl will ensure the sbreddcr and i!s sunounding arsa arc nsal
snd clean after USC. When lhe residue bag is full, the persnn using the shredder shall cmply il.

m b. Nnn-Paper Products. Consult code 11 for guidance on dsswuclion of n!hcr classified material.

including diskct!es or tyjxwritcr or printer ribbnns.

c Bum Bags. Bum bsgs may bc used under prnccdurcs established separately by the Security

Ccmrdinmor.

MS. REPRODUC3’ION OF CIASSIFJEf) NJATERIAL

R) Rcpmduce classified material .spwingly, nnly when ncc=.mry. nnd onO’ ~ ~rdimlion with CMCOS. Stri~[Y
observe prohibitions a&insl rcpmductinn of TOP SECRET nr ORCON (originator comrollcd) mmcrial.

Rcprnduccd materials will bs stampcdlmarked and classified mvcr shccu attached as n!hcmvisc required in this
rcgtda! ion. see afso Sccuri!y Cnnrdinator mcnmmndum of 7 Mny 1990 rcgnrding !his subjsct.

a. Reproduction of TOP SECW Material.TOP SEC~ material may bs rcpmduccd only with

the Top secret Control Officm’s app:ovtd. The Top SccrcI Control Officer mm! SCCIMCpermission nf tbc
originmm and enkr Ihe rcpmduc!ions inm the TOP SECRE7 occnunmbility system.

b. Rcprnduction of SECRET and CONFI DEfVJIAL Material. TJK Top SCCICI Comrol Officer,
m, in the abscnti of ihc Top SccreI Comrnl Officer, an AJAG. Division Oirccmr. or Assistant Top SccrcI

Ccmtrnl Officer. must appro.e the rcpmduclion nf SECREf and CONFlflEfVflAL material.

c. Security Nlarkings. Rcprndumions of classified mmcrial musi have clearly legible sccurily

markings as cm lbc originaf material. Office-!ypc copiers do mt ahvays clearly rcprnducc cnlors nf ink or
marginal images. If [he mpmduclion prnrcss dots nol mnhen:icnlly rcpmducc the sscurity mnrkings on the copy,
smmp the markings on skl cnpics in the same posi!iom snd size required for the original. Cndc 11 has

●
classifica[ inn and downgrading smmps for mmking rcpmductinns.
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R) d. Reproduction Equipment. Reproduce classified material only on the photocopier in Room 8S33
vauh, ihe Code 10 copier, or other copiers as may be authorized personally by the Top Secret Con!rol Officer,

or, in that officer’s absence, an AfAG. ●
909. SECURJTY EDUCATJON

AI!effectivesecuri!yeducationprogramisessenlial [o good sccuri!y practices.

a. Indoctrination Briefing. AU personnel rcponing to or newly hired by OJAG will sign a written
Security Indoctrination Briefing from !he OPNAV Security JJranch on the day of reponing and, wilhin onc week,
receive a security indoctrinm ion briefing from tbe Security Coordinator (Code 11) or his or her designee al

Special Programs Division offices in Room 8S33 a! the HoHman Building. If securily access is required,
Standard Form 312 or other appropriate Nondisclosure Agreemen! (NDA) will be executed at the lime of this
briefing. The execmed NDA will be fonvarded 10 the Depanment of tbe Navy Central Adjudication Facifi!y

(DON CAF), via OPNAV Security or HQMC Security, under currently established procedures.

A) b. Orientation Briefing. Briefings are scheduled and conducted by OPNAV Security upon check-in
of new personnel.

c. Annual Refresher. The Securi!y Coordinmor will provide or otherwise arrange an annual security
refresher briefing for all OJAG pasonncl wilh security clearances. Attendance by personnel shall be mandatory.

d. Counterespionage Briefings. Personnel wilh a[ Ieasl a SECRET clearance musr receive a Naval

Investigative Sewice (N[S) counterespionage briefing once every two years. Men. possible, the Security
Coordinator wiU mrange for briefings m be given at OJAG. Otherwise, regularly conducted Pentagon briefings
will be announced bv the Securih’ Coordinator for attendance bv OJAG Krsonnel.

e. Division Responsibility. Division directors shall instruct their FrsOnnel On [he prOper handling Of ●
classified in formmion.

f. Foreign Travel Briefings. AJAGs and DAJAG’s must inform the Security Coordinator when

personnel are planning to travel through Communisl-contrcdled countries or anend meetings where

representatives of Communist-controlled countries may be present. Tne Securily Coordinator ensures su;h
~rsonnel receive a defensive briefing m required by Chapler 3 of OPNAVINST 5510.1 [series], typically from

an NIS agent. AI! personal foreign travel will be repcmcd in advance to the Security Coordinator by the
individual traveller.

g. Debriefing. Code, 64, in consultation wi!h the cognizant Division Director and !he Security
Coordinator, shall ensure !hm all cleared OIAG civilian personnel being discharged or separaled are debriefed,
read a debriefing smtemem, and execute a Security Termination Statement (OPNAV Form 5511/14). For
military pmonnel, division directors, in consultation wilh !he Security Coordinator and Code 61, wiU ensure tbe
same debriefing and signing.

910. SECURSTY CLASSIFfCATION, DOWNGf&4DING, DECfASSIFfCATION AND
hlAfUifNGS

Cbap!ers 6 through 9 of OPNAWNST 5510.1 [series] and chaplers 4 and 5 of OPNAVINST 5510.W [series]
provide detailed guidance for classification. downgrading, declassifying and marking malerial, including
limitations on classifying infonna!ion and improper reasons for classifying. Refer queslions on classification or
downgrading of a document to Code 11.
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911.PERSONNEL SECURJTY CLEARANCE AND ACCESS

) No pcrmnncl, military or civilian, rcfmning nhcxud OJAG will have ncccss 10 classified infocma!ion u,i!houi
ScCurity CnnrdinaIor appro.of. The Sccurily Coordim!or requests OPNAV Sccuri!y Branch, and, in the case of
Marines, HQ.MC Security Branch IO gram pcrsnmcl sccuri!y clcnmnccs and notifies the cognizam Division
Direcco: or classified Material Control Officer upnn the granting of such clearances. If a clcarancc is gmmcd
for TOP SECW. the As.sistnnt Top Scccc! Control Officcm mnccmed wiff akin be notified. CIcarance is
~mted to that Icvcl of access rcquiccd by !hc billet.

a. Number of clearances. The numhcr of Frsnnc nssigncd du!ics involving acccs.s 10 cJassificd
m.wcri.d wifJ bc kept to a minimum. ‘llw Security Cnnrdinator pcriodicalfy reviews the .dInca! ion of clearances
md makes rcmmmcmkuions to OP-09N. via the .%writy Manager, for warmnted changes.

b. Eligibility for Access. No pcrsnn wifJ have access to classified infonmwion solely bccausc of
office or pnsition. Access is granted only when official duiics rcquicc knowledge or possession. Dkision

Dircccozs will follow strictly ihc “need to know- principle within their divisions.

c Newly Reporting Pemonnel. Division Dimcmrs will dc!crminc upnn [he arrival of newly

~POfl@ F50me! if such personnel will fill a sccuri!y clearmce-dc.signatcd billet nc othcd.sc require a
sccurhy clearance in the performance of iheir dmics. [f W, the division director will con!am Code 11 by memo
or otbcr mnvcnicnt mmns and nominaic ihc newly amvcd indit. idud for clcaccmcc, idcmifying the clearance
biffet to hc nccupicd. either by numhcr m by idcmi[y of dw person relieved in such bilk). Fucchcr, the division

dircccor, in cnmdimtion} wilh Cndc 61, will ensure thm the pcrsnn rcpons m the Spcciak Pmgrarm Division
office with sccvicc rcmrd bnok during check-in processing for indoctrination briefings in accnrdancc ~$ilh
section 909a abnvc, and for ini!imion of rcquc.%s for invcstigmion amf/or clearance as appropriafc.

*

d lnw.sligative Requirements for Clearance. Chapter 21 of OPNAVINST 5510.1 [secics] spccifks
minimum invcsiigative ccquircments for gcan!ing a sccmiIy clermmce. The requesting OJAG dNision prcpnrcs

required focms and forwuds them to the Security Cnordimtor for review and submission 10 the appropriate
inv.sigalive agency. The DON CAF adjudicates invcstiga!ion.c and gains or denies sccuri!y clcarmccs for no

prsnnncl.

R) c. Issuance of Security Ckmmce. Requests for sccurily ncccss arc made by the Security

Cnnrdinator tbmugb OPNAV Security Bcanch or HOMC .sccurity. AH pcrsnnncl clcnmnccs arc adjudica!cd md

grsmcd by the DON CAF. The Sccuri!y Cnnrdinamr may wam up tn a two-week icmpnrary acccs.s 10 quafificd
personnel in c%igcnt circummnccs. The Ccnificatc of Personnel Sccwity Invc.stigation, Clcarancc and Access
(OPNAV Focm 5520?0) is n panmncnt pan ofamilitary mcmhm’s sccvicc mmd. Cod. II maintains mpics of
the cenificaws for military pccccmncl. For civilian ~rsonnel, n simihc ccmrd is filed in the Sccurily

Cwdim!or’s accivc clearance file md mnin!ahed in the Sccurily Manager’s dambasc.

R) t. Continuous Evaluation of Eligibility. Each division dirmsor will initiate and maintain a pmgcam

for continuous evahmlion of ihc eligibility of division or office pxsnnncl for acccs.c 10 classilicd information.
w’hcm infoccnmion suggcsis an individud’s pnssible unsuitability for mminucd accccs (for example, sccurhy

violations, suspicion of criminal mnduct, or other mauers rclmcd to clearance adjudicative factors), the division
dircccor immcdiafcly shmdd mspcnd Ihc individual’s ncccss md notify the Security Coordimtor. The Sccurily
Comdicumr wiU make an ns.scssmcm of the ciccums:m!ms, and. if npproprimc. rcpcm to OPNAV .%mri!y
Branch m HOMC Sccurily for cvaluatinn or further invcsligalion.

R) g. Clcmmccc of Pcmonncl Not Regularfy Assigned. llc. dircc!or to w.hnsc division TDY pcm.mmcl
uc to bc mnqmmrily assigned mu.s! mmmunicmc sccurhy clcarnncc rcquircmcms m Code 61 or 62 u

a

appropriate. Cndcs 61 and 62 will assi.w the Sccuzi!y Cnnrdinntor to cmurc Ihat Icmpnmcily assigned mifimcy
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personnel have any necessary security clearances. I

R) (1) TAD Personnel. Mililary ~rsonnel reponing to OJAG for temporary additional d.!y and ●
temporary duly normally should be cleared by !heir commanding officers prior to reporting.

R) (2)Naval Reservists. Nmmf resewists reporting for temporary duty for rraining normally arc
cleared by the active-duty commander (typically, a REDCOM) responsible for their records. hat command wiff
repon their clearance status m the Security Coordinator, in wri!ing. The receiving division should arrange such
reports,

h. Access to Classified Information by Wkitors. The fouowing requirements aPPiY(OvisilOracce=.

Questions regarding circumstances nol covered herein shall be addressed [o the Security Coordinator. I
(1) ClearanceoftheVisbor. The OJAG division being visited shall ensure lhe visimr is

cleared for tbe classified material 10 be discussed. Normally, visimrs’ clearances are confirmed by a visit request

(OPNAV Form 5521i27) or message originated by the visitor’s commanding officer or security manager. Otb.r
lhan for those executive bmncb visitors with whom regular working relationships have been es!ablisbed (and for

whom clearances are known con fidendy), OJAG personnel should have visitors submit rcque.s!s directly to the
Security Coordinator, wilh a copy to the OJAG division m be visi!ed. The Security Coordinator, in consultation
with the Division Director concerned, will verify tbe visimr’s need-to-knmv.

(2) ldcntifi~!ion. OJAG pcrsomel intending m divulge classified information must make a
positive identification of {be visitor. Check identification card or driver’s license containing the visilor’s
recognizable pholograpb, name, and social securi!y number.

912. PUBLIC MEDJA

Do not disclose classified information in any publication or presentation open m the general public. Coordinate
proposed public releases of unclassified information wilh !he Security Coordinamr and the OJAG Public Affairs

Officer, Code BOA. Classification guidance may be sought from Code 11. SECNAWNST 5720.44 [series]
(PAO Regs) and SECNAWNST 5000.24 [series] establish requirements and procedures for tbe prep.blicmion
review of cenain professional and pmonal writings. In large pan. they will affect persons who would write on

matters regarding which they have had classified access or which in any event have classified aspects, They
must be consulted before any public release, including the submission of such wri!ings to prospective publishers
for any purpose, however Iimiled.

913. TELEPHONE CONVERSATIONS I
Do not discuss classified material over non-secure telephones because of possible telephone Iaps and because
many DOD telephone calls are relayed by easily intercepted microwave transmissions. Do no! use deceptive
practices such as private code words and “talking around” classified information. Use of OJAG telephones is

consent to communications sccuri!y monitoring. STU-IB secure voice telephones are available in tbe Special
Programs Office and other offices in OJAG. Tley should be used liberally, and especially in any case of doubt
regarding classification or sensitivity of matters lo bc discussed.

914. SECUJUTV WOLATJONS I
Chapter 4 of OPNAWNST 551O.I [series] and chap!er 13 of OPNAWNST 5510.60 [series] provide detailed
policy and guidance for the preliminary inquiry into and investigation of security violations and the compromise
of classified information. - inform the Security Coordinator of any suspected security violations.
Chapters 4 and 5 of OPNAVIN~ 5510.1 [series] outline what mrmers should berefened lo tbe NIS. OJAG is

served by the NJS Resident Agency, Washington, D.C. 20388, telephone (202) 433-3858 or, after hours, (202)
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433-9323.

a. Preliminary Inquirifi. Normally, Ihc canccmcd division comfuc!s pwliminsry inquiries into

sccuri!y violation> ahcrnativcly, the Scmrily Coordim:or mny appoin! a prclimimwy inquiry officer m prepare a
preliminary inquicy rcpmc. Coincidentally, the Sccuri!y Coordinator wiU tcpan to the Iocaf NISRA all cases of

lass or possible compromise. [f the Sccurily Coordinmor concludes, based on the preliminary inquiry rcpon, Ihal
a compromise or possible compromise occurred, an cndmscmcn! to the rcpms for approprimc signmurc u.iU te
prepared and forwarded to the OPh’AV Security Branch mtior OP-09N2, as circurn.wsnccs dictme. Prcliminzuy
inquiries ax Icss-dmn-fonmd, snd, if ncc~, Icss-!bms-thorough, “quick looks- that sbmdd & camp!mcd

snd reported wilhin 72 hours. Fmcher invcstigmicm can follow such a rcpocc. Code 11 w.iU provide advice.
sssistsncc, snd forms.

R) b. JAG hltsnual Investigations. The Security Coordim!or, after reviewing the preliminary inquiry

ICiWCS.will a~~ he JAG WhC:hCra JAGMAN inv=liwlion is rwired. ~c S=@’ ~rdi~tor will ~view
and foward security vicdalion JAGMAN invcsligmicms rcccivcd from subo:dhmc commmxfs within the Navsf

fx~l .Savice Command.

R) c Dtsciplicmcy Action. The breach of n sccurhy regulation may bc sufficient justification for
disciplimry accion. When invcstigntion clearly fixes ccsponsibiliiy for a mmpromisc or a security violation, [he

prcscntalion of a f-ester of Ad.icc snd Instruction IO the ccsfxucsiblc military or civilian individual is dcc
minimum mrrccsivc acsion. Disciplinary aclicm may incIudc, for milif m-y personnel. nonjudicial punisbmcm DC
trial by ccmrt-marsisl, In the case of civilian cmploya, pmm.ss under Ihe swmcfarcf schedule of disciplinary
offenses snd ~nal!ics for civilian employees included in chspwr 751 of the Fcdersf Personnel Manusl, including
removal for fr.ilurc to mcc! the rcquircmcms of one’s “scnsi!ivc” Posilion duc to denial of sccuri[y clcsmnce,
suspension or removal under 5 U.S.C. 57532, or pmsccmicm under Title 18, United SmIm Code, m snccndcd, or

*

othcc fcdccal SlOIMm, is 8ppf0pIialC Thc violnlion moy bc reflected in officer fimtx rcpm’s, cnfistcd
evahmions. or civilian pcrfornmncc rmings,
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