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CHAPTER ONE
ORGANIZATION AND RESPONSIBILITIES
101, THE OFFICE OF THE JUDGE ADVOCATE GENERAL OF THE NAVY

The Judge Advocate General's Corps is a staff corps within the Depanment of the Navy (DON) authorized by
statute a1 10 US.C. § 5148. The Office of the Judge Advocaie General (OJAG) is a staff office within the
Office of the Secretary of the Navy (SECNAV) and includes the Judge Advocate General (JAG), the Deputy
Judge Advocate General (DJAG), and the Assistant Judge Advocates General (AJAG's) and their staffs.

102. JUDGE ADVOCATE GENERAL OF THE NAVY - CODE 00

a. The JAG is appointed by the President, by and with the advice and consent of the Senate. Under
the direction of SECNAYV, the JAG will:

(1) Pcrform assigned duties relating to legal matters arising in DON;

(2) Perform functions and duties and cxercise powers prescribed for the JAG in 10 US.C.
chapter 47;

(3) Receive, revise, and have recorded the proceedings of boards for examination of officers of
the naval service for promotion and relirement; and;

() Perform other duties as assigned. SECNAV Instructions 5430.27 |[scries] (Subj:
Responsibility of the Judge Advocate General for supervision of ceriain legal services) and 5430.25 [scries)
(Subj: The General Counsel of the Navy; assignment of responsibilities) pentain, flowing from SECNAVINST
5430.18 {scries] (Subj: Legali Advice and Services for the Depantment of the Navy). Scc plso U.S. Navy
Reputations, 1990, anicte 0331.

b. The JAG is assigned 1o the staff (OPNAV) of the Chief of Naval Operations (CNQ) as Special
Assistant for Legal Services (OP-09)), and is 1asked 10 advise and assist the CNO in formulating and
implementing policies and initiatives pertaining to the provision of legal services within the Navy. Additionally,
as OP-09], the JAG exercises, for CNO, centralized coordination of the provision of legal services by the Naval
Legal Service Command and other judge advocates; effects lisison with Commandant of the Marine Corps
conceming legal service maners of mutual interest to the Navy and Marine Corps; maintains liaison, for CNO,
with other DOD components, other government agencies, and agencies outside the Government on legal service
matiers affecting thc Navy; acis as OPNAV point of contact with CNO operating forces and shore activity
commanders to ensure consistency of Icgal policies, procedures, objectives, training and support; monitors Navy
judge advocate and suppon personnel siaffing levels and workload trends in order to advise CNO conceming the
approptiate distribution of assels 1o ensure the effective and efficient provision of legal services; and serves as
OPNAY Command Assist Official for the Commander, Naval Legal Service Command.

103. DEPUTY JUDGE ADVOCATE GENERAL OF THE NAVY - CODE 001

The DIAG performs duties of the JAG during a vacancy in the Office of the JAG, or during the absence or
disability of the JAG, until a successor is appointed or the absence or disability ceases. The DJIAG is assigned
additional duty 10 the CNO as Commander, Naval Legal Service Command (COMNAVLEGSVCCOM).
COMNAVLEGSVCCOM is responsible for providing and oversceing Navy-wide [egal services and related
taskings assigned by CNO. AJAG's, principal assisiants, and division directors may be assigned additional duty
10 COMNAVLEGSVCCOM.
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104. ASSISTANT JUDGE ADVOCATES GENERAL

The AJAG's are assigned functional areas of responsibility as described below. When neither JAG nor the
DIAG is able to perform assigned duties, AJAG's will carry out the JAG's duties in the order directed by JAG.
Each AJAG, in addition o dutics assigned by the JAG or DIAG, supcrvises the Deputy Assistant Judge
Advocates General (DAJAG's) and their staffs assigned within their areas of responsibility. AJAG supervisory
authority includes preparing and signing fitness reports for the assigned DAJAG's.

105. ASSISTANT JUDGE ADVOCATE GENERAL (CIVIL LAW) (CODE 01} AND DIVISIONS -
CODES 10, 11, 12, AND 13

a. The AJAG (Civil Law) has primary supervisory responsibility for administrative law maners
involving the Department of the Navy (DON); air, sea, space, and environmenial law; government ethics;
military personnel law; the Freedom of Information Act (FOIA) and the Privacy Act; FOIA and Privacy Act
appeals under the cognizance of the JAG; domestic and international laws and regulations; special programs
involving matiers of espionage and terrorism; and other duties as assigned. Assigned additional duty as
Commanding Officer, Naval Civil Law Support Activity.

(1) INTERNATIONAL LAW DIVISION - CODE 10. Provides legal advice, assistance,
rescarch and interpretation on a wide variety of issues involving the total spectrum of naval operations from a
purely peacetime environment to iotal war; responds lo requests for legal opinions from the Office of the Chief
of Naval Operations, the Office of the Secretary of Defense, the Legal Advisor to the Chairman, Joint Chiefs of
Staff, the Joint Staff, the Office of the Secretary of the Navy, and fleet and shore commands of the Navy and
Marine Corps throughout the world.

() DAJAG (INTERNATIONAL LAW) AND DIVISION DIRECTOR - CODE 10.
Supervises the division, which is based on a functional division of work into two major practice groups: the
Intenational 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 direcior for the operation of the group, including
assignment and performance of tasks, meeting deadlines, establishing priorities, quality assurance of work
product, raining/cross-training and professional development of practice group members.

() INTERNATIONAL PROGRAMS PRACTICE GROUP. Composed of the
following Branches: Security Assistance (101), Intemational Negotiations/Base Rights (104), Foreign Criminal
Jurisdiction and Civil Litigation (107}, and Immigration/Naturalization (108).

() SECURITY ASSISTANCE BRANCH - CODE 10]1. Provides assistance
during negotiations, implementation, and review of international agreements originated by the Navy concerning
the sale, transfer, exchange, cooperative research and developmeni, or co-production, as appropriate, of
information, daia, defense articles, defense services, and personnel; provides advice to and serves as the
Dcpartment 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 Inemational Law Divisions, Defense [ntelligence Agency,
Department of Defense, and the Department of State; provides advice 1o DOD and DON managers and action
officers concerning humanitanian/civic assistance programs, deployments for training, and international
transactions.

(i) INTERNATIONAL NEGOTIATIONS/BASE RIGHTS BRANCH - CODE
104. Provides legal opinions and advice concerning the scope and application of existing international
agreemenis providing for a U.S. Navy presence overseas. Paricipates in the preparation for and the negotiation
of proposed access, basing, status of forces, and other agreements relating 10 a U.S. presence in foreign
countries.




(i) FOREIGN CRIMINAL JURISDICTION AND CIVIL LITIGATION
BRANCH - CODE 107. Scrves as Navy JAG point of contact on SOFA matiers relaling to foreign criminal
jurisdiction, Responsible for preparing relevant congressional reponts and cortespondence.  Effects liaison
berween DOJ and Navy field activities and provides staff suppon in foreign civil litigation matiers (i.c.. matiers
where either the Navy or an employee of the Navy is named as a defendamt in a civil suit).

(iv) IMMIGRATION/NATURALIZATION BRANCH ~ CODE 108. Provides
advice and assistance concerning the Navy's immigration and naturalization program to Navy service personnel.
Consults with officials of the Immigration end Nawralization Service, Depanment of Justice, Depariment of
State, and cognizant command and judge advocates in the field in order to provide guidance and assisiance to
scrvice members and their families relevant to the immigration and naturalization law of the U.S. Governmen.

() OPERATIONAL LAW PRACTICE GROUP. Composed of the following branches:
Law of the Sea (102), Law of Amed Conflict (103), Iniemational Environmentaf Law (105), and National
Security Law (106).

(i) LAW OF THE SEA BRANCH - CODE 102. Provides advice and
assistance scross the spectrum of law of the sea and law of naval warfare issucs to assist policy makers
throughout the Department of the Navy (including operational commanders), the Organization of the Joint Chiefs
of Siaff, and the Office of the Secretary of Defense. Interacts with other agencies, such as Department of
Transportation and Department of the Interior, in the development of U.S. domeslic oceap policies affected by
the evolving international law of the sca, as well as with the Department of State on responses 10 ocean claims

of other countries which affect U.S. navigational interests. Provides staff suppon to the DOD Represeniative for
Ocean Policy Affairs through the Deputy DOD REPOPA.

(i) LAW OF ARMED CONFLICT BRANCH - CODE 103. Assisis in the
development and legal review of OPLANS, CONPLANS, and Rules of Engagement (ROE). Maintains current
set of Navy, JCS, Unified Command, and NATO ROE, as well as ROE-related resource material. Serves as
member of DOD Law of Armed Conflict Working Group. Analyzes and reporis on international agrecments,
negotiations, and trends relating to the law of armed conflict.  Assists in development of U.S. policy in the law
of armed conflict arena. Conducts weapon reviews pursuant to DOD and Navy directives.

(iii) INTERNATIONAL ENVIRONMENTAL LAW BRANCH - CODE 105.
Provides advice to OPNAV and the fieet on international environmenta! law issves such as the effect of
intemnational conventions and national/foreign legislation and regulations on the freedom of navigation/overflight.
Actively involved in interagency working groups on inlernational environmental issues, ensurcs that DOD/DON
positions are fully considered during development of U.S. policy. Maintains close contact with JAG 12, JAG 34,
OP-45. OP-616, State L/OES, NAVSEA~ 08, and feet environmental taw action officers o facilitate sharing of
information and coordination of Navy positions.

{(iv} NATIONAL SECURITY LAW BRANCH - CODE 106. Serves as action
officer on issues, projects, and programs in subject matter areas related to National Security, including air and
space law, counter—-narcotics, counter-iemorism, maritime law enforcement, arms control, and relations with
allies and other nations. Monitors, analyzes, and reporis on activily, developments, and tiends impacting the
operational training, readiness, deployment, and employment of forces. Assisis in developmem of national
stralegy, policy, and operational docirine.

(2) SPECIAL PROGRAMS DIVISION - CODE 11. Provides litigation suppon in national
security criminal cases; provides litigation suppont in nations! security civil cases; advises and pravides counsel

e antnd Infommaiine (O Ar crasinl persce nrnoramce (CA DY

rcgarding FOIA nppcais‘ invoiving sensiiive compar imented information {SCI) or special access programs (SAF)

- provides legal advice on intelligence and sensitive activities oversight; provides advice on terrorism, special

warfarc/operatians, and ather classified and sensitive programs; provides advice and coordination for judge
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R)

A)

R)

advocates in SCI and imelligence billets;  performs Office of the JAG Security Coordinator and
COMNAVLEGSVCCOM Security Manager duties.

() DAJAG (SPECIAL PROGRAMS) AND DIVISION DIRECTOR - CODE 1l.
Assists the JAG in advising CNO, the Naval Inspector General, and the Director of Naval Intelligence on the
oversight of intelligence and special activities and other classified and sensitive programs; acts as QJAG point of
contact for other depanments and agencies in matters pertaining te such activities and programs; oversees
litigation suppont 1o classified DQOJ prosecutions and civil cases and to Navy national security and classified
courts—martial. Top Secret Control Officer for OJAG and COMNAVLEGSVCCOM; Security Coordinator for
OJAG; Security Manager for COMNAVLEGSVCCOM.

{(b) ASSISTANT DIRECTOR - CODE 11.1. Assists in providing legal advice on
terrorism, counter-terrorism, anti-terrorism, and intelligence and special activities; assists in providing litigation
support in classified DOJ civil cases and in making recommendations to JAG regarding appeals under the FOIA
and Privacy Acts involving special access programs or semsitive compartmented information; supervises the
OJAG information- and personnel-security programs. Assistant OJAG Top Secret Control Officer;  Assistani
OJAG Security Coordinator; Assistani COMNAVLEGSVCCOM Security Manager.

(iy LEGAL TECHNICIAN/SECRETARY - CODE 11A. Provides clerical and
administrative support and assisis the Security Manager; composes comrespondence concerning legal, security-
related, and technical subjects.

(3) ENVIRONMENTAL LAW DIVISION - CODE 12. Responsible for providing legal
advice, assistance, research and representation on a variety of issues involving laws protecting human health, the
environment and historic and culiural resources. Together with the Assistant General Counsel (Installations and
Environment), provides coordinated legal advice to the Office of the Assistamt Secretary of the Navy
(Installations and Environment) and the Office of the Chief of Naval Operations (Environmental Protection,
Safety and Occupational Health), and serves as the Navy's chief legal representative in dealing with other Federal
and State entities on environmental law matters. Division works closely with the Office of Legislative Affairs to
review environmental legislation, and coordinates legal pasitions of field activities. The division director serves
as the Deputy Assistant General Counsel (Installations and Environment). Division cooperates closely with the
environmental branches of the General Litigation Division and the Intemational Law Division. Division director
provides advice to the Judge Advocate General and the Military Personnel Division on environmental specialist
community management and training in environmental law.

4) ADMINISTRATIVE LAW DIVISION - CODE 13. Advises on exercisc and delegation
of Secretarial authority; provides advice and opinions on all regulalory matiers; advises on officer and enlisted
personnel issues, flag matiers, relief for cause, law enforcement, community relations, off-duty employment, and
political activities; advises field commands on law, policies, statutes, and rcgulations pertaining to internal
administration of the Department of the Navy; advises on Government standards of conduct and ethics, including
outside employment and post—governmen! service employment restrictions, provides policy and legal advice on
rules of professional responsibility for DON attorneys practicing under JAG supervision; reviews and commenis
on all proposed ethics legislation; implements enacted ethics legislation within DON; provides standards of
conduct training, reviews public financial disclosure reports, and reviews and maintains all confidential financial
disclosure reports; provides policy and legal advice an the Freedom of Information (FOILA) and Privacy Acts;
prepares annual FOLA and Privacy Act reports; serves on the Joint Service Review Activity and Defense Privacy
Board Legal Committee; acts as Federal Register Liaison Officer for DON; reviews JAG, SECNAYV, and DOD
instructions; acts as JAG point of contact for all legislative matters; submits annual update for the Government
Manual and the Code of Federal Regulations; and serves as Editor of the JAG Manual.

(a) DAJAG (ADMINISTRATIVE LAW) AND DIVISION DIRECTCR - CODE 13
(ADDU TO CO, NAVCIVLAWSUPPACT). Bears primary responsibility for the division's mission
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accomplishment; coordinates with Codes 61, 63, and 64 to ensure the division's personnel, informational, and
respurce requirements are met; supervises military and civilian personnel assigned to the division; scrves as
JAG's funciional manager for administrative law matters, Government standards of conducl, and professional
cthics; serves as editor of the Manual of the Judge Advocate General; coordinates with the Commanding Officer
of the Reserve unit supponing the division; and carries out special projects as assigned.

(b) ASSISTANT DIVISION DIRECTOR - CODE 13.1. Assisis the diviston director in
ensuring the division's mission is accomplished; manages the division's daily routine; and carries out special
projects as assigned.

(¢) OFFICE MANAGER - CODE [3A. Supcrvises and provides for training of
administrative staff; reviews and prepares JAG actions on Financial Disclosure Reports (SF~278) and
Confidential Statement of Affiliations and Financial Interests (DD Form 1555); receives and reviews all
incoming/outgoing correspondence; maintains  division daiabases; schedules travel and training; screens
publications and directives; assembles information from files/databases to facilitate rescarch of background
information: arranges and prepares agenda for division staff conferences; prepares weekly work stalus reporns;
and coordinates/controls clerical and administrative work.

(d) HEAD, MILITARY AFFAIRS/PERSONNEL LAW BRANCH - CODE 131
Supervises and trains action officers, and assigns and reviews wotk product of branch attomneys; provides advice
and prepares opinions for SECNAV, CNO, CMC, CNP, and other headquarters aciivities on legal issues and
policics related to internal administration of the Depariment of the Navy, its personnel and relationships with
other federal, state, and local entitics. Has cognizance over issues related to: enfisted and aofficer procurement;
awhority of SECNAV/civilian executive assistants/commanding officers; delegations of authority; flag and
gencral officer matters; detachment for cause; administrative separations; law enforcement and physical security;
posse comitatus; installation commanders’ authority; prepublication review and other exercise of first amendment
rights matters; legislative jurisdiction; interagency agrecments; jury duty; and other military affairs issues.
Provides informal advice on professional responsibility matters pertaining o administrative discharge boards and
related issues,

(i) MILITARY AFFAIRS ACTION OFFICER - CODE 131.1. Action officer
for military affairs maners; researches issues and drafts opinions, correspondence and other documenis; handles
telephone inquirics; and provides advice and briefings as required.

(ii) MILITARY AFFAIRS ACTION OFFICER - CODE 131.2. Action officer
{or military affairs maners; researches issues and drafis opinions, correspondence and other documents; handles
ielephone inquiries; and provides advice and bricfings as required.

(iii) MILITARY AFFAIRS ACTION OFFICER - CODE 131.3. Action officer
for military affairs maners; rescarches issues and drafis opinions, corvespondence and other documemts; handies
telephone inquirics; and provides edvice and briefings as required.

(iv) MILITARY PERSONNEL ACTION OFFICER - CODE 131.4. Reviews
and prepares JAG actions on selection board precepts, selection board repors, nominalions, promotion and
continuation plans, special selection board requests, and Depaniment of the Navy instructions and legislation
relating thereto; maintains close lizison with CNO, CNP, and CMC staffs; provides advice and prepares opinions
concerning  eligibility for promotion, retirement, separation, continuation, transfer and redesignation, service
credit, failure of selecrion, and removal from promotion lists,

(v) LEGAL CLERK/TECHNICIAN - CODE 131.A. Suppons 131 branch,
Types a varicty of comespondence reports; compaoses original and teply correspondence of a routine nature;
reads, assembles, and checks ourgoing mail and mainiains related records; mainiains a compuier-assisied case
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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 technician duties.

() HEAD, STANDARDS OF CONDUCT BRANCH - CODE 132. Supervises and
trains action officers, and assigns and reviews work product of branch aitorneys; supports JAG in ihe
performance of his duties as a deputy ethics official per SECNAVINST 5370.1 [series], Standards of Conduct
and Government Ethics; provides advice on political activities, community relations, standards of conduct, and
related issues; reviews and prepares JAG actions of Financial Disclosure Reports (SF-278), and advises on

1 1ty f: Fryeenm ] tirard o 1. 1
employment resirictions for former and retired naval personnel; provides briefings {or individuals and groups on

Standards of Conduct. Has cognizance of professional responsibility issues and provides informal advice on
related matters.

(i) STANDARDS OF CONDUCT ATTORNEY - CODE 132.1. Action officer
for Standards of Conduct matiers; researches issues and drafts opinions, correspondence, and other documenis;
handles telephone inquiries; and provides advice and briefings as required.

{(ii) STANDARDS OF CONDUCT ATTORNEY ~ CODE 132.2. Action officer
for Standards of Conduct matiers; administers the Financial Disclosure Report systemn. Researches issues and
drafis opinions, correspondence, and other documents; handles telephone inquiries; and provides advice and
briefings as required.

(iii) LEGAL CLERK/TECHNICIAN - CODE 132.A. Supporis 132 branch.

tree mod mallaecs tanfmtnine cismaceriemele anlacdae aed adialan mmnaimtearstor Anaeancas ariotnal and
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reply correspondence of a routine nature; reviews incoming/ouigoing correspondence; indexes and maintains files
and records; and arranges travel for staff.

{f} HEAD, LEGISLATION & REGULATIONS BRANCH - CODE 133. Supervises

and trains action officers, and assigns and reviews work product of branch anomeys; reviews Department of

Defense/Navy directives, legislation, and instructions; provides opinions and advice on the Administrative
Procedures Act and the Federal Advisory Committee Act; provides legal counsel and policy advice on the
Freedom of Information Act and the Privacy Act to al! Department of the Navy headquaners and field activities;
serves as JAG member of the Defense Privacy Board; researches issues and drafts opinions, correspondence, and
other documents; provides advice and briefings as required; responsible for drafting and updaling JAG
instruction for FOIA and Privacy Act implementation within OJAG; acts as JAG point of contact for various
other administrative matters, including HIV(+) and drug testing policy; coordinates and edits changes to the
Manua! of the Judge Advocate General; acts as liaison for marters concerning publicali(ms of Navy materials in
the Federal r\t:bu.u‘:i and Code of Federal l\ﬁglilfﬂiﬁl_lS; coordinaies colleciion of Navy material io be puuu:mcu in
the U.S. Government Manual; develops, coordinates, and processes comments of the JAG relating to proposed
legislation, executive orders, and presidential proclamations; assists in drafiing legislation 10 be proposed by JAG
for inclusion in the Depanment of Defense legislative program; serves as single point of contact within OJAG
for all legislative matiers; and coordinates with OLA and provides weekly updates to JAG.

(i) BRANCH ATTORNEY - CODE 133.1. Performs research and drafis
opinions, correspondence, and other comments; handles telephone inquiries; assists in editing and coordinating
JAG Manual changes; and acts as alternate Federal Register Liaison Officer and Centifying Officer.

(i) LEGAL CLERK/TECHNICIAN - CODE 133.A. Supporis 133 Branch.
Maintains Federal Register and Legislative Affairs materials; assists in basic legal rescarch; responsible for the
development and operation of computer-assisted case tracking and reponing; types a variely of narrative and
tabular material; and maintains and indexes files/records systems.
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106, ASSISTANT JUDGE ADVOCATE GENERAL (GENERAL LAW) (CODE 03) AND DIVISIONS -
CODES 31, 32, 33, M, 35, AND 36

a. The AJAG (General Law) has primary responsibility (or admiralty, civil affzirs, investigations,
genera) litigation, claims, and legal assistance maiters.

(1) ADMIRALTY DIVISION - CODE 31. Provides advice on admiralty law matters to
JAG, SECNAV and all sea and shore units in DON; processes maritime ton and salvagefiowage claims; assists
Department of Justice admiralty attorneys in maritime litigation; obiins navigational light centifications for U.S.
Navy ships: coordinates work of naval reserve units supponing the division,

{8) DAJAG (ADMIRALTY) AND DIVISION DIRECTOR - CODE 31.

Admiralty Counsel of the Navy. Plans, directs, and administers the Navy's admiralty program; makes final
determinations on admiralty tont and saivage/towage claims where the amount of payment or collection does not
exceed $100,000; prepares JAG memoranda recommending SECNAV approval of claims sentlemenis exceeding
$100,000; initiates and prepares legislation pertaining to admiralty matters; coordinates and supervises the
procurement of services for the Navy, Army and Air Force under the Navy’s contract for marine-damage
surveys; prepares navigational light cenifications on Navy ships for signature by JAG; rcpresents the DON on
interagency commitices and working groups.

(i} SECRETARY/OFFICE SUPERVISOR - CODE 315.
{6) ASSISTANT DIVISION DIRECTOR - CCDE 311, Scrcens and soutes all
incoming correspondence; assigns new cases, maintains admiralty case dockel; supcwiscs training of division
officers; ariginates periodic and sianistical reports; manages the clerical staffi coordinates the work of wo
reserve unils supporiing the division; provides advice on admiralty matters to operating forces and ficld legal
offices.

(¢) ADMIRALTY ATTORNEYS (3) - CODES 311, 312, and 313. Each anomey
manages a portion of the admiralty case docket, performing all functions related (o processing, negotiating, and

recommending disposition of admirally claims by and against the Navy, including preparation of memoranda and
rorracnnndance for cvnn-jlnr- he NALACG fﬁdﬂ-nrﬂhu\ 1AG or QFPNAV nrprnrnllnn of llllﬂﬂflﬂn remrg: fnr !hﬂ

AU LDpULIMRLIRY BV IR UL VY ST ST WP SMILILRIT T gy A, (21 et gl Rl WL edle - SRS

DOJ for admiralty litigation cases; assisting DOIJ trial anomeys by loulmg Navy documents, preparing
discovery responses, briefing relevam issues of law, and -arranging for the attendance at trial of DON witnesses;
cach attorncy is additionally assigned as a specialist in particular arcas of maritime law such as salvage,
navigation, ship pollwion tont liability.

(i) SECRETARIES - CODES 3).15/312S AND 311S/313S.

() CIVIL AFFAIRS DIVISION - CODE )2, Provides advice, actions, administration, and

review of cases and requests in the areas of labor law, occupational safety and health, fiduciary affairs, military

compensation, retirement law, the Disability Evaluation System, Anicle 138/1150 cumplamls governmemn
taxation, and family advocacy.

(3 DAJAG (CIVIL AFFAIRS) AND DIVISION DIRECTOR - CODE 32
Responsible for the management, coordination, and completion of all the division's functions and requirements.

(b) LABOR AND EMPLOYMENT LAW BRANCH - CODE 321. Oversees OJAG
Labor and Civilian Personnel Law program; advises QJAG ond field judge advocetes regarding Merit System
Proiection Board (MSPB), Federal Labor Relations Authority (FLRA), and Equal Employment Opponunity
Commission (EEQC) and Qccupational Safety and Health Adminisiration (OSHA) matters, as well as collective
bargaining issues (including contract negotiations and grievance and arbitration issues upon request); handles
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field and appeal proceedings involving the above agencies and subjects. Maintains liaisen with Office of General
Counse]l (OGC) and the Office of Civilian Personnel Management (OCPM) on labor and employment issues;
serves as member of the Navy Safety and Occupational Health Working Group (SOHWGY serves as JAG
contact on Drug-Free Workplace Program (DFWP); and provides training to field commands.

(<) ARTICLE 138/ARTICLE 1106 COMPLAINTS BRANCH -CODE 321. Performs
JAG review of all complaints submitted under Article 138, UCMIJ, and article 1150, U.S. Navy Regulatiops,
1990; prepares memoranda and letters for signature by ASN (M&RA). Researches and drafis replies and
proposcd responscs io congressional and other inguires relating to complaints; maintains complaint files and
indexing system; provides guidance to field judge advocales regarding procedural and substantive aspects
necessary for a proper complaini; reviews FOIA and Privacy Act requests secking informatien from complaint

files, and drafis appropriate responses. Maintains Chapter 11 JAGMAN.

{d) FIDUCIARY AFFAIRS BRANCH - CCDE 323. Oversees the fiduciary-trustee
program for the disbursement of military pay 10 active and retired Navy and Marine Corps personnel who have
been found mentally incompetent to manage their financial affairs. Supervises the selection of the trusice and
oversees the trusteeship including the annual accounting of the funds received and disbursed by the trustee;
prepares and coordinates all correspondence and tclephone inquiries regarding this program. Maintains liaison
with the Navy and Marine Corps Finance Centers, the Depariment of Velerans Affairs, and the Naval Medical
Command. Responsible for JAGMAN chapter XIV.

(¢) FAMILY ADVOCACY BRANCH - CODE 324. Serves as JAG action officer on

n mrnmnran meliniae mod acnnadiras ae lasal aemante af £a nduaracry icciiac davslanc

fﬁﬁ‘lﬂ'y' ad“macy‘ matners; prepares pouicics 8nd proccourcs on 1Cgal aspecis ol uuuu_y' aGvocacy Issucs; Geviiops
long~term JAG plan for legal aspects of family advocacy; provides training, materials, and resources for DOD
and DON family advocacy programs; obiains funds for JA training; advises OJAG and field judge advocates
regarding handling child abuse cases and wtilization of multi-disciplinary approach. Monitors handling of
complex child abuse prosecutions in the field; serves as attomey member of DOD Family Advocacy Command
Assistance Team and DON Family Advocacy Team; maintains liaison with various federal and staie agencies
regarding family advocacy issues.

() FINANCE AND RETIREMENT LAW BRANCH - CODE 325. Prepares actions
for the Judge Advocaie General and SECNAV on requesis from accountable officers for relief from liability and
requests 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 the use of
Official Representation Funds. Reviews disability—evaluation cases for legal sufficiency; acis on members’
appeals from determinations of Physical Ewvaluation Board; reviews retirement rcqucsts of Navy flag officers;
makes war-relaied-disabilitv deierminaiions; acis on appeals fom denials of the Reserve disability benefits;
provides legal opinions concerning matters involving retirement and disability evaluation; and reviews instruc-
tions and regulations pertaining 1o retirement, separation, and disability evaluation and benefits.

(3) INVESTIGATIONS DIVISION - CODE 33. Manages incoming information
(investigative reports and messages); reviews, reads, distributes, files, logs onlo investigative control sysiem (as
appropriale) incoming message traffic, JAG Manual investigations, and NAVJAG Forms 5800/15; reads,
reviews, and distributes (as appropriate), incoming amplifications; prepares, routes, reviews advance copy list;
controls classified information, safes; manages storage and retrieval of cases from long-term storage in Suvitland,
MD:; processes incoming requests for information (correspondence and telephonic); reviews smooth oulgoing
correspondence (initial and interim NOK, FOIA responses, non-siandardized correspondence, amplifications);
prepares, proofs, drafs, releases FOIA and NOK correspondence on proposed redacted copies; prepares, proofs,
drafts correspondence for non-standardized responses and amplifications; reads and reviews incoming
comrespondence, requcSls for information (FOLA/NOK), assigns correspondence control number to each,
researches for staius of invesiigation; tracks initial responses to incoming requests, receipt of [inal and
subsequent endorsements, and interim responses due; prepares high-visibility—case reports; responds 1o phone
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inquiries on procedural requirements of JAG Manual investigations, status inquiries from NOK, CACO, FOIA,
Cangress, media, litigants; prepares investigations for release: recads investigation, makes deletions, drafts,
prepares, reviews, and signs FOLA and NOK releases; discusses and coordinates FOIA/PA/NOK exemptions with
Adminisirative Law, Admiralty, Litigation, and Claims Divisions.

(a) DAJAG (INVESTIGATIONS) AND DIVISION DIRECTOR - CODE 33. Ensures
substantive accuracy of Chapter If of the JAG Manual and JAGINST 5830.1 disseminates guidance to the field,
and manages available resources to achicve the division's mission in its functional area.

(b) ASSISTANT DIVISION DIRECTOR - CODE 33.1. Assists in promulgating
procedures and policy for all facets of JAG Manual invesiigations; (rains aciion officers; and ensures control
and accuracy of the division's work product.

(c}) ADVISORY LEGAL SPECIALIST -~ CODE 33.2. Ensures office procedures and
policies are being adhered to as set forth by the division dircctor; manages office personnel; reccives and
cantrols all classified material; provides advice to the field conceming administrative investigations.

(d) INFORMATION SPECIALIST (ACTION OFFICER) ~ CODE 33.3. Prepares JAG
Manual investigative reports for release to next—of-kin of deceased and missing Navy and Marine Carps service
members and other requesters under the FOLA and Privacy Act; coordinates release of investigative reports with
various Navy and Marine Corps commands and congressional-liaisan offices; responds to inquiries from the
field concerning the preparation, content, and release of investigations; and prepares as direcied responses to
miscellaneous comespondence received,

(¢) INFORMATION SPECIALIST (ACTION OFFICER) ~ CODE 33.4. Prepares JAG
Manual investigative reports for release (o next-of-kin of deceased and missing Navy and Marine Corps service
members and other requesters under the FOIA and Privacy Act; coordinates release of investigative reports with
various Navy and Marine Corps commands and congressional-linison offices; responds to inquiries from the
ficld concerning the preparation, content, and release of investigations; and prepares as directed responses to
miscellancous correspondence received.

() LEAD LEGAL TECHNICIAN - CODE 33A. Provides administrative
suppont for the division; maintains clerical opcrations within the office; receives, reviews, controls, and
distributes the workload of incoming correspondence, JAG Manual investigative reponts and NAVIAG 5800/15
injury rcports,

(i LEGAL TECHNICIAN (TYPING) - CODE 33B.
Pravides administrative suppon for the division; keypunches in the office computer system death messages,
NAVIAG 5800715 injury reports and JAG Manual investigations as direcied.
Keypunches in the office computer system next—of-kin, FOIA, Privacy Act, and other comespondence initial and
final letter responses;

(iii) LEGAL TECHNICIAN (TYPING) - CODE 33C.
Provides administrative suppont for the division; keypunches in the office computer sysiem death messages,
NAVIJAG 5800/15 injury repons and JAG Manual investigations as direcied. Keypunches in the office computer
system next-of-kin, FOIA, Privacy Act, and other correspondence initial and final letter responses;

(4} GENERAL LITIGATION DIVISION - CODE M. Defends DON policy, programs,
and actions that are challenged in civil litigation; researches and analyzes issues, prepares muotions a:d
supporting briefs, defends/settles cases, prepares briefs for appellate actions, and provides advice to DON clients;
accomplishes litigation-related tasking, including: evaluates complaints in civil suits; prepares dispositive and
other motions for submission to cognizant federal couns; conducts discovery and defends cases in court at the
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trial level; serles cases where appropriate; prepares memoranda setting out the DON position concerning
advisability of appealing adverse decisions; prepares appellate briefs; provides preventive advice re litigation
issues; coordinates litigation positions within DON, DOD, and other federal agencies; acts as SECNAV
representative on matters involving litigation demands for winesses or documents where the U.S. may be a party
or where expert testimony is requested; provides advice concerning service of warrants and service of judicial
process on service members; assists Department of Justice in obtaining Navy witnesses for federal litigation;
acts as the reviewing authority and action office for SECNAV regarding Freedom of Information Act and
Privacy Act appeals.

(a) DAJAG (GENERAL LITIGATION) AND DIVISION DIRECTOR - CODE 34
Coordinates OJAG action in all civil litigation not under the cognizance of the General Counsel or other OJAG
divisions; advises JAG and the AJAG (Civil Law) on legislation, regulations, and judicial decisions concerning
civil litigation, FOIA, or the Privacy Act, that may affect DON operations; makes recommendations conceming
litigation policy. Approves all motions, briefs, responsive pleadings, and memoranda submitted 1o DOJ or U.S.
Attomeys for filing in U.S. courts; reviews all FOIA and Privacy Act appeal responses submitted to JAG;
coordinates with DOJ, U.S. Atiomeys, Navy OGC, Army JAG and Air Force JAG as required; compiles
technical and statistical reports on FOIA and Privacy Act administrative appeals, litigation, and time-and-
expenditure factors.

(b) DEPUTY DIVISION DIRECTOR - CODE 34.1. Assigns all incoming cases;
oversees progress and conduct of all litigation and FOLA administrative appeals; reviews all motions, briefs,
responsive plcadings, and memoranda; reviews all FOIA and Privacy Act administrative appcnl TESPONSES;
coordinates with DOJ, U.S. Auwtomeys, Navy OGC, Army JAG and Air Force JAG as required; analyzes division
resources, developing plans and making recommendations 1o the division director; supervises the clerical staff
and acts for the division director in his/her absence; litigates cases as assigned.

{(c) PERSONNEL LAW BRANCH HEAD - CGODE 341. Oversees all litigation
involving military—personnel regulations, policies, and practices; coordinates with DOJ and U.S. Atlomeys as
required; coordinates appropriate cases with the other branches of the service and the Department of Defense;
prepares and maintains a deskbook for addressing critical issues in the subject area; prepares articles for the
OTR and other publications; responds to inquiries regarding litigation sirategies and high visibility cases;
conducts training on personnel law issues for active duty and reserve personnel; provides orientation and
mentoring to the junior officers assigned 1o the branch; rteviews cases, motions, correspondence, and other
litigation documents provided to and prepared by members of the branch; liligates cases as assigned.

(i) PERSONNEL LAW ATTORNEY - CODE 341.1. Handles all maners
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Justice and United States Automeys' offices, conducting discovery, attending pretrial conferences, negotiating
settlements, preparing all litigation documents for filing, examining wilnesses, and arguing the cases in courl;
prepares Iraining lectures for active duty and reserve personnel; prepares articles for the OTR and other
publications;  prepares memoranda on policy matters pertaining to personnel law as assigned; prepares
memoranda and response letters on FOIA and Privacy Act appeals as assigned.

(ii) PERSONNEL LAW ATTORNEY - CODE 341.2. Handles all matters
attendant 1o litigating cases assigned, including developing case strategy, coordinating with the Depariment of
Justice and United States Attomeys' offices, conducting discovery, attending pretrial conferences, negotialing
setilements, preparing all litigation documents for filing, examining wiinesses, 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 policy matiers pertaining to personnel law as assigned; preparcs
memoranda and response letters on FOIA and Privacy Act appeals as assigned.




R)

(d) CONSTITUTIONAL LAW BRANCH HEAD - CODE 2. Oversees all litigation
involving constitutional challenges to command authority, allegations of censtitutional or staic law 1ons by
military personnel; coordinates with DOJ and U.S. Attomeys as required; coordinates appropriate cases with the
other branches of the service and the Depariment of Defense; prepases and maintains a deskbook for addressing
critical issues in the subject area; prepares anicles for the OTR and other publications; responds to inguiries
regarding litigation straicgies and high visibility cases; conducts training on constitutional law and personal ton
liability issues for active duty and reserve personnel; provides orientation and mentoring to the junior officers
assigned to the branch; reviews cascs, motions, correspondence, and other litigation documents provided to and
prepared by members of the branch; litigates eases as assigned.

(i) CONSTITUTIONAL LAW ATTORNEY - CODE 342]. Handles all
matters anendant to litigaling cases assigned, including developing case sirategy, coordinating with the
Department of Justice and United States Attomeys® offices, conducting discovery, anending pretrial conferences,
negotiating setlements, preparing oll litigation documents for filing, examining wilnesses, and arguing the cases
in court; prepares maining lectures for sctive duly and reserve personnel; prepares anticles for the OTR and
other publications; prepares memoranda on policy matters pertaining to constitutional law as assigned; prepares
memoranda and response letters on FOIA and Privacy Aot appeals as assigned.

(i) PARALEGAL SPECIALIST - CODE 342T. Maintains automated casc-
wacking system; provides weekly updales on status of cases; maintains and archives finished case files;
reviews incoming litigation, idemifying issues and noting duc dates; performs legal research and prepares civil
pleadings for review by sitorneys; coordinates and provides guidance on litigation relaied documents, witness,
and deposition requests as required, including maintenance of litigation demand wracking system; prepares legal
cammespondence.  Acts as technical service represeniafive.

{c) DISABILITY LAW BRANCH HEAD - CODE 343. Oversees all litigation arising
under disability laws or regulations, or agency disability determinations involving mititary or former mifitary
personnel; coordinates with DOJ and U.S. Artomeys as required; coordinates appropriate cascs with the other
branches of the scrvice and the Depantment of Defense; prepares and maintains a deskbook for addressing
critical issues in the subject arca; prepares anicles for the OTR and other publications; responds 1o inguiries
regarding litigation strategics and high visibility cases; conducts training on disability law issues for active duty
and reserve personnel; provides oricniation and mentoring to the junior officers assigned to the branch; reviews
cases, motions, correspondence, and other litigation documenis provided to and prepared by members of the
branch; litigates cases as assigned.

(i) DISABILITY LAW ATTORNEY - CODE 343.1. Handles all matiers
attendamt to litigating cases assigned, including developing case straiegy. coordinating with the Depantment of
Justice and United Siates Aitomeys' offices, conducting discovery, attending pretrial conferences, negotiating
sctilements, preparing all litigation documents for filing, cxamining wilnesses, and arguing the cases in coun;
prepares waining lectures for active duty and reserve personnel;  prepares articles for the OTR and other
publications; preparcs memoranda on policy matters pertaining to disability laws or regulations as assigned;
prepares memoranda and respanse letters on FOIA and Privacy Act appeals as assigned.

(H ENVIRONMENTAL LAW BRANCH HEAD - CODE 344, Oversees all litigation
under environmental laws applicable to U.S. arising from DON operations; coordinaies with DOJ and U.S.
Altomeys as required; coordinates appropriate cases with the other branches of the service and the Depariment
of Defense; prepares and maintains a deskbook for addressing critical issues in the subject area; prepares
anticles for the OTR and other publications: responds to inquiries regarding litigation straicgies and high
visibility cases; conducts training on environmental law issues for active duty and reserve personnel; provides
orientation and mentoring to the junior officers assigned to the branch; reviews cases, motions, correspondence,
and other litigation documenis provided to and prepared by members of the branch; provides inpul on
environmental issues and proposcd environmenial legislation; litigates cases as assigned.
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(i ENVIRONMENTAL LAW ATTORNEY - CODE 344.1. Handles all
matiers attendant 1o litigating cases assigned, including developing case sirategy, coordinating with the
Department of Justice and United States Attomeys' offices, conducting discovery, attending pretrial conferences,
negotiating settlements, preparing all litigation documents for filing, examining wiinesses, 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 environmental issues and proposed environmental [egislation;
prepares memoranda and response letters on FOIA and Privacy Act appeals as assigned.

{g) FREEDOM OF INFORMATION AND PRIVACY ACT BRANCH HEAD -
CCODE 345. Oversees all litigation arising under FOLA and Privacy Act appeals 0 JAG. Coordinates with DOJ
and U.S. Attomeys as required; coordinates appropriate cases with the other branches of the service and the
Departmemt of Defense; prepares and mainiains a deskbook for addressing critical issucs in the subject area;
prepares anticles for the OTR and other publications. Assigns all FOIA and Privacy Aci appeals, monitors
progress, and reviews ail memoranda and response ietters prior to submission; oversees preparation of iechnicai
and statistical reports on FOIA and Privacy Act appeals, litigation, and time-and—expenditure factors; conducis
training on FOIA and Privacy Act issues for active duty and reserve personnel; Litigates cases as assigned;
prepares memoranda and response letiers on FOIA and Privacy Act appeals as required.

(i) PARALEGAL SPECIALIST - CODE 345.1. Receives, organizes, and
manages appeals to0 JAG under FQIA and Privacy Act; prepares weekly summaries and case-tracking reporis on
FOIA and Privacy Act appeals; prepares technical repons and statistical information conceming FOIA and
Privacy Act appeals, litigation, and time-and-expendilure factors; coordinates and monitors classification

reviews;  provides guidance on FOIA and Privacy Act matters to other commands; prepares legal

correspondence; handles requests by DOJ for DON wilnesses.

(h) LEGAL TECHNICIAN/LEAD SECRETARY - CODE 346. Responsible for
administrative suppont of assigned attomeys and paralegals by the suppont siaff; assigns clerical and 1yping tasks;
drafis routine correspondence; obtains material, information, and witnesses as required or directed; provides
cterical and typing suppon; reviews all ouigoing correspondence for proper form; Maintains correspondence
tracking system and division files.

(i) CLERK/TYPIST - CODE 346.1. Provides clerical and typing suppon;
receives telephone calls: acts for the Paralegal Specialist in his/her absence; maintains filing system.

(ii) CLERK/TYPIST - CODE 346.2. Provides clerical and typing suppornt as
assigned; receives telephone calls; acts for the Legal Technician in his/her absence.

(5) CLAIMS AND TORT LITIGATION DIVISION - CODE 35. Adjudicates claims
against the Department of the Navy under the Federal Tort Claims Act, Military Claims Act, Foreign Claims
Act, and Personnel Claims Act; provides litigation suppont to U.S. Autorneys representing the U.S. in claims
litigation; 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.

(a) DAJAG (CLAIMS AND TORT LITIGATION) AND DIVISION DIRECTOR -
CODE 35. Special Assistant for Claims, NAVLEGSVCCOM. Functionally manages the DON claims system,
composed of the field activity adjudicating authorities and the headquarters claims attorneys; ensures the claims
function is effectively and efficiently performed throughout the DON; coordinales claims-related resource and
budget decisions with other divisions; and develops, proposes for approval, and then implements substantive and
procedural claims policy and standards. Has settlement authority up to $100,000.00 under the Federal Tort
Claims Act and up 10 $25,000.00 under the Military Claims Act, and unlimited denial authority under both Acts.
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(i) LEGAL ASSISTANT/OFFICE SUPERVISOR & MANAGER - CODE 33A.
Assists the division director in planning, organizing, and dirceting the division; maintains claims budget; acts as
izchnical support representative; supervises support staff.

{b) DEPUTY DIVISION DIRECTOR - CODE 35.1. Assigns all incoming cases:
oversees progress and conduct of all adjudications and litigation support; reviews all sctilement or denial
caorrespondence.  Coordinates with DOJ, U.S. Anomeys, Navy OGC, Army and Air Force JAG as required.
Analyzes division resources, developing plans and making recommendations 1o the division director, and acts for
the division director in his or her absence. Has setilement authority up to $100,000.00 under the Federal Ton
Claims Act and up 1o $25,000.00 under the Military Claims Ac1, and unlimited denia! authority under both Acts.

{¢) FEDERAL TORT CLAIMS BRANCH - CODE 35I. Monitors individually
assigned DON claims and ton litigation cases, with specialized responsibility for those concerning
nonappropriated fund insrumentaiities; manages assigned cases when received for headquarters action from izeid
activities; provides additional legal research and claims investigation, as necessary; conducts lega! and factual
analyses and authors memorandum recommendations regarding proper administrative adjudication; drafts related
correspondence, including denial notices, setlement offers and agreements, and sctilement recommendation
submissions to DOJ, when settlement approval is required; communicates with witnesses, other gevemnmen!
agency representatives, unrepresented claimants, and claimants’ attomneys, field aclivity and other Federal agency
suppon, including litigation reponts, draft pleadings, motions and discovery, and assistance in obtaining wilnesses
and physical and documentary evidence; maintains current and accurate electronic data base of assigned cases
and management information system; provides advice and policy guidance 1o ficld activity claims anomeys;
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{i) LEGAL TECHNICIAN - CODE 3518.
(i)) PARALEGAL SPECIALIST - CODE 35PS1.
{iii) LEGALMAN/PARALEGAL SPECIALIST - CODE 35PS2.

{(d) LEGAL MEDICINE SECTION - CODE 35i.1. Ensures headquarters coordination
and oversight of the adminisrative adjudication of all medical negligence claims against DON, and of DON
litigation suppon to DOJ in such actions, communicates with Chicf, Burcav of Medicine and Surgery, on
medical-legal issues: supervises section anterncys; monitors individually assigned DON claims and ton
litigation, and manages those and other assigned cases received from field activities; performs legal research and
claims investigation;  conducts analyses and makes recommendations regarding proper administrative
adjudication; drafts related commespondence, including the denial notices, setilemem offers and agreements, and
senlement recommendations to DOJ, when settlement approvat is required; communicetes with DOD medical
experts, witnesses, other agency representatives, unrepresented claimanis and claimants’ anomeys, ficld activity,
and other agency attommeys; provides litigation supponi, including litigation repons, draft pleadings, motions and
discovery, and assists in obtaining wimesses and physical and documeniary evidence: maintains automated

database- of assigned cases; and- provides advice and policy guidance to field-activily claims atlomncys.
(i) PARALEGAL SPECIALIST - CODE 351.1PS}.
(ily LEGALMAN/PARALEGAL SPECIALIST - CODE 351.1PS2.
{¢c) MEDICAL MALPRACTICE ATTORNEY - CODE 351.11. Monitors assigned
DON claims and tort litigation arising from allegations of medical negligence in Navy health care facitities and
manages those and other assigned cases reccived for headguarters actions from field activities; provides

additional legal research and claims investigation, as necessary; conducts legal and factual analyses and authors
memorandum recommendations regarding proper administrative adjudication;  drafts relaed correspondence,
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including denial notices, seitlement offers and agreements, and settlement recommendation submissions 10 DO,
when seulement approval is fequired; communicates with DOD medical experts, witnesses, other government
agency representatives, unrepresented claimants' attorneys, field activity and other federal agency attomeys,
including DOJ and Assistant U.S. Attomeys; provides litigation support, including litigation reporns, draft
pleadings, motions and discovery, and assistance in obtaining wilnesses and physical and documentary evidence;
maintains current and electronic database of assigned cases; provides advice and policy guidance to field activity
claims attorneys; performs such other duties as may be assigned.

() MEDICAL MALPRACTICE ATTORNEY - CODE 351.12. Monitors assigned
DON claims and tort litigation, and manages those and other assigned cases reccived from field activitics,
performs legal research and claims investigation; conducts analyses and makes recommendations regarding
proper notices, settlement offers and agreements, and senlement recommendations 1o DOJ, when setlement
approval is required; communicates with DOD medical experts, wiinesses, other agency representatives,
unrepresented claimants, and claimants' artorneys, field-aclivity, and other agency attorneys; provides litigation
suppart, including litigation repons, draft pleadings, motions, and- discovery, and assistance in obiaining
witnesses and physical documentary evidence; mainiains automated database of assigned cases; and provides
advice and policy guidance 1o field-activity claims attomneys.

(g) INDUSTRIAL HAZARDS & WORKPLACE INJURY SECTION - CODE 351.2.
Monitors assigned DON claims and tont litigation, with specialized responsibility concerning toxic and industrial
hazards and workplace injury cases; manages those and other assigned cases when received from field activities;
performs legal research and claims investigation; conducts analyses and makes recommendations regarding
proper administrative adjudication; drafis related correspendence, including denial notices, settlement offers and
agreements, and settlement recommendations to DOJ, when settiement approval is required; communicates with
wilnesses, other agency representatives, unrepresented claimants, and claimants’ anorneys, ficld activity and other
agency attorneys; provides litigation suppor, including litigation reponts, drafts pleadings, motions, and
discovery, and assistance in obtaining witnesses and physical and documentary evidence; maintains automated
database of assigned cases; and provides advice and policy guidance 1o field-activity claims aftorneys.

(h) MILITARY & FOREIGN CLAIMS BRANCH - CODE 352. Coordinates
adminisirative adjudication of claims against the DON under the Military Claims and Foreign Claims Act
requiring SECNAV or JAG approval; makes recommendations to adjudication authorities; formulates policy
recommendations; provides guidance to field activity attomeys and other DON personnel on claims and liability
issues associated with status-of-forces agreements and other matters regarding foreign countries; monitors
assigned DON claims and tont litigation cases; manages those and other assigned DON cases when received
from field activities; performs 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 setilement recommendations to DOJ, when senilement approval is
required, communicates with witnesses, other agency representatives, unrepresented claimants and claimants'
attorneys, field activity, and other agency attorneys; provides litigation suppont, including litigation reponts, draft
pleadings, motions, and discovery, and assistance in obtaining witnesses and physical documentary evidence;
maintains automated database of assigned cases; and provides advice and policy guidance 10 field-activity
claims attorneys.

(i) LEGAL CLERK - CODE 3528.

(i) PERSONNEL & AFFIRMATIVE CLAIMS BRANCH - CODE 353. Ensures
headquarters coordination and oversight regarding Personnel Claims Aci, Medical Care Recovery Act, carrier
recovery, property damage and other affirmative claims throughout the DON; provides policy guidance to field
activities and under the Personnel Claims Act and the preparatien of JAG actions thereon; seeks recoupment of
DON payments for postal claims from accountable individuals; provides litigation support to DOJ on affirmative
claims; communicates with Navy Supply Systems Command, the Military Transportation Management
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Command, DQJ, and representatives of the moving industry and other military services.
() LEGAL CLERK - CODE 3538,

(ii) PARALEGAL SPECIALIST/PERSONNEL CLAIMS ADJUDICATOR -
CODE 353.1.

(6) LEGAL ASSISTANCE DIVISION - CODE 36. Oversees and directs management of
the Depariment of the Navy Legal Assistance Program: develops and promulgates DON legal assistance policy;
responds 1o external (including Congressional) inquiries concerning the program; maintains liaison with other
services and bar organizations; gathers data and evaluates the performance of the Navy legal assisiance program;
develops managemem plans for the program; evaluates cihics complaints regarding legal assistance altomneys or
offices. Represents Navy on the Armed Forces Tax Council and DOD Tax Policy Advisory Group; advises the
JAG, SECNAV, and fieid aciivities on federai and state taxation and tax policy. Suppons ficid icgal assistance
offices and anomeys through rescarch suppon, cxpert waxation advice and tax form distribution, publications
(including the recurring Legal Assisiance Memorandum and monographs) and evaluates and distributes standard
legal assistance software: suppons headquarters activities through legislative review, direct tax law suppon,
casework, and tax form services; serves as point of contact for legal assistance-related programs, such as
adoption reimbursement; assists the Naval Legal Service Command in the development of standards and quality
assurance programs for legal assistance offices; suppons command inspection program; supports Naval Justice
School legal assistance curticulum development and review.

{8} DAJAG (LEGAL ASSISTANCE) AND DIVISION DIRECTOR - CODE 36.
Functionally manages the DON Legal Assisiance Program and the world-wide sysiem of providers, compased of
the field activity legal assistance offices, independent active duty legal assistance allomeys, and Reserve
providers (units, PERSMOBTEAMs, and designated independent legal assistance atiommeys); ensures the legal
assistance function is effectively and efficiemly performed throughour the DON; coordinates legal assistance
related resource and budget decisions with other divisions; and develops, proposes for approval, and implements
substantive and procedural legal assistance policy and standards.

(b) ASSISTANT DIVISION DIRECTOR/HEAD, TAX BRANCH - CODE 36.1

Exccutes divisic icy
Exccutes division policy; responsible for office adminiswration, including supervision and dircoiion of anomeys
and military and civilian support personncl. Provides suppon to hcadquarters and ficld legal assisiance artomneys
and clienis in taxation maners. Provides advice and opinions on Federal, Siate, and local tax issues affecting
military personnel or the Depariment of the Navy; provides advice and assistance to Navy organizations for the
administrative or legislative rtesolution of income-tax problems affecting military personnel, including
employmeni-lax issues; represents the Navy on the Armed Forces Tax Council and, in conjunctien with the
General Counsel, in the DOD Tax Policy Advisory Group; provides advice on State and local business income,
sales, property iax issues affecting nonappropriated-fund activilies; reviews regulations and instruciions involving
1axation issues; and supervises coordination of field tax assistance programs including overseas tax courses,
VITA proerams, and tax form distribution,
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(i) LEGAL SECRETARY/OFFICE MANAGER - CODE 36S. Provides
research supponi to division and field legal assistance aftorneys. Assembles, edits, produces, and disiributes the
legal assistance publications. Assembles, analyzes, and interprets legal assistance workload data and prepares
reports. As office manpager, screens and roules incoming correspondence; maintains “tickler system® for division
action items: types, proof-reads, assembles and disiributes outgoing correspondence/mail and legal documents;
types and proof-reads legal assistance publications; designs sysiems for and maintains division files and records;
maintains time and attendance repons for division civilian personnel; maintains routine division supply stocks;
maintains and updates research reference materials and tax forms.



R)

(c) STAFF ATTORNEY/PUBLICATIONS MANAGER - CODE 36.2. Develops,
researches, writes, and edits legal assistance publications. Manages production and distribution of publications,
provides research support to field legal assistance attorneys, provides research suppor to the division direcior in
legal assistance policy matters.

107. ASSISTANT JUDGE ADVOCATE GENERAL (MILITARY JUSTICE)} (CODE 02) AND DIVISION
- CODE 20, AND OFFICER IN CHARGE, NAVY-MARINE CORPS AFPELLATE REVIEW
ACTIVITY (NAMARA) (CODE 04) AND DIVISIONS - CODES 40, 45, AND 46

a. The AJAG (Military Justice) (Code 02) has primary supervisory responsibility for the performance
of JAG's statutory duties in all military justice and related matiers as authorized in the Uniform Code of Military
Justice (UCMP) (10 U.S.C. §§ 801-940), the Manual for Couris-Manial, 1984 (MCM, 1984), and the JAG
Manual; serves as a member of the JAG Ethics Commitiee; serves as OIC, NAMARA (Code (4); supervises
the Principal Deputy AJAG (Military Justice) (Code 02A) and one OJAG division director who has specific
responsibility for criminal law policy (Code 20), and coordinates with other DAJAG's when areas of
respansibility overlap; coordinates administrative matters with the Chief Judge, Navy-Marine Corps Tnal
Judiciary (Code 05) and the Chief Judge, Navy-Marine Corps Court of Military Review (Code 07).
Additionally, as OIC, NAMARA (Code 04), the AJAG (Military Justice) oversees and supervises the Assistant
Officer in Charge, NAMARA (Code 04A), the Administrative Support Division (Code 40), Appellate Defense
Division (Code 45), and Appellate Government Division (Code 46).

b. The Principal Deputy AJAG (Military Justice) (PDAJAG) (Milirary Justice) (Code 02A) assists the
AJAG (Military Justice) in all matters within the AJAG's claimancy, perferming all duties of the AJAG in the
AJAG's absence; coordinates military justice matters among divisions having overlapping responsibility;
monitors, coordinates and reviews all taskings prepared for signalure or review by the AJAG; coordinates
military and civilian personnel management poticy within the AJAG's claimancy; and serves as primary JAG
member of the Naval Clemency and Parole Board (NCPB). Additionally, as AOIC, NAMARA (Code 04A), the
PDAJAG (Military Jusiice) assisis in supervising the Administrative Suppont Division (Code 40), Appellate
Defense Division (Code 45), and Appellate Government Division (Code 46).

(1) CRIMINAL LAW DIVISION - CODE 20. Oversees military justice policy within the
Department of the Navy; drafts legal and policy advice for JAG on wide variety of military justice matters;
reviews all legislative and regulatory proposals affecting military justice; represents the Navy in regular
meetings of the Joim Service Committee on Military Justice (JSC), which is the principal vehicle for staffing
amendments to the UCMJ and Manual for Counts-Mantial, and provides Navy representative for weekly meetings
of the joini-service working group supporiing the JSC; siaffs all amendments 10 Secretarial and JAG regulations
implementing UCMI: reviews all decisions of military appellate counts for systemic malfunction; staffs JAG
centification of cases for review by NMCMR or USCMA; staffs requests for Secretanial designation as general
and special court-manial convening authority, and for Secretarial substitution of administrative for punitive
discharge; staffs requests for JAG authorization to refer charges for trial by court~-manial after adjudication of
similar charges by State or foreign couns; staffs FOIA requests and recommendations for exercise of AJAG's
FOIA denial authority; provides JAG representative 10 SECNAV Clemency and Parole Board; provides
informal professional ethics advice service for all Navy and Marine Corps judge advocates engaged in trial work,
coordinates court orders and warrants of attachment; and publishes timely guidance to all military justice
practitioners in the Department of the Navy.

(a) DAJAG (CRIMINAL LAW) AND DIVISION DIRECTOR - CODE 20. Ensures
the timely, effective and efficient performance of all division functions; represents the JAG on military-justice
maiters; reviews and approves all letters and memoranda drafted within the Division staling opinions or
recommendations of the AJAG or higher authorities on military—justice matters, and other items as requesied er
directed; and represents the JAG on the Joint Service Commitiee on Military Justice. As Special Assistant for
Military Justice, NAVLEGSVCCOM, advises COMNAVLEGSVCCOM regarding policies, plans, resources and
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procedures cffecting the military-justice mission of NAVLEGSVCCOM: substitutes when necessary as an
alternate member of the Naval Clemency and Parole Board; and conducts inspeciions of NLSO's and
Detachments.

(b) ASSISTANT DIVISION DIRECTOR - CODE 20.1. Assists the director in all
functions of the division and discharges the duties of the division director in the director's absence; reviews
incoming and outgoing comespondence; drafts military and civilian personnel actions;  subject 1o approval by
the director, assigns all routine work within the Division; substitutes when necessary as an altemate member of
the Naval Clemency and Parole Board: and, under the supervision of the direcior, coordinates with other IAG

and DON officials on matiers affecting military justice.

(c) POLICY, PLANS, AND RESOURCES OFFICER - CODE 201. Evaluates
effectiveness and efficiency of the military-justice function in the DON; initistes and analyzes recommendations
for program improvements; under the supervision of the director, interfaces with JAG and DON officials on
matters directly affecting program performance; prepares briefings and drafis replies to congressional inquirics
on matters within the purview of assigned dutics; assists the dircctor in the inspection of NLSO's and
dctachmcms and advises and assists the director in moafers pertaining to military-justice policy, plans and

(d) ADVISORY LEGAL OFFICER - CODE 202. Drafis JAG opinions on mililary-
justice maners; supervises the maimenance of the Division’s hisiorical files: swaffs rcquests for convening
authority designation by SECNAV; coordinates with Department of Justice for authorization to immunize
civilian witnesses in connection with trials by coun-manijal; prepares briefings and drafts replies to
congressiona) inguiries on matiers within the purview of assigned duties; and advises and assists the director in
matters pertaining to the legal opinions of the JAG regarding military justice.

legal rescarch of the legislative and administrative history of existing and proposed statules and regulations
affecting military justice, utilizing the historical maierials maintzined in the Library of the Judge Advocate
General and the administrative history of military justice maimained in Code 20; regularly assists in staffing all
matters within the cognizance of Code 202; and assists as required in staffing matters within thc cognizance of
Code 203.

(i) HISTORICAL RESEARCH OFFICER - CODE 202.1. Conducts detailed,

(c) LEGISLATION OFFICER ~ CODE 203. Coordinates amendments 1o the UCMJ,
MCM, and Chapter 1 of the JAG Manual; represents the director on the Working Group, Joim Service
Committee on Military Justice; serves as alternate JAG member on the Naval Clemency and Parole Board;
provides swaff support on mililary-justice matiers to JAG Ethics Committee, and provides informal provisional
cthics advice service for all Navy and Marine Corps judge advocates engaged in trial work; initiales, evaluates,
and staffs proposals for revising Chapter | of 1he JAG Manual; prepares comments for the dirccior on proposed
legislation; prepares bricfings and drafts replies to congressional inquirics; monitors case management; and
advises and assists the director in matters pertzining to proposed legisintive and reguialory changes invoiving
military justice.

(i) CASE MANAGEMENT OFFICER - CODE 203.1. Maintains status of all
ongoing, important military—justice cases: maintains liaison with OJAG and DON officials to track the siatus of
identified cases; prepares mfurmaucn sheets and drafts replics to congressional inquiries on identified cases;
reviews all reponied and unreported decisions of the Navy-Marine Corps Count of Military Review, advising of
importamt issues and recommending cenification 10 the U.S. Count of Miliary Appeals (USCMA) where
appropriate; reviews all USCMA decisions, advising of all imporant issues and recommending appeal 1o the
U.S. Supreme Court where appropriate; staffs casc-management matters requiring approvai of DO, the JAG, aor
SECNAYV, including immunity requests, warrants of attachment, requesis 10 court-marital retirees, and requests
to refer charges for trial by court-manial after adjudication of similar charges by State or forcign courts.
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(f) OFFICE SUPERVISOR - CODE 205. Coordinates administrative suppor to the
division; processes all incoming and outgoing taskings and correspondence; and supervises maintenance of the
division library and files.

(i) LEGAL CLERK - CODE 205.1. Performs receptionist, typing, and filing
dulies;  operates automated data-processing equipment; and assisis with correspondence and database
management.

c. OFFICER IN CHARGE, NAVY-MARINE CORPS APPELLATE REVIEW ACTIVITY
(CODE G4). The AJAG (Military Justice) also serves as Officer in Charge, U.S. Navy-Marine Corps Appellate
Review Activity (NAMARA) (Code 04), a JAG field activity, and is responsible for examination, review,
monitoring, and ultimate disposition of all records of trial received for review or other disposition pursuant to
slatute, regulation, or appropriate appellate court rules of practice and procedure. NAMARA is comprised of an
Assistant Officer-in-Charge (ap additional duty of the PDAJAG (Military Justice) ) and Codes 40, 45, and 46.

(1) ADMINISTRATIVE SUPPORT DIVISION - CODE 40. Creates and maintains a posi—
trial case-tracking system of those records of trial required to be forwarded to the Navy-~Marine Corps Court of
Military Review (NMCMR) or the Office of the Judge Advocate General (OJAG) for review in accordance with
articles 66 and 69, Uniform Code of Military Jusiice (UCMI); reviews for completeness all records of trial
forwarded to NMCMR; promulgaies decisions of the NMCMR 10 the appellant in accordance with Manual of
the Judge Advocate General (JAGMAN); 1tracks cases submitted to the U.S. Court of Military Appeals
(USCMA) under article 65, UCMIJ and promulgates the actions taken by that court; reviews for completeness
and maintain cases received in accordance with article 64, UCMI; provides advice and recommendations to the
Judge Advocate General (JAG) on those cases forwarded w OJAG in accordance with article 69{a) and (b),
article 71(b) and (c). and anicle 73, UCMIJ; staffs requests for substitution of administrative for punitive
discharges and for presidential pardons; and provides administrative and logistical support services to the
personnel assigned o the Navy-Marine Corps Appellate Review Activity (NAMARA) and the NMCMR.
Compiles data for DON submission to DOD Criminal Activity, Disciplinary Infractions and Coun-Martial
Repont; responds to Congressional inquiries; responds to all requesis (including Freedom of Information Act
requesis) for records of trial; maintains QJAG ceniral couri-martial record of trial files.

(a) ADMINISTRATIVE SUPPORT DIVISION DIRECTOR - CODE 40. Supervises
the division; assists and makes recommendations to the OIC regarding military-justice matters and the
appellate-review process; manages posti-trial tracking sysiem of all cases subject to review by NMCMR,; takes
action on all Anticle 69 (a) and (b), UCM]J, cases which do not require remedial action, and advises JAG on
those cases thal do require remedial action; reviews and advises JAG on petitions for new (rial; staffs requests
for substitution of administrative for punitive discharges and for presidential pardons; promulgates all NMCMR
and USCMA decisions required by Article 71, UCMJ; reviews and 1akes action on congressional and other
inquiries regarding cases in the appellate-review process at OJAG.

(b) ADMINISTRATIVE OFFICER - CODE 40.1. Executes division policy and
administers the division; systems manager for NAMARA's .case-tracking and word-processing sysiems;
supervises aperation of data-processing equipment in NAMARA and NMCMR.

(i) COMPUTER PROGRAM ANALYST - CODE 40.11. Serves as
programmer/analyst;  responsible for projects relating to the planning, analysis, design, programming,
development, implementation, system maintenance and modification, report preparation, response 1o end-use
requirements, and training for aulomated datafinformation sysiems.

(ii) ADMINISTRATIVE SUPPORT BRANCH SUPERVISOR - CODE 40.12.
Ensures all office administration is cumrent;  maintains  NAMARA library;  contact point beiween
Secretariai/Headquarters Civilian Personnel Office and NAMARA; coordinates with the Consolidated Civilian
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Personne! Office, OJAG, and other activities; and maintains personnel repons.

(iii) LEGAL TECHNICIAN (TYPING) - STATISTICIAN - CODE 40.12A.
Collects, reviews, and processes dala from activilies wortdwide, cnsuring accuracy before augmenting the
database; provides quanerly and other statistical reports to DOD and other activities; librarian: perfonns
clerical and typing dutics.

() HEAD, REVIEW AND SPECIAL CORRESPONDENCE BRANCH - CODE 40.2.
Manages and supervises the New Trials and Examination and Special Correspondence Sections; responsible for
ensuring the branch complies with UCMJ, MCM, JAGMAN, FOIA and other Navy Regulations.

(i) HEAD, NEW TRIAL AND EXAMINATIONS SECTION - CODE 40.21.
Performs legal review of ell cases submitted to QJAG in accordance with Anicles 69 (2) and (b) and Anicle 73,
UCMi; prepares ali comrespondence and aciions in ihose cases for signaiwre by JAG: moniiors all efficer-
dismissal cases during the review process, prepares all correspondence, promulgation letters, memoranda,
supplemental coun-manial orders, and actions for signature by SECNAV and JAG: siaffs requesis for

substitution of administrative for punitive discharges and for presidential pardons.

(A) CLERK-TYPIST. Performs receptionist, typisi, correspondence-
control, and files clerk functions; performs other dutics as dirccted.

(ii) HEAD, SPECIAL CORRESPONDENCE SECTION - CODE 40.22. Drafts
replies to congressional and other inquiries concerning the military-justice system and individual court-martial
cases; obiains and orders reproduction of court-martial records and obtains payment for copies thercof, while
considering the implications of the FOIA; prepares Annual Repont of the JAG 10 USCMA; drafts all mandates
1o implement orders of NMCMR and USCMA.

(d) HEAD, CASE MANAGEMENT BRANCH - CODE 403. Manages and
supervises the Documents Examination and Promuigation Secctions, the central- records files, and the mail room;
responsible for ensuring the branch complies with the MCM, UCMJ, JAGMAN, and other Navy regulations
when reviewing records of trial and promulgating decisions of NMCMR and USCMA.

o NONCOMMISSIONED OFFICER IN CHARGE, DOCUMENTS
EXAMINATION SECTION - CODE 40.31. Supervises the section; reccives incoming mail;  assigns case
numbers to records of trial reccived for review: enmters data from records into automated casc-tracking system;
ensures section productivity maintained; prepares messages and comespondence 1o obiain documents missing
from records.

(A) DOCUMENTS EXAMINERS. Reviews incoming records of trial
{origina} and copies) for completeness; maintains files on records requiring documents from field prior to
forwarding case to NMCMR; enters data from records into automated case-tracking system; forwards records
ready for review to NMCEMR, OJAG, or the promulgation section, as appropriate.

(i) SUPERVISOR, PROMULGATION SECTION - CODE 30.32. Supervises
the section; ensures section productivity maintained; fesponds to case-status inquirics from the field; oversees
the preparation of all documents required to promulgaie decisions of NMCMR and USCMA in accordance with
the MCM, UCMJ, JAG Manual, and Navy regulations through receipt of the supplemental court-martial order
exccuting the sentence; ensures appropriate daia is cntered in the automated case-tracking system.

(A) LEGAL CLERKS (TYPING). Obtains mailing addresses for

appellants after NMCMR decides cases; promulgates NMCMR decisions and, if required, USCMA decisions;
advises appellants, the officers cxercising general coun-manial (OEGCM) jurisdiction, and other partics of the
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status of cases through the posi-NMCMR process; obtains suppiemental couri-martial orders executing
seniences; enters data into the automated case-tracking system.

(iii) CENTRAL RECORDS CUSTODIAN - CODE 40.33. Receives and
maintains "finished™ records of trial which have completed the appellate review process in OJAG: reccives and
processes requests for records of trial from the Naval Clemency and Parole Board, Navy Discharge Review
Board, and other governmemal agencies; obtains records of trial from the Central Records files, NAMARA, or
the Federal Records Center, Suitland, for delivery to requesting activities; processes records of trial for transfer
1o the Federal Records Center when required.

{2) APPELLATE DEFENSE DIVISION - CODE 45. Provides attorney representation of
Department of the Navy service members before U.S. Court of Military Appeals, Navy-Marine Corps Court of
Military Review, and Naval Clemency and Parole Board; trains and supervises Reserve judge advocates 1o assist
in appellate representation.

{a) APPELLATE DEFENSE DIVISION DIRECTOR - CODE 45. Administers and
supervises division; directs actions of appellate counsel regarding review of couns-martial, preparation of
appellate -briefs, and preparation and presentation of oral argument before military appellate counts, the Supreme
Court, and occasionally the Naval Clemency and Parole Board; directs advocacy training, to include providing
advice 1o trial defense counsel and DON commands worldwide; promotes military justice litigation skills;
establishes division policy.

(b) DEPUTY DIVISION DIRECTOR - CODE 45.1. Execwes division policy;
responsible for office administration, to include supervision and direction 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 to mission accomplishment; assumes director’s role in
director’s absence.

{c) DEPARTMENT HEAD/APPELLATE DEFENSE COUNSEL - CODES 45.2, 45.3,
45.4. Responsible for administration and supervision of assigned department; directs actions of subordinate
appellate counsel regarding review of courts—martial, preparalion of appetlate briefs, and preparation and
presentation of oral arguments before military appellate courts, the Supreme Court, and occasionally the Naval
Clemency and Parole Board; provides appellate representation to assigned cliemis whose cases are before
military appellate cours, the Supreme Court, and occasionally the Naval Clemency and Parole Board; performs
assigned collateral duties.

() APPELLATE DEFENSE COUNSEL - CODES 455, 45.6, 45.7, 45.8, 45.9, 45.10,
45.11, 45.12, 45.13, AND 45.14. Provides appellale represemiation to assigned clients whose cases are before
military appellate courts, the Supreme Coun, and occasionally the Naval Clemency and Parole Board; prepares
response to inquiries conceming couns—martial; performs assigned collateral duties.

(i) SUPERVISORY LEGAL TECHNICIAN (TYPING) - CODE 45.1A.
Supervisory legal technician and confidential secretary to the division director; coordinates work assignmenis of
the legal clerical staff; oversees preparation of count documents and ensures completion and timeliness;
supervises maintenance of office files and ensures timeliness of oulgoing correspondence and reports;
coordinates with USCMA.

(i) LEGAL TECHNICIAN (TYPING) — CODE 45.1B. Prepares and assembles
briefs, summary assignments, moltions, and enlargemems for submission to appellate courts; monitors filing
deadlines;, prepares records of trial, cases, pleadings, correspondence, and other documents for internal
distribution; prepares required correspondence, maintains office files, serves as office supervisor in the abscnce
of the supervisory legal technician.




(iii) LEGAL  CLERK - CODE 35.1C. Prepares and assembles briefs, summary
assignments, motions, enlargements, and NMCMR waivers; prepares required correspondence; and maintains
office files.

(iv) LEGAL CLERK - CODE 45.1D. Prepares and assembles briefs, summary
assignments, motions, enlargements, and USCMA waivers; prepares required correspondence:  and maintains
office files.

(v) LEGAL CLERK - CODE 45.1E. Assists in the preparation and asscmbly
of briefs, summary assignments, motions, enlargements, and NMCMR and USCMA waivers; prepares required
correspondence;  receptionist for division.

) APPELLATE GOVERNMENT DIVISION - CODE 46. Prepares and files pleadings
with Navy-Marine Corps Count of Military Review (NMCMR) and U.S. Count of Military Appeals (USCMA):
argues cases before NMCMR and USCMA; prepares and submits pleadings with Solicitor General of the United
States; prepares and files government appeals; advises trial counse! and staff judge advocates in the field.

(2) APPELLATE GOVERNMENT DIVISION DIRECTOR - CODE 46. Administers
and supervises division; provides appcilatc represemation before NMCMR, USCMA, and, if requested by the
Attomney General, the Supreme Count; determines whether government appeals will be filed; maintains the Trial
Counse!) Assistance Program (TCAP). providing fcgal advice fo trial counsel and DON commands worldwide;
responds to outside inquiries regarding division activities; sets division policy.

{b) DEPUTY DIRECTOR - CODE 46.1. Execules division policy; responsible for
office adminisiration, 1o include supervision and direction of appellaic counsel and civilian employees,
distribution of incoming cases, training of personnel, review of appellaie bricfs, preparaion for oral argument,
and travel coordination; assumes director’s role in the director’s absence.

(c) TCAP COORDINATOR - CODE 46.2. Manages the Trial Counsel Assistance
Program of the Navy-Marine Corps (TCAP); monitors quality and guantity of advice provided under TCAP.

(d) APPELLATE GOVERNMENT COUNSEL - CODES 46.3, 464, 4565, 466, 46.7,

\
46.8, 46.9, 46,10, 46.11. 46.12, 46.13, AND 46.14. Provides appellate representation to assigned clients before
NMCMR, USCMA, and the Supreme Coun; prepares response to inquiries concerning courts-martial; performs
assigned collateral dutics,

(i) SUPERVISORY LEGAL TECHNICIAN (TYPING) - CCDE 46.1A,
Supervisory legal technician and confidential secretary 1o the division dirccior; coordinales work assignments of
the legal clerical staff; oversces preparation of court documents, ensuring completion and timeliness; supervises
maintenance of office files and ensuring timeliness of oulgoing camrespondence and repons.

(i) LEGAL TECHNICIAN (TYPING) - CODE 46.1B. Prepares and assembles
bricfs and motions for submission to appellaic courts; monitors filing deadlines; prepares records of trial, cases,
pleadings, correspondence, and other documents for intenal distribution: maintains office files; serves as office
supervisor in the absence of the supervisory legal technician.

(iii) LEGAL TECHNICIAN - CODE 46.1C. Prepares and assembles briefs and
motions; prepares required comrespondence; and maintains office files,

(iv) LEGAL TECHNICIAN - CODE 46.1D. Prepares and assembles briefs and
motions; prepares required correspondence; and maintains office files.
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108. ASSISTANT JUDGE ADYQOCATE GENERAL (OPERATIONS AND MANAGEMENT) (CODE 06}
AND DIVISIONS - CODES 61, 62, 63, AND 64

a. The AJAG (Operations and Management) has primary responsibility for operations and
managemeni.

b. The Principal Deputy AJAG (Code 06A) assists the AJAG (Operations and Management), and
supervises the DAJAG's within the Operations and Management organization; additionally, the Principal Deputy

AJAG is assigned ADDU as the Vice Commander, Naval Legal Service Command. The Principal Deputy AJAG

may communicate directly with the JAG or DJAG. In the absence of the AJAG (Operations and Managcmcm)
when assigned ADDU on a permanent, full-time basis outside the Office of the Judge Advocate General, the
Principal Deputy AJAG (Code 06A) is the acting AJAG (Operations and Management), unless otherwise
provided.

c. Four divisions are assigned to Operations and Management. Directors of each division repart 10 the
Principal Deputy AJAG for their specific area of responsibility. They will coordinate with other DAJAG's when
areas of responsibility overlap. The Principal Deputy AJAG or the AJAG resolves conflicts and ambiguities as

appropriate.

(1) MILITARY PERSONNEL DIVISION - CODE 61. Manages the JAG Corps and
Legalman communities; coordinates with JAG, NAVLEGSVCCOM, BUPERS, and OPNAV on all personnel
issues affecting judge advocates, LDO (I.AW) personnel and legalmen; assigns and places all judge advocates

and TV AT AVIN o 1. caeiat [ 1 mentac o PP . H '
and LDO (LAW) personnel; assisis ini reCruiiing Juubc advocates and ;cba.men. writes PCS orders for all judge

advocates and LDO (LAW) personnel; manages and tracks the PCS/TEMDUINS budget to support PCS and
training moves for judge advocates and LDO (LAW) personnel; prepares and publishes the control-grade officer
slate for the JAG Corps; develops accession, promotion, and officer-sirength plans; provides recorders for
officer selection boards; prepares and updates personnel briefing materials, including graphics and textual
material; conducts personnel briefings; conducts detailing and officer retention trips to the field; publishes the
JAG Directory.

(a) DAJAG (MILITARY PERSONNEL) AND DIVISION DIRECTOR - CODE 6l.
ADDU from BUPERS, assigned as Head, JAG Corps Assignment/Placement Branch, N4416; Assistant Deputy
Commander, NAVLEGSVCCOM (Military Personnel); ADDU to OPNAV (OP130E7) as JAG Corps Officer
Community Manager. Collaterally assigned as JAG Headquarters Senior Watch Officer. Responsible for all
matters dealing with assignment of active-duty judge advocates and community management of judge advocaies,
limited duty officers (Law), and legalmen. Superviscs assigned personnel; oversees development and execulion

of policy in the areas of recruitment, siaffing, sirengih planning, career development, promotions, and iraining.

(i) MILITARY PERSONNEL MANAGEMENT SPECIALIST - CODE 6l1A.
Determines current and future JAG Corps and LDO (Law) officer personnel requirements; monitors current and
future increases/decreases in officer requirements at the activity level; develops JAG Corps officer sirength
plans, officer recruiting goals, and JAG Corps officer relention goals and promotion plans, utilizing known and
historical loss data: initiates officer and enlisted billet-reprogramming requests; serves as quota control for
attendees at CLE courses held at the Naval Justice School and Navy anendees ai the Army JAG School; serves
as JAG liaison for selection-board membership nominations to BUPERS.

(i) ORDER-WRITING BRANCH - MILITARY PERSONNEL STAFFING
TECHNICIAN - CODE 61C. Administers and manages Detail/Placement Branch; originates and processes all
forms, documents, and administrative correspondence involved in assignment and placemem of JAG Corps
officers. Screens corre.spondence, maintains working knowledge of projects and programs within the division
and BUPERS; periorms follow-on aciion as required by cormespondence; informs division director of ilems
requiring immediate action; monitors officers’ orders; maintains statistics concerning personnel matters and
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preparcs personnel feports,

) ASSISTANT DIVISION DIRECTOR/SENIOR OFFICER DETAILER
(ASSIGNMENT AND PLACEMENT) - CODE 61.1. Senior-officer Assignment and Placement Officer for all
JAG Corps captains, commanders, and those liculenamt commanders in-zone to be considered for promotion by
the next selection board. Assistant Division Director for the Military Personnel Division; Assistant Senior
Watch Officer. Conducts requirements analysis accounting for PCS and TEMDUINS money and PCS moves for
all JAG Corps officers. ADDU 10 BUPERS as BUPERS-1416B.

(c) JAGC CORPS LCDR DETAILER (ASSIGNMENT AND PLACEMENT) - CODE
61.2. Assignment and Placement Officer for all JAG Corps licutenant commanders and those licutenanis in-
zone 10 be considered for promotion by the next sclection board. JAG Corps Program Advisor for the Navy's
Posigraduate Education Progmm: JAG represcniative -- as Primary Consultant (PC) and Designator Advisor
(DA) -- 1o the bicnnial Subspecialty Requirements Board (SRB). OJAG coordinator for Continuing Legal
Education/Professional Development programs. ADDU to BUPERS as BUPERS~3416C.

(dy JAG CORPS LT/TIG AND LDO (LAW) DETAILER (ASSIGNMENT AND
PLACEMENT) - CODE 61.3. Assignment and Placement Officer for JAG Corps junior officers, from the
rcporting date to their first permanent duty station after completion of Naval Justice Schoo! training until
sclection for promotion to liewtenant commander. Responsible for LDO (Law) selectees and assignments of
LDOs (Law); controls LDO (Law) quotas for Naval Jusiice School courses; OJAG point of contact for all
inquiries rcgarding the LDO (Law) program and the JAG Corps Targeted Augmentation Program

(®) HEAD, PROCUREMENT AND PLANS/ACCESSION MANAGEMENT
(ASSIGNMENT AND PLACEMENT) - CODE 61.4. Assignment and Placement Officer for JAG Corps
accessions. Contrals JAG Corps quotas for Officer Indoctrination Schoo) and JAG Corps, Marine Corps, and
Coast Guard quotas for Lawyer Course at Naval Justice School. Controls TEMAC assignments (internships) for
members of the JAG Corps Siudemt Program.  Responsible for supervision of the Law Education Program,
including coordination with OPNAV & the Naval Posigraduate School. Coordinates recruiting activities by JAG
field activities. Controls professional screening of epplicants for the JAG Corps. Coordinates HIV testing
programs for personnel assigned to OJAG aciivities in Washington DC. ADDU to BUPERS as BUPERS-

4416F; ADDU 1o Commander, Naval Recruiling Command.

(i) MILITARY PERSONNEL TECHNICIAN - CODE 61.4A. Assists Head,
Procurement and Plans, in the execution of that officers duties, including word processing, preparation of
TEMAC and ACDUTRA orders, recruiting, and processing of JAG Corps applications.

(h LEGALMAN COMMUNITY MANAGER - CODE 61.5. Enlisted Community
Manager for legalmen; manages the accession pipeline, coordinates advancement quotas, and monilors the
independent Duiy Legalman program in coordination with Type Commanders io ensufc proper manning and
utilization; coordinates with Manning Contro! Authoritics and EPMAC to maintain- appropriate  manning;
presents manthly Distributable Manning Bricf 10 CHNAVPERS. ADDU 10 OPNAV as 0P-132C.

(g) LEADING PETTY OFFICER - CODE 61.7. Leading Petty Officer for the
Military Personnel Division; supervises other assigned legalmen, and assigns their administrative duties;
reviews all correspondence for correctness, mainlains officer fitness-repent loghickler, drafis watch bills,
maintains office supplies, maintains professional appcarance of office and enlisted personnel; maintains all
documents produced and received by the Military Personnel Division; responsible for correspondence routing,

copying, filing, and typing, and the maintenance of manuals and directives; pay clerk for OJIAG military
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personnel,
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(h) CHECK-IN/LEAVE-CONTROL PETTY OFFICER - CODE 61.8. Check-In and
Check-Ow Peny Officer; maintains the "onboard coumt” of persomnel in coordination with the Military
Personnel Management Specialist. Prepares leave papers for all OJAG military personnel. Mainains division
recall bill and the calendar/scheduling of division personnel. BUPERS order writer in coordinaiion with the
Military Personnel Staffing Technician.

(2) RESERVE AND RETIRED PERSONNEL PROGRAMS DIVISION--CODE 62.
Recommends to the Judge Advocate General (JAG) the specific mission, objectives, plans, and policies for
development of Reserve law programs and units; monitors status, progress and mobilization readiness of
Reserve law units and personnel, providing advice and recommendations concerning appropriate readiness
evaluation criteria, organization of law units (including number and location), and the most effective readiness
training requirements; advises the JAG regarding professional training and curricula requirements, including the
preparation of professional training guides, and makes recommendations conceming the scope and content of
professional training to be offered Reserve judge advocates, legalmen, and other legal support personnel in
schools/correspondence courses and workshops/conferences; arranges, coordinates, and participates in national
and regional Reserve training conferences/workshops; assists in the oversight and most effective utilization of
Reserve legal assets by ascertaining the nceds of active duly commands and professional expenise of Reserve
judge advocatesflegalmen to recommend the most productive training/drilling assignmenis; provides direciion
and instruction 10 active duty/Reserve commands/units/other cognizant aclivities, and personnel concemning the
Reserve personnel program; provides briefings, reports, research, analyses, and studies to senior authorilies
concerning the Naval Rescrve legal community's stale of readiness, mutual suppon training, and productivity;
and prepares and conducts Reserve oriemtation for NLSO CO's/XO's; reviews and makes recommendations
concerning Reserve judge advocate status classifications; advises and assists in article 6, UCMI, biller assignment
recommendations of Reserve judge advocaies and legalmen; reviews and recommends aclion concerning
applications for a direct commission/change of designator into the Naval Reserve Law Program; reviews and
make recommendations concerning articte 27(b), UCMI, cenification of Reserve judge advocates; reviews and
makes recommendations concerning Navy Officer Billet Classifications (NOBCs) for Reserve judge advocates;
coordinales Reserve sclection board process; nominales/endorses/screens Reserve law units and personnel for
unit/personal awards; oversees the acquisition/maintenance of NAMMOS validaied SELRES billets supporniing
the active duty JAG Corps; publishes the Naval Reserve Legal Community Newsletter; oversees publication of
the Naval Reserve Active Status Judge Advocate Directory. Advises/assists JAG concerning policies, and plans
for recruitment/accession of 1op quality Reserve judge advocalesflegalmen; provides technical and administrative
suppon, advice, and assistance to the Senior Judge Advocale, Naval Reserve, Judge Advocate General's
Corps/Special Assistant 1o the Judge Advocale General for Reserve Legal Services; provides advice and
assisiance to active duty/Reserve retired community, and oversees publication of the Retired Judge Advocate
Directory; represents JAG with external professional associations, including American Bar Association, Federal
Bar Association, Judge Advocates Association.

{a) DAJAG (RESERVE AND RETIRED PERSONNEL PROGRAMS) AND
DIVISION DIRECTOR - CODE 62. Assigned additional duty as the Naval Reserve Law 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: moniters closely the Naval Reserve Law Program,
recommending to the JAG specific objectives, plans and policies, and initiatives for the program’s maximum
effectiveness and future development; recommends to the JAG appropriate policies, programs, and initiatives 1o
ensure the highest level of mobilization readiness and muiual suppon training by Ready Reserve (SELRES and
IRR) law units, judge advocates, legalmen, and other legal suppont personnel assigned to the Naval Reserve
Force; monitors Chief of Naval Operations-approved quantitative and qualitative mobilization requirements and
inaclive duty Ready Reserve judge advocate and legalman staffing levels, training, and workload trends, in order
to advise the JAG conceming the appropriatc number, size, mix, and location of Ready Reserve law units and
personnel, and 10 ensure their maximum utilization and integration into their active duly component; advises the
JAG regarding professional training and curricula requirements, and makes recommendations as 10 the scope and
content of professional training to be provided inactive duty Ready Reserve judge advocates, legalmen, and other
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legal suppart personnel in schools, correspondence courses, workshops, and other training evolutions; serves as a
permanent member on {nactive Duty Reserve Judge Advocale Screening Boards to assist in the arnticle 6, UCM]J,
billes assignment recommendations of Reserve judge advocates; evaluates and advises the JAG concerning
policies and programs for the recruitmeni and retention of Reserve judge advocaies, legalmen, and other legal
suppon persornel; Scrves as the principal active duty advisor to Deputy JAG/Commander, Naval Legal Scrvice
Command in regard 1o utilization of Reserve legal assets, including meobilization readiness, mutual suppon
training, peacctime employment, and unit organizational structure; advises and assists the Naval Reserve inactive
duty JAG Corps flag officer in the performance of his dutics as the Senior Judge Advocate, Naval Reserve,
Judge Advocate General's Corps/Special Assisiani to the JAG for Reserve Legal Services; serves as Editor-in-
Chief of the Naval Reserve Legal Community News Letter; functions as the JAG representative to the JAG
Corps Retired Community, including oversecing the publication of the Retired Judge Advocate Directory; serves
as the JAG's representative 1o external professional associations.

(3) MANAGEMENT AND PLANS DIVISION - CODE 63. Formulates long-range
planning and managerial policy dircction and guidance for the Office of the Judge Advocaie General (OJAG) and
Naval Legal Service Command (NAVLEGSVCCOM); provides statistical analysis, research, and guidance to the
Judge Advocate General and the Commander, Naval Legal Service Command; manages planning, procurement,
construction, and maintenance of NAVLEGSVCCOM facilitics; conducts oriemation training for prospective
NLSO CO's and XO's; provides managerial and resource support for NAVLEGSVCCOM activitics; establishes
0JAG and NAVLEGSVCCOM long-range requirements and resource allocations; procures ADP equipment and
sofrware; formulates ADP policy and planning for QJAG and NAVLEGSVCCOM; manages ADP operations;
provides ADP end-user support and training, including maintenance and repair of pcrsunal computers and local
fuif ) MIWOIB UCVCIOPS software appucnlmns and prnmu1gnu:s hardware and sofiware Slaﬁuams. manages
computer-related  communications systems;  develops and implemenis ADP training for OJAG and
NAVLEGSVCCOM and for field technical support representatives (TSR's).

(a) DAJAG (MANAGEMENT AND PLANS) AND DIVISION DIRECTUR ~ CODE
63. Deputy AJAG for Management and Plans; Deputy Assistant COMNAVLEGSVCCOM for Management and
Plans. Coordinates development and establishment of current and future resourcesbudget requirements and
priorities of NAVLEGSVCCOM and OJAG; coordinales with Code 003/64 to cnsure fiscal plans (c.g.,
POMudget suhmissions and allocations) are developed, submitied, executed, and, when necessary, adjusied to

accommodate those requiremenis/priorities;  coordinates with Code 003/64 conecming cumenmt OJAG and

NAVLEGSVCCOM budget cxecution and fiscal requirements matters; conducts analysis and produces repons in
support of the efficiency review process for headquarters UICs, NAVLEGSVCCOOM, and NAVMARTRUUD;
represents the JAG on the DoD Legal Technology Council and in joint service sutomation development effons;
provides TOL resource suppont and coordination for the NAVLEGSVCCOM; supervises personne! and functions
of the division. ’

(b) ASSISTANT DIVISION DIRECTOR/FACILITIES REQUIREMENTS, CURRENT
OPERATIONS, AND PLANS BRANCH - Code 63.1. The assistant division director serves as head of this

hranch Determines current and Ffuture NLSC facilities n-nmrcmrnlc coordinates nlnnmnn and resource
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procurement actions for facilities construction, upgrade and maintenance; monitors and coordmalcs suppon for
on-going facilities projects; and coordinates plarming and procurement of equipment needs (other than
information resource needs) of NLSC. Analyzes NLSC productivity data, workload factors, and Navy population
trends; identifies and repons workload trends and any other rends affecting NLSC staffing: coordinates with
Code 61 and NLSOs in development and implementation of curtent and future staffing plans; recommends
adjustments to actual personnel staffing locations.  Submits and monitors actions to establish and disestablish
NLSC activities. Serves as assistant to the division dircctor as a total quality leadership resource for NLSC.
Code 63 point of cantact with NLSOs for purpose of identifying and coordinating provision of curremt operations
and managemem suppon needs. Provides data and analysis as rcquesicd to CNLSC and JAG 10 assist them in
the execution of their supervisory duties.



A)

A)

A)

R)

(i) ASSISTANT BRANCH HEAD - CODE 63.11. Assists the branch head in
the performance of the foregoing duties. Serves as adminisirative coordinator for 63.1. Coordinaies schedules
and publicizes information resource training for OJAG staff. Coordinates training and maintains records for
training of 63.1 personnel.

(i) MANAGEMENT ANALYST - CODE 63.12. Compiles and analyzes
productivity and other data as directed by the branch head. Performs other management analysis functions as
directed.

(iiiy MANAGEMENT ASSISTANT - CODE 63.13. Maintains productivity
database for NLSC activities. Produces repons, charts, and other data outpumt as directed by the branch head.
Produces automated staffing analysis semi-annually, or as direcied. Assists managemen! analyst as necessary.

() INFORMATION RESOURCES HEAD - CODE 63.2. Supervises and coordinates
equipment requirements determinations, applications development, procurement, ADP standards, 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
Naval Legal Service Command, generally, extending to the following: ensuring that the procurement, utilization,
and safeguarding of hardware, sofiware, and daa complies with currenl instructions; staying current with the
stale—of-the-art technology in order to provide guidance and direction for legal awomation initiatives;
proposing hardware and software standards and direction 1o the ISEB; reviewing equipment and software
procurement for compliance with standards and direction; providing and monitoring computer training —-
introductory, advanced, execuiive, and application-specific as requesied or needed; developing applications,
providing documentation, and managing modifications; performing requirements analysis; and resolving
technical automation problems.

(dy DEVELOPMENT AND PLANS SECTION - CODE 63.21. Responsible for
establishing a development plan in suppont of JAG's business plan, performing requirements analysis (equipment,
software), sysiems analysis, providing user and maintenance documentation, application programming and
performing life cycle maintenance on deployed systems. This development plan provides a POA&M for the
programs 10 be developed, the standards to be used in their development and documentation, identifies whether
programs will be developed in~house or contracted out, oullines the procedures for project management, and the
procedures to be followed for the submission of system change requests,

() PROGRAMMER ANALYST - CODE 63.21A. Pnimary responsibility for
design, development and maintenance of locally produced applications. Supervises work of subordinate
programmers as assigned.

(i) PROGRAMMER ANALYST - CODE 63.21B. Primary responsibility for
maintenance of the Judge Advocate General's Managemen: Information System (JAGMIS). Does design and
development work as assigned.

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

(e) INFORMATION CENTER DIRECTOR - CODE 63.22. Supervises and directs
operation of the Information Center (IC), providing end-user support which consists of conducting and
coordinating OJAG and field training, including development and implementation of training programs at NIS
for officers and enlisted, and responding to hardware and software trouble calls from the field and OJAG. The
IC Director also serves as the Information Systems Network Security Officer (ISNSO) for JAG and works with
the Automated information Systems Security Officer (AISSQ) in developing and maintaining network security
for Local area Networks (LANs) as they interface with JAG Automated Information Systems. The Information
Center initiates tequesis from Code 63 and reviews all other ADP-related procurement requests, monitors
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progress, reccives the goods ordered, stores them sccurely, and issues them with appropriate conrols. The 1C
performs initial system installations in OJAG and performs division equipment and twaining assessments. The
Informatien Center is responsible for panicipaling in application design, testing and acceptance of programs
wrilten by the development section to ensure compliance with system design. The Information Center installs
the system for the end user, provides the initial training, and provides technical applicalion suppon.

{i) OPERATIONS SUPPORT HEAD - CODE 63.22A. Installs, troubleshoots,
and maimains all OJAG hardware - PC's, IBM 5520, LAN administration, data backups for centrally-maintained

svstemse

= FesSiiia.

(i) COMPUTER ASSISTANT - CODE 63.22B. Assists 63.22A.

(49) FISCAL AND ADMINISTRATIVE SUPPORT DIVISION - CODE 64. Formulates
OJAG and COMNAVLEGSVCCOM budgets; execuies individual operating budgets; coordinales Program
Nbjective Memorandum preparation; performs sub-claimant responsibilities; manages Official Representation
Funds. Provides civilian employce suppon services; provides management suppont services; performs staffing
functions; performs classification functions; administers payroll. Performs procurement functions; administers
forms management; administers reponts management; administers supply distribwion; coordinates telephone
services; administers plant property control; administers office space management; acts as DOD liaison;
provides command support; administers records and message files; coordinates printing services; maintains
distribwjon lists; prepares and updates directories; coordinates audiofvisual services; coordinates cngraving
services. Provides law library reference services; administers legislative histories; adminisiers aviomated legal
rescarch;  obuains library acquisitions; performs cataloging and processing funclions; maintains library
collections; performs circulation functions.

(a) DEPUTY ASSISTANT TO THE JAG (FISCAL AND ADMINISTRATIVE
SUPPORT) AND DIVISION DIRECTOR - CODE 64. Dcputy Assisiant JAG (Fiscal and Administrative
Support); Assistant Deputy Commander, NAVLEGSVCCOM (Fiscal and Administrative Support}). Formulates
and execules fiscal plans; prepares POM and budget submissions and documentation, and makes budget
allocations in support of establishcd fiscal and resource requirements plans and prioritics; performs liaison with
outside budgetary entities concerning status of POM/budgel submissions; responsible for provision and
efficiency of all administrative-support services to OJAG activities; oversees OJAG and NAVLEGSVCCOM
administrative-suppont policy; responsible for OJAG and NAVLEGSVCCOM civilian personnel program policy
and adminisiration.

(i) SECRETARY - CODE - 645.
(b) FISCAL AND RESOURCE MANAGEMENT DBRANCH - CODE 64.1.

(i) NAVLEGSVCCOM BUDGET ANALYSIS AND EXECUTION - CODE
64.11. Implements NAVLEGSVCCOM program planning, programming, and budgeling: prepares
NAVLEGSVCCOM POM and budget-submission documentation; monitors execution and program performance
of NAVLEGSVCCOM budget and makes reprogramming recommendations; provides fiscal, accounting, and
procurement support for exccution of NAVLEGSVCCOM programs;  maintains NAVLEGSVCOOM
fiscal/accounting-information documentation and systems; provides official-travel support;  adminisiers
NAVLEGSVOCOM “Prompt Payment Act® program.

(i) OJAG BUDGET ANALYStS AND EXECUTION - CODE 64.12.
Implements OJAG and Claims, Navy Fund program planning, programming, and budgeting; prepares OJAG
POM and budget-submission documeniation; monilors execulion and program performance of OJAG and
Qlaims, Navy Fund budgel and makes reprogramming tecommendations; provides fiscal, accouniing, and
procurement  suppont for execution of OJAG programs; mainmins OJAG and Claims, Navy Fund
fiscal/aceounting-information  documemation and systems; provides official travel suppon; adminisiers OJAG
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"Prompt Payment Act” program.

{A) CLAIMS, NAVY FUND BUDGET ANALYSIS AND EXECUTION
- CODE 64.12A. Implements Claims, Navy Fund, planning, budgeting, and reporling requirement; prepares
and executes Claims, Navy, budget documentation; monitors program execution and perfermance and makes
reprogramming recommendations;  provides technical advice and assistance concerning budget policy and
procedures.

(B) BUDGET CLERK - CODE 64.12B. Reviews all TEMADD
requests for correciness, prepares cost estimates for each request, updates the travel dalabase, prepares TEMADD
trave! orders, and obilains tickels and per diem advances; receives/reviews all travel-voucher submissions for
required receipts, endorsements, and accurate and complete data; receives and reviews all liquidated travel
vouchers for financial accuracy; resolves all travel-liquidation problems with PSD; updaies travel database and
conducts monthly database review. Reviews all invoices for accuracy and completeness, and prepares all Prompt
Pay Cenificates for payment; updates expendilures databases; utilizes [IDARMS 1o research the status of every
Prompt Pay Certificate sent to Navy Regional Finance Center.

(iii) CIVILIAN PERSONNEL MANAGEMENT SUPPORT - CODE 64.13.

Analyzes, develops, and implements civilian-personnel management policies, procedures, and office regulations
in the areas of staffing, classification, employee developmeni, employee performance, utilization, personnel
relations and services, attendance, and payroll. Assisis managers and supervisors in determining appropriate
staffing and advises on classification of positions. Conducts audits and studies of NLSOs and Detachments;
maluaac ey iornt al trntiirae and ork orocesses for improved operational efficiency and economy
y and economy.
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Performs special studies, analyzes procedures and operations, and recommends improvement actions.

(A) PERSONNEL ANALYST - CODE 64.13A. Assists in performing
special projects and managemen! analyses associated with OJAG or NAVLEGSVCCOM civilian—-personncl
management.  Performs less-complex analyses and assists in the development and implemeniation of
management policies and procedures. Studies position management; assists management in the structuring of
position and organizations to optimize economy, productivity, and organizational effectiveness. Studies the
division of work and responsibilities within the organization 1o find the most effective erganizational struciure 1o
perform the assigned functions and to develop position descriptions. Studies guidelines pertinent 1o this area and
performs developmental and routine phases of the work.

(B) PERSONNEL ASSISTANT - CODE 64.13B. Implements civilian-
personnel policies and procedures in areas such as staffing by scheduling interviews; receiving, distributing, and
filing vacancy announcemenis; and advising supervisors regarding aliemative methods of hiring: reviews
position descriptions for accuracy. Notifies employees and management of available training courses, prepares
training forms, and schedules training classes. Answers routine questions regarding retiremeni, the Performance
Appraisal Review Program, and other related matters. Collects and reviews QJAG employees' time cards and
ensures limely submission 1o the Navy Regional Finance Center. Maintains personnel files such as timesheet
data, personnel compensation and benefit daia, training, life/health insurance, award, and sick leave/injury.

(iv) FINANCIAL SYSTEMS ANALYST - CODE 64.14. Performs special
projects and management analyses associated with OJAG and NAVLEGSVCCOM financial management, and
develops and implements financial-management policies and procedures. Studies the division of work and
responsibilities within an organization 1o find the most effective organizational structure 1o perform assigned
functions.

{¢) ADMINISTRATIVE SUPPORT BRANCH - CODE 64.2. Conducts analysis and

develops methods of processing records, oversees management of -space, repons, and forms management;
provides support services such as repairs to physical plant, telephones, and equipment repairs; OJAG point of

contact with the Defense Telephone Service; coordinates the installation and removal of telephone lines and
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equipment. Performs supply-management functions such as receiving, issuing/iransferring, invenory of supplies,
analysis of fulurc supply nceds, and plani-propenty control;  provides procurement services for OJAG
headquanters, local field activities, and NLSOs worldwide for bulk purchase and special made-to-purpose items,
o include management of all Blanket Purchase Agreements (BPA) for items $2,500.00 or less; forwards
necessary documentation for purchase over $2,500.00, and those not covered by 2 BPA, 1o the Naval Regional
Cantracting Center (NRCC); OJAG point of contact with the DOD Building Adminisirator.

(i) SUPPLY TECHNICIAN - CODE 63.21. Receives incoming matcrial and

uter-based inventory of expendable supplies; disposes of surplus equipment and

fumiture; issues expendable supplics, and ensures procurcment of supplies to maintain stocks.

(i) PROCUREMENT CLERK - CODE 64.22. Researches and makes
necessary purchases utilizing BPA’s for items costing $2,500.00 or less; prepares procurement documents for
NRCC for items costing more than $2,500.00; mainains BPA and NRCC files; maintains the database on all
purchases.

(iii) SECRETARY - CODE 64.23.

(d) HEAD, LAW LIBRARY BRANCH - CODE 64.3. Manages the Navy JAG Law
Library program; establishes personne! and resource requircments and develops and executes budgets for library
operations.  Manages the JAG Field Law Libmry program with ceniralized acquisitions.  Ensures JAG
compliance with the U.5. Govemnmemt Printing Office depository program.

{i} CLERK TYPIST - CODE 64.3A. Prepares office correspondence; prepares
materials for binding; shelves and files books, pocket parts, pamphlets, ctc.; files depository catalog cards;
receives and packs re-distribution material.

(i) REFERENCE AND CATALOGING - CODE 64.31. Manages reference
functions, including special collections and the coordination of automated fegal research, for both hcadquarters
and field; provides legislative-rcference services, compiles legistative histories, and maintains legislalive catalog;
plans and execuies all cataloging activity to make collection accessible to the wsers. Supervises circulation
activity, including inter~library loans.

(A) SPECIAL COLLECTIONS AND CIRCULATION - CODE 64.31A.
Maintains special collections of directives, manuals, NMCMR decisions, videotapes, loosc-leafl services,
microfiche, JAG letters, etc. Maimains circulation records for loan material and administration of inter-library
loans. Performs peneral reference assistance for patrons.

(i) LIBRARY ACQUISITIONS - CODE 64.32. Plans and organizes all
acquisition functions for headguarters library, divisional offices, and 300 ficld law libraries worldwide. Monitors
acquisitions budger and verifics invoices; coordinates purchases with appropriate contracling and operating
authorities; provides holdings and acquisitions informmion 10 all receiving offices and libraries.

(A) LIBRARY AIDE/TECHNICIAN - CODE 64.32A. Preparcs order
information and types requisitions and BPA's for hcadquaners library, divisional offices and 300 field law
libraries; maintains acquisitions and inventory files and prepares computerized acquisitions/holdings repons for
all libraries concerned.

(B} CLERK-TYPIST - CODE 64.32B. Picks up and distribuies mail;
maintains file of periodicals and serials; routes library materials to divisional offices: follows up on nonreceipt
of library matcrials; processes new library materials.
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(e) ADMINISTRATIVE OPERATIONS/SPECIAL PROJECTS BRANCH - CODE
64.4. Manages printing and publications management operations; supervises the receipt, distribution, and
dispatching of correspondence and messages; operates intemal comrespondence-control systems; performs
special projects.

(i) PRINTING AND PUBLICATIONS OPERATIONS - CODE 64.41. Plans
and administers procurement of printing services through the Defense Printing Service (DPS) and the
Government Printing Office (GPO); develops allowances of JAG-sponsored publications for afloat/ashore
commands and aciiviijes; esiablishes and mainiains aviomated diswibuiion lisis; procures and distribuics legal
publication such as slip opinions, Code of Federal Regulations volumes, and case reporters; reviews proposed

instructions and notices for standardization, routing, and regulatory conformance.

(i) MAILROOM OPERATIONS - CODE 64.42. Receives, distributes, and
dispaiches mail within OQJAG; courier t0 the Pentagon, Arlington Annex, and other points as necessary;
processes oulgoing registered and regutar mail.

(A) MAIL CLERK - CODE 64.42A.

(iii) CORRESPONDENCE CLERK - CODE 64.43. Maintains oulgoing-
correspondence  and incoming-message files; provides general clerical assistance to branch personnel;
substitutes within the branch as necessary.

10%. U.S. NAVY-MARINE CORPS COURT OF MILI
NMCMR is an appellate judicial field activity of OJAG that reviews all Navy and Marine Corps courts-martial
as provided by anicles 62, 66, 69, and 73, UCMI The Court's opinions constitute legal precedent for the Navy
and Marine Corps. The Chief Judge reponts direcily to the Judge Advocate General. NMCMR consists of one

or more panels, each of which must have not fewer than three appellaic military judges. NMCMR personnel
also include coun commissioners, a clerk of court, Reserves, and clerical support staff.

110. NAVY-MARINE CORPS TRIAL JUDICIARY (TRLJIUDIC) (CODE 05)

The Navy-Marine Corps Trial Judiciary is a field activity of QJAG, responsible for supervising and supporting
Navy and Marine Corps trial judges worldwide. The Chief Judge reponis direcily o the JAG.

111. SPECIAL ASSISTANTS
Principal and Special Assistants who are assigned to OJAG and who repont directly to the JAG:

a. EXECUTIVE ASSISTANT - CODE 00A. Executive Assistant to the JAG and OJAG Public
Affairs Cfficer.

b. FLAG AIDE - CODE 00F. Special Assistant to the JAG.

¢. EXECUTIVE ASSISTANT - CODE 001A. Exccutive Assistant to DJAG; Assistant QJAG
ublic Affairs Officer and COMNAVLEGSVCCOM Public Affairs Officer; Editor of Off The Record (OTR).
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d. TRAINING COORDINATOR - CODE 001T. Special Assistanm o DJAG; principal advisor to
DJAG on implementation of training and Total Quality Leadership within OJAG, NAVCIVLAWSUPPACT, and
NAMARA.

e. INSPECTOR GENERAL - CODE 002. Deputy Assistant (Inspector General) to
COMNAVLEGSVCCOM.  Oversees and advises the JAG and COMNAVLEGSVCCOM conceming the
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efficiency, cffectiveness, rcadiness, and morale of OJAG and NAVLEGSVCCOM acuvities:  condurts
inspections and investigations as directed by JAG and COMNAVLEGSVCCOM; adminisiers Management
Control and Command Evaluation programs; maintains liaison with the Office of the Naval Inspecior General on
maitters relating 1o OJAG and NAVLEGSVCCOM aciivities.

f. COMPTROLLER - CODE 003. Principal advisor to the JAG and COMNAVLEGSVCCOM on
fiscal and budgetary matters. Conducts oversight including “imemal review® of the exccution of OJAG and
NAVLEGSVCCOM fiscalbudget plans:  advises and makes recommendations to the JAG and to
COMNAVLEGSVCCOM concerning compliance of fiscal planning and execution with statutory and Navy
directives; and deals with exiemal organization on maiters of fiscal policy and responsibility.

g. COMMAND MASTER CHIEF - CODE 004. Principal advisor to the JAG (and to
COMNAVLEGSVCCOM)} on the legalman community; serves as the entisted Cmbudsman within OJAG.
Reponts to Code 06 for administrative purposes.

h. SPECIAL ASSISTANT FOR TRAINING ~ CODE 00S. Principal advisor to the JAG on all
JAGC training matters.
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CHAPTER TWO
GENERAL POLICIES AND PROCEDURES

201. OJAG/NAVLEGSVCCOM COORDINATION. The AJAG (Operations and Management) coordinates
all taskings involving NAVLEGSVCCOM issues with the cognizam AJAG, division direcior and special assistant
assigned the wsk. When the AJAG (Operations and Managemeni} is assigned ADDU on a permanem, full-time
basis outside the Office of the Judge Advocate General, the Principal Deputy AJAG (Opcrations and
Management) is the acting AJAG (Operations and Managemens), unless atherwise provided. Division directors
and special assistanls have functional suppon responsibilities to NAVLEGSVCCOM activities.  Division
directors and special assistants may communicate dircetly with NAVLEGSVCCOM activities on rouline maners,
kecping the cognizant AJAG and the AJAG/PDAJAG (Opcrations and Management) informed; other-than-
routine communication, or taskings which involve significant or time-sensitive issues, or taskings which include
NAVLEGSVCCOM-wide involvement, require lisison through the AJAG/PDAJAG (Opcrations and
Management).

202. DEPARTMENT OF THE NAVY SEAL

a. Custody. The JAG has custody of the official impression seal of the DON (SECNAVINST 5030.4
jseries])). This seal is used on official documenis and records exccuted by, or for, SECNAV,

b. Possession and use. The DAJAG (General Litigation)}Code 34), has responsibility for the
possession and proper use of this seal. The scal will be properly siored in Code 34 spaces t¢ prevem
unauthorized use. The seal may be used by Code 34 siaff pursuant to DAJAG (General Litigation) direction.

¢. Certificates of Full Faith and Credit

() Signature. SECNAV has authorized the JAG, DJAG, and AJAG's to exccute certificates of
full faith and credit centifying signatures and authority of DON officers (32 C.F.R. § 720.32). An AJAG will
sign these centificates unless the JAG or DJAG directs otherwise.

(2) Assembly. Documents requiring the full faith and credit cenification should be assembled,
ribboned, and delivered to the AJAG (General Law), for signature. The seal will be applied by Code 34, The
scal's impression will be applied to the ceniification through any superimposed decorative seal. Code 34 will
keep a log of all documents and records 10 which the seal is applied. The log will be stored with the seal.

203. TURNOVER FILES

a. Responsibility. Each AJAG, special assistant, and division director will maintain a current
tummover file, containing information to assist succeeding officers in performing duties assigned 10 OJAG
divisions and branches; sections will correspond to division functions, and will be preparcd and maintained by
the cognizant branch head; the DAJAG/director will maintain the complete tumover file, including thosc mauers
telating to the functions of the entire division; the cognizant branch head will keep current copies of material
specifically relating to hisfher branch.

b. Contents. The tumover file may supplement this manual and other regulations, directives, and
instructions. Each section of the file will contain, as a minimum, the following:

(1) Shon statement of the functions of the branch;

(2) General sccurity classification of matiers handled by the branch;
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(3) Source of work (whether work originates within the branch, comes from the AJAG/division
director, or comes from incoming correspondence);

(4) Explanation of work assignments and manner of completion;

(5) Usual disposition of action items (how items are routed for initialling and signature);
(6) OQutline of branch staff and assigned funclions;

(7) Description of branch files and reference mailerials;

(8) List of pertinent regulations;

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

(10) Explanation of handling of classified material within branch or division (indicating
whether branch has own facilities for stowage);

{11) List of required reponts of the branch, indicating source of requirement and frequency of
report;

(13) Problem areas and conflicts (e.g., areas requiring special coordination, liaison, or
clearance of proposed actions).

¢. Review. Each DAJAG will review material submitted by branches for incorporation into the
turnover file and will include all information which will aid a successor,

204. SEAL OF THE JUDGE ADVOCATE GENERAL
The DAJAG (General Litigation) (Code 34) has custody of the seal of the JAG. It will be applied to documents

signed by authority of the JAG requiring a seal. When the JAG signs for SECNAV, the DON seal will be
applied as described in section 202.

a. Use of NAVJAG Form 580012 for authentication. When authentication is required of copies of
documents, records, or papers held in OJAG files, use form NAVIJAG 5800/12.

b. Certification by custodians. The "custodian's” certification shall be made by the Deputy Assistant
Judge Advocate General (DAJAG) charged with control of the material being copied. That DAJAG or, in his or
her absence, the DAJAG (Fiscal & Administrative Support}(Code 64) shall cenify the material.

¢. Authentication. The signature of the "custodian” shall be authenticated by the JAG, the DIAG, or
AJAG on behalf of SECNAYV in accordance with section 202 by signing the jurat on NAVJAG form 5800/12.

206. TRAINING
a. Policy. It is the policy of the Judge Advocaie General to provide necessary training for military
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and civilian personnel assigned 10 OJAG in fulfillment of the JAG Corps Professional Development Program
(PDP). Training is not to be limited 1o only those areas in which personne! are currently working. Rather,
raining should cover both legal and nonlegal topics (c.g.. leadership, management, military oriemation) and
prepare  personnel for future assignments and more demanding and responsible positions.  While centain
individuals are assigned duties relating to the OJAG training program, cveryonc is responsible for accomplishing
the ohjectives of the OJAG PDP, as set forth in JAG/CNLSCINST 1500.3 [series), and for providing input to the
training program.

b. Requirements

(1) An officer assigned to OJAG will be designated as the GJAG Training Coordinator {Code
001T). This officer will be responsible for implementing the OJAG waining and orientation program and will
have direct access to the Deputy Judge Advocate General, Assistant Judge Advocates General, and QJAG
division directors for the purpose of discussing and resolving training issues. Coordinators for cnlisied and
civilian employee training will also be assigned to assist DOIT.

(2) The Deputy Assisiant Judge Advocate General (Military Personnel) (Code 61} will be kept
apprised of the status of the OJAG training program. Officers assigned to Code 61 shall be designated to assist
the training coordinator in conducting liaison with siate CLE authoritics and administering the OJAG wraining and
oricniation program.

{3) Each division director will be responsible for conducting a training pregram within his/er
division, for ensuring that training objectives are being accompiished, and for presenting ectures on topics of
general interest to all personnel in OJAG. The time, place, and contemt of general training lectures and
oriemaltion presentations are to be coordinated with the waining officer. Personal Qualification Standards (PQS)
will be established and records of training within the divisions shall be maintained by the division directors,

{4) A planning board for training will meet quarterly, with representation from each division.

¢. The Training and Orientation Program
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including record-keeping associated with PQS, are set fonth in detai) in JAG/CNLSCINST 1500.3 [series).

(2) An orientation program for newly arriving personnel at OJAG will be conducted at least
twice a year. The program will include presentations on such topics as security, OJAG organization and
missions, recreation and social activities, and opportunities for off-duty cducation. QJAG division directors will
ensure maximum attendance by their newly amiving personnel.

(3) The OJAG truining coordinator will collect and disseminate information to OJAG divisions

and personme! regarding waining opponunities. The waining coordinator will arrange training presentations

designed to enhance the professional developmem of OJAG personnel. The iraining: coordinator will be
responsible for the scheduling and execution of OJAG oriemtation programs.

{#) Codc 61, in coordination with the Naval Justice School, shall establish contact with all
mandatory CLE states and assist officers in receiving CLE credit for attendance at the training sessions. This
assistance does not relieve individual officers of their personal responsibility to maintain good sianding within
their bar organizations.

(5) The training coordinalor, in conjunction with Code 61, shall disseminate infarmation abou

local professionai dcvciopmcnthUE training programs {c.g., U.S. Dcpanmem of Justice - The Legal Education
Institute and Consolidated Civilian Personnel Offices) to each division and provide assistance in obtaining quotas.
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In cases where requests exceed the quotas, particularly for courses at the Naval Justice Schoel and 1he Judge
Advocate General’s School, U.S. Army, Code 61 will prioritize the requests.

(6) In cases where antendance at local courses requires the expenditure of OJAG funds,
division directors shall forward a brief memo to the cognizant AJAG via Code 64, speciflying the paniculars of
the training. AJAG's shall determine whether funds will be made available.

207. PHYSICAL SECURITY

a. Policy. Physical security of governmeni property and assets is the responsibility of all military
and civilian personnel. QJAG personnel must exercise comtinuous effons to ensure that physical property and
spaces are secure from theft, loss, or breaches of securily. Property losses occur most frequemly because an
individual has failed to follow a regulaiion prescribing the safekeeping of physical propenty in government
spaces. Division directors must ensure that personnel are properly trained and periodically briefed in the
applicable regulations for physical security.

b. References. Physical security within OJAG shall be implemenied in accordance with
SECNAVINST 5500.4 [series], OPNAVINST 5530.14 [series], and JAG/COMNAVLEGSVCCOMINST 5530.1
[series).

¢. Responsibilities. Division directors are responsible for physical security and loss prevention within
their spaces. The OJAG Security Officer is responsible for implementing a physical security and loss prevention
program within OJAG oversecing compliance with the references. The OJAG Physical Security Review
Commirtee advises and assisis the JAG in the implementation of physical security and loss prevention programs.
The commitice will pay special attention to: security intrusion detection, seccurity education and training which
includes proper indoctrination of new personnel, and periodic briefing of all personnel on theft and loss
prevention.

d. Property Passes

(1) Propenty Control. The Hoffman Complex Property Control System is the same for normal
duty hours and security hours. A member of the guard force inspects all property removed from DOD leased
areas and authorizes the removal of property only when accompamed by a property pass (Opiional Form 7)
signed by an auwthorizing OJAG official.

{(2) Properiy Passes. DOD building managers require that all personal and government
property removed from the Hoffman complex have a property pass (Optional Form 7). Property passes may be
obtained from designated division officials. DAJAG's and special assistants are authorized 1o issue property
passes for property assigned to them. This authorization may be re-delegated, in writing, 1o one other officer in
each division, with the prior approval of the property manager (Head, Administrative Suppori Branch, Code
64.2). Changes in designated persons to sign property passes will be submitted 10 Code 64.2 for approval and
subsequent forwarding to the DOD Building Manager for insertion in the guard force authorization books.

208. AUTOMATED INFORMATION SYSTEM (AlS) SECURITY

a. Policy. AIlS's, networks, and computer resources within OJAG compile and maintain subsiantial
amounts of data and personal information which is both sensitive and mission—essential. It is therefore
incumbent upon all personnel 1o identify and appreciaic the relative risks of destruction to software and
hardware, and the potential for the unauthorized or negligent accessing, disclosure, meodification, or misuse of
data contained on AIS's, and 10 formulate procedures and policies for the protection of data processing equipment
and software, and to insure that the integrity of data siored on QJAG computer resources will not be violated,
cither intentionally or negligently.
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b. References. The Automated Information Systems (AIS) Sccurity Program is further detailed in
SECNAVINST 5239.2 [scries], OPNAVINST 5239.) [scries), and JAGINST 5239.1 [series).

c. Responsibilities. Each division or officc wilizing an AlS, network, or OJAG computer resource
will conduct risk evaluations for the panicular sysiem and formulate appropriate and reasonable procedures to
counter recognized threats to system integrity, in accordance with JAGINST 5239.1 {series]. Personnel will
receive instruction on the recognition of potential risks 1o daia processing systems and information to assist them
in identifying threats to system integrity.

209. INQUIRIES FROM SENIOR OFFICIALS WITHIN THE DON

a. laquiries described. OJAG military and civilisn atomeys routinely receive requests for legal
advice from high level sources, including: SECNAYV, the Under Secretary of the Navy, and Assistant Secrelaries
of the Navy, the CNO or his deputies or assisiants, the chicfs of bureaus or their top-level assistants, and Oag
officers. The JAG must be promptly advised of such requests to track the inquiry or otherwise coordinate the
work.

b. Action required. Each OJAG officer and civilian attorney, except as described in paragraph 4,
will notify the JAG, without delay and regardless of the hour, of all direct requests for legal advice from high
level sources; advise the JAG of the advice piven, aciion taken, and cument siaius, especially for requests
received outside of regular working hours. If the JAG cannot be reached, notify the DJIAG. If the DJAG cannoi
be reached, notify one of the AJAG's.

¢. Regulations concerning opinions from the OJAG. Secc Chapier 3 of this manual.

d. Legal assistance.  Judge advocates providing legal assistance to officials listed in paragreph a
above will immediately notify the DJAG or an exccutive assistant and advise them of the official's identity and
whether the advice is personal. The judge advocale providing assistance will also indicaic if there may be a
potential conflict of interest in disclosure of the matter 1o the JAG or DJAG. The JAG or DJAG will initiate
further discussions if appropriate. It is not necessary to notify the JAG of legal assistance furnished to the staff
judge advocaies for the officials lisied in paragraph a above.

210. REQUESTS FOR PERSONAL LEGAL ADVICE

2. Attorney-client retationship. OJAG military and civilian artomeys may be approached by
persons involved in administrative or disciplinary action by the Navy, Marine Corps, or onc of the military
depanments. To prevent QJAG personnel from disqualification during review, they will avoid establishing an
atomey—client relationship except as approved by proper authority.

b. Prohibitions

(1) No person employed by or serving in OJAG will advise, counsel, or represent any
individua! on matters that could be referred 10 the JAG without first having obtained specific authority. Refer a
questionable situation to the cognizant AJAG. The AJAG or higher authority may grant permission to act in
specific cases when not in contravention of any other law or regulation.

(2) Except in the discharge of official duties, or as otherwise authorized by law, no person
cmployed by or serving in OJAG will be an agent or attorney for prosecuting a claim against the United States,
or reccive a gratuity, share, or interest in any such claim in consideration for assistance in the prosecution, 18
U.S.C. § 205(1) (1982).
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(3) Except in discharging official duties, or as otherwise authorized by law, no person
empioyed by or serving in OJAG will be an agent or attorney for anyone before any department, agency, cour,
court-martial, officer, or any civil, military, or naval commission in connection with any proceeding, application,
request for a ruling or other determination, contract or claim controversy, charge, accusation, arrest, or other
matter where the United States is a party or has 2 direct or substaniial interest. 18 U.S.C. § 205(2) (1982).

(4) An officer or employce may aci, with or without compensation, as an agent or ationey for
parents, spouse, child, person, or estate when serving as guardian, executor, administrator, trusiee, or other
personal fiduciary except where panticipating personally and substantially as a government employee, through
decision, approval, disapproval, recommendation, the rendering of advice, investigation, or otherwise, or subject
of official responsibility, provided that SECNAYV or his designee approves.

(5) Except with the prior specific approval of the JAG or DJAG, no person serving in or
employed by the OJAG will make available to individuals for personal use, opinions of the 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 5720.42[series], and section 401 of this manual
describing material available for public examination in the OJAG Library.

211. LEGAL ASSISTANCE REFERRALS

a. Requests for legal assistance from eligible personnel should be referred to the nearest NLSO,
detachment, or other legal assistance office. The JAG Organizational guide lists geographic locations and
commercial and DSN numbers. Local legal assistance offices are listed below. Members of the Legal
Assistance Division, Code 36, may, in the discretion of the division director, provide legal assisiance.

(1) Naval Legal Service Office, Washington Navy Yard, Building 200, Washington, DC
20374-2003, telephone (202) 433-4332,

(2} Pentagon Legal Assistance Office (Room 4B454), Washinglon, DC 20350, 1elephone
(703) 695-1332.

(3) Headquaniers, U.S. Marine Corps (JAL), Arlington Annex, Room 1107, Washington, DC
20380-0001, telephone (703} 614-1266/3880.

{(4) Naval Security Station, 3801 Nebraska Avenue, NW, Washingtan, DC 20390, telephone
(202) 282-2620.

(5) Naval Legal Assistance Office, Bethesda Branch, P.O. Box 467, Bethesda, Maryland
20889-5000, telephone (301) 295-6052.

(6) Office of Legal Counsel, U.S. Naval Academy, Annapolis, Maryland 21402, telephone
(301) 267-2268 (for Midshipmen only).

(7) Department of Leadership and Law, U.S. Naval Academy, Annapolis, Maryland 21402,
telephone (301) 267-2166 (for officers, retired officers, and their dependents).

(8) Naval Station, 58 Bennion Road, Annapolis, Maryland 21402-5054, telephone (301) 267-
2587 (for enlisied members, retired enlisted members, and their dependents).

{9) Naval Air Siation, Patuxem River, Maryland 20670, telephone (301) 863-1045.
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b. 1If DON providers are unavailable or inconvenient to the requester, legnl assistance may be
available from non-DON offices. A list of these offices is retained in Code 36; call (703) 325-7928 for
additional information.

212, OFF THE RECORD

a. Contents. "Off the Record” (OTR) contains curtent praciical legal information in suppont of the
mission of the Judge Advocaie General's Corps and is fumished quarterly to judge advocates for official use
only. The OTR includes copies or excerpis from JAG opinions; decisions of military and other appeliate counts;
changes in administrative rules, procedures, or practices; significam legislative items; legal assisiance matters;
and suggestions for handling specific problems in the field.

b. Requirements. OTR is published on a quanerly basis in January, April, July and October.
Division directors should be alert 1o matiers which should be published in the OTR. All OJAG personne! may
contribute, especially when they have worked through a problem whose solution might prove helpful 1o other
judge advocates.

¢. Editing. Submit materials 10 Code O00IA for editing, formarting and publicatien,  Specific
submission dates arc sel quarterly, allowing sufficient time for the editorial staff to preparc the material for
publication and distribution.

213, MEDLA INTERVIEWS AND INQUIRIES

a. Official fnformation. Except as provided in subparagraphs b and ¢ below, OJAG personnel are
not authorized to release official information to the media without first obtaining clearance from the Public
Affairs Officer (Code 00A). OJAG personnel shall refer all requests for interviews or inquiries concerning such
information 10 the Public Affairs Officer for action. Official information includes, but is not limited to,
information concerning the mission and functions of OJAG and the Depanment of the Navy (DON) or the
official duties of DON personncl.

b. FOIA and Privacy Act Requests. Requests for officisl documenis under the Freedom of
information or Privacy Acts shall be processed in accordance with SECNAVINST 5720.42 {series), and
SECNAVINST 5211.5 [series), respectively, and with chapter V of the JAG Manual. Questions conceming

casuahies and disasters shall be processed under paragraph 215 of this Manual.

¢. Information Pertaining to Individual Representation. Judge advocates assigned by competem

authority to represent & client other than the Governmem shall comply with the applicable provisions of
JAGINST 5803.1A (Rules of Professional Responsibility for Anomeys Practicing Under the Supervision of the
Judge Advocate General) when making any siatements concerning the subject matter of that representation.  Sc¢
Rules 1.6 {Confideniiality of Information), 3.6 (Exlra-Tribunnl Stntcmcms) and 4.1 (Truthfulness in Statements
Vot WV o D, o 1 request R pr— infarmatine that fafic

{s) Gihcfs}- QOIAG ‘II'SOWICI who WCEIVC o Teyutat from the uicum for an interview or information that falls
under this subparagraph should, as a maner of professional courtesy, inform the Public Affairs Officer of the

request before responding.

d. Post-Interview Notice. OJAG personnel who parnticipate in media inlerviews or answer inquiries
from the media shall prompily repont to the Public Affairs Offices the following information:

(1) the date of interview or inquiry;
I nama
‘-’ adsal

e

{3) name of interviewer's employer;



(4) name of member or employee interviewed;
(5) subject of interview or inquiry;
(6) date of publication or expecied publication;

(7) brief summary of interview;

(9) whether the interview was recorded.
214. HOUSING

a. Policy. It is the policy of DON 1o provide personalized housing referral service 1o assist all
military personnel, regardless of pay grade, years of service, or marital status, in locating suitable
nondiscriminatory civilian housing within the United States. See OPNAVINST 11101.20 [series] "Housing
Referral Service.”

b. Requirements

(2) All military personnel must contact an appropriaic Housing Referral Office before
negotiating a lease for rental of an apartment or trailer court in the United States. Housing Referral Offices in
this area include:

(2) Pentagon - north end main concourse; telephone (703) 697-4115
{b) ARLEX room 1010; telephone (703) 696-3549
(c) Naval Station Building 150 (Anacosiia); telephone (202) 433-2028

215. QUESTIONS CONCERNING CASUALTIES AND DISASTERS

Questions concemning ongoing JAGMAN investigations or reports of completed JAGMAN investigations inte

casualties and disasters should be refemred to the DAJAG (Investigations) (Code 33) or answered only in
consultation with Code 33. The DAJAG (Investigations) is the funclional custodian and release authority for all
JAGMAN investigative reports convened within DON and in that role is a major functional advisor and
coordinator within the Washington area headquarters’ communities. Queslions requiring an immediate answer
concerning a casualty or disaster, as distinct from questions about the "Navy findings” on a particular incident,
may be answerable by the Casualty Branch, Naval Military Personnel Command (NMPC-642) during working
hours, or by the NMPC Duty Officer during non-working hours, or by the Office of the Chiel of Information.
Answers provided by these offices are ordinarily developed in conjunciion with Code 33 and other inierested
ﬂCﬂVlllﬁS

216. FEDERAL REGISTER AND CODE OF FEDERAL REGULATIONS MATTERS

a. Background SECNAYV appointed JAG, in SECNAVINST 5211.5 [series], to assist the Office of

ihe rcucfai RCglb“:I in cxcuutuxg its lt:apuu.munlum-a o the Dx ut.pal tment of the Na‘-";’ and {h" “"hh" TA(" or the

appointed designee, acts as liaison officer in all matiers relating to submission of documents to the Office of the
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Federal Register, as cenifying officer to authenticate the documems submitted for publication, and authorizing
officer 10 provide the Office of the Federal Register with currem distribution lists of Depanment of the Navy
activities awthorized to receive the Federal Register for official use.

b. Appointment of Alternates. JAG will inform the Office of the Federal Register in writing of
changes in alternate Federal Register Haison officers, cenifying officers, and authorizing officers. Generally,
JAG designates DAJAG (Code 13) and Head, Legislation/Regulations Branch (Code 133) as thesce officers.

¢ Federal Register Distribution. JAG (Code 64} is the point of contact for procuring copics of the
Federal Register and the Code of Federal Regulations for official use. JAG (Code 133) is auwthorized 10 require
justification of requesis for distribution of any editions or titles of the Federal Register.

d. Publication in the Federnl Register. Law and regulations require publication in the Federal
Register. See 5 US.C. § 552, 1 CFR. § 5.1, and SECNAVINST 5720.42E. f{tems o be published in the
Federal Register shall be submitied to the alternate Federal Register liaison officer (Code 133 and 133.1), in the
proper format, for review, authentication, and forwarding for publication to the Office of the Federal Register.
Responsible officers should refer 10 the Federal Register Document Drafting Handbook (or format guidance.

¢ Point of contact. Military or civilian members of OJAG may not contact the Office of the
Federal Register without JAG's express consent.  Contact will be through the aliernaie Federal Register liaison
officers (Codes 133 or 133.1).

217. ANNUAL WORK STATUS REPORT

2. Objective. The work-measuremen! program establishes the relationship between the volume of
work performed and manpower. The sysiem provides information to suppon budgetary requests, evaluation of
operating effectiveness, determination of staffing requircments, and assistance in managemem planning and
workload assignments. DON managers require workload information 10 measure performance, realign fiscal and
personnel resources to programs as the workload increases or decreases, and as justification for the Congressional
budget submission. Accurate workload data ensures a justifiable budget submission.

T R R / E
WUITRIUAU TICdUiCIinein LHuvin cavi

of
units listed in paragraph c. is due 1o the DAJAG (Fiscal and Administrative Suppon), Code 64, by 30 Apri
year. The repont should be formatted as follows: :

o o o Y

g8
g 3

Workload data by Fiscal Year (FY = current Fiscal Year)

Performance
Criteria FY-1 FY FY+1 FY+2 FY+3
{e.g..claim) XXX XXX XXX XXX XXX

{actual) XXX {estimate) (cstimate) (estimate)

(15t half actual)

(2nd half estimmaie)’

"
(1

Since al! of OJAG's legal work cannot be measured quantitatively, respondents should supplemeni their repons
with qualitative statements of operations.

¢ Listing of Organizational Unit, Performance Criteria and Workload Indicator

Workload
Division Performance Criterin Indicator
Code 10 Review treaty/advice Various
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Code 13

Code 20

Code 31

Code 32

Code 33

Code 34

Code 35

Code 61

Code 62

Code 63

Code 64

Project
Advice

Advice
Case

Claim
Case
Advice

Advice
Case

Court of inquiry/
investigation report
Inquiry

Investigation retumed

Case in litigation

Case in anticipatory
litigation

FOIA/Privacy Act appeal

JAGMAN Ch XIII advice

Witness request

DoD Inst. 5405.2 Requests

Document cenification
Support documents
Oral advice/decisions

Meetings/court appearances

Tort claim

Toxic tont ¢laim
Personnel claim
Affirmative claim
Claim project

Claim support
Personne! transaction
Action item

Action item
Personne! transaction
Employee development

Fiscal support
Administrative support

Correspondence page
Inquiry answered

Meeling completed
Action item recorded

Claim closed
Correspondence page
Transaction

Correspondence page
Retirement processed

Case processed
Response
Case processed

Case completed
Case completed

Appeal completed
Decision completed
Request completed
Info provided;

reques! completed
Cenificate completed
Page of correspondence
Transaction completed
Number of meetings
Number of meelings

Open claim

Closed claim

QOpen claim

Closed claim

Claim processed

Open claim collections processed
Number of projects

Page of correspondence

Page of correspondence
Action item

Aclion item

SF-52 processed

DD 1556 processed
Page of comrespondence

Page of correspondence

2-10



JAGINST 5400.1A CH-1

10 Mar 03

Code 64 Procurement support NAVCOMPT 2276 processed
NMCMR Case decided Case decided
Code 45 Defense case Case completed
Code 46 Government case Case completed
Judiciary Court-martial Court-martial completed
USSSO Labor suit Open case
ROME Claim Open case

Translations Page of correspondence

Foreign criminal Open case

Jurisdiction

Legal advice Number inquiries

d. Assistance. Contact Code 64 for assistance or to change performance criteria or workload indicators.
218. PROFESSIONAL PERFORMANCE OF DUTY AND MILITARY APPEARANCE

Headquarters personnel represent both the legal and military professions and must set the best possible examples for
ethical, moral, and responsible conduct on and off duty. They should project an exemplary military image in their
daily demeanor, appearance, and observance of naval customs and traditions. All Navy headquarters personnel will
wear name tags, in the manner prescribed by uniform regulations.

219. CHAIN OF COMMAND

The two-way chain of command is the preferred channel for official communication. Occasionally, it may be
necessary to deviate from the normal chain, but the subordinate or senior who bypasses an intermediate should
apprise that person as soon as practicable. ‘

220. OUTSIDE EMPLOYMENT

SECNAVINST 5370.2 [series] (Subj: Standards of Conduct and Government Ethics), JAGINST 5370.1 [series]
(Subj: Outside Part-time Law Practice of Naval Service Attorneys), and MILPERSMAN 3420500 regulate outside
employment. Headquarters personnel shall avoid outside employment which can be reasonably perceived to conflict
with official duties. Division directors are responsible for ensuring compliance with these directives.

221. SPONSORS AND MENTORS FOR NEWLY ASSIGNED PERSONNEL

a. An effective sponsor program will be maintained to facilitate the relocation of military members and
their families in connection with permanent-change-of-station (PCS) orders to the following JAG activities in the
Washington, DC, area: The Office of the Judge Advocate General (OJAG); Staff, Commander, Naval Legal Service
Command; the Navy-Marine Corps Court of Military Review; the Navy-Marine Corps Trial Judiciary; the Navy-
Marine Corps Appellate Review Activity, and NAVCIVLAWSUPPACT.

b. The goals of the sponsor program are to make the move, arrival, and transition of the member and his or
her family as easy and stress-free as possible; to make the member and his or her family feel welcomed at the new
command; and to provide information to assist the individual to become a fully-functioning member of the
command as soon as possible after reporting. Sponsor duties will be given priority.



JAGINST 5400.1A CH-1
10 Mar 03

¢. Specific responsibilities

(1) Director, Military Personnel Division, OJAG. When PCS orders have been issued to a service
member for duty aboard one of the JAG activities in the Washington, DC, area, the Director, Military Personnel
Division, OJAG, will take the following action:

(a) Inform the cognizant OJAG division director or head of the activity to which the
member has been ordered that such orders have been issued;

(b) Verify that the Navy Family Service Center, Washington, has sent a “Welcome
Aboard” package to the member and his or her family; and,

(c) Send a JAG “Welcome Aboard” packet and cover letter to the member.

(2) The cognizant division director or head of the activity to which the member has been ordered

will:
(a) Appoint a sponsor;

(b) Advise the member in writing of his or her sponsor’s name, mailing address,
telephone numbers, and other appropriate information; and

(c) Ensure the newly reporting service member is assigned a mentor and that there is an
active and viable mentoring program in the work center.

(3) Sponsors wili:

(2) Familiarize themselves with OPNAVINST 1740.3 [series], and read MILPERSMAN
1810580 in its entirety;

(b) Promptly call the newly assigned member, and follow up with a letter; -
(c) Provide maximum assistance to the member and his or her family; and

(d) Inform superiors of any special assistance needed by the member that the sponsor is
not able to provide.

(4) Points for sponsors to cover include:

(a) Introduce yourself and provide specific information on how the member may contact
you (address, telephone numbers, etc.):

(b) Ask the member to tell you what information he/she would like to have (e.g.,
housing, school, transportation, etc.);

(c) Ask whether the member’s dependents, if any an if accompanying the member, have
special needs;

(d) Volunteer to help with temporary or permanent housing needs, make reservations,
assist with personal property arrangements, etc.;

(e) Volunteer to provide transportation and a tour of the area upon the member’s arrival;

(f) Be available to assist the member and his/her family during the first few days after
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amval;
(2) Escort the member through the check-in process; and,

{(h) Inform the member regarding office procedures, hours, watchsianding, uniform
requiremenis, PT and recreational faciliies, etc,

d.  Other specific implementing actions are left to the initiative and ingenuity of ithe sponsor.
Maximum assisiance by the sponsor does much to relieve the anxiety and uncenainy of reponing 1o a new area.
Perform your dulies as you would like to have them performed on your behalf.

222. COLLATERAL DUTIES

Collateral duties will be assigned periadically by AJAG's. A list of collateral duties is maimained in Code 63.
Occasionally, individuals will be assigned to positions in one or more divisions. The individual, in consultation
with the department heads concerned, wilt amange priorities in 2 manner thay will enable exccution of the duties
of cach position.

223. AWARDS

a. Appropriate recognition for significamily notewonthy performance is essential to motivaling
individuals, and has an imponam cffect on the reteniion of outstanding people in naval or civilian service.
Depending on the quality of an individual's performance, the degree of effon invelved, and the imponance of the
results of the performance, appropriate recognition might go beyond verbal praise and comment in the
performance evaluations, appraisal, or finess repon, and might include, for example: a letier of appreciation or
commendation; a recommendation for a personal deceration; nominalion for such distinctions as sailor of the
month or year; legalman of the year, Navy League civic awards, etc. Information on the availability and
appropriateness of awards or other special recognition can be obtained from the Command Master Chief in the
case of an enlisted member, Code 64 in the case of a civilian employee, or Code 61 in the case of an officer.
Additionally, supervisors will familiarize themselves with the Federal Incentive Awards Program -- A
Handbook and Cuide, and comply with the policies and procedures contained therein. Code 003 is responsible
for providing funding data for the payment of bencficial suggestions and other awards relating to military or
civilian personnel.

b. An awards board will be appointed, 1o meet on call for purposes of recommending personnel to the
JAG or CNLSC for personal decorations.

224. EQUAL OPPORTUNITY

Per SECNAVINST 5354.1 [series], it is Navy Depantment policy 1o ensure every person in or employed by the
Navy is treated equally without regard io race, creed, color, age, sex, or national arigin. This headquaners will
faithfully adhere to and actively promote this policy, both in its intemal administration and in its guidance to

other commands. Differences in the treatment of individuals based on duc recognition of mnk or grade,
seniority, official position, authority, or superior abilities or performance are not inconsistent with this policy.

225. SAFETY
It is headquaners policy 10 provide safe and healihful working condilions for all personnel.

a. It is incumbent upon all personnel to be familiar with applicable operating manuals which penain to
equipment prior to use of the equipmem and to aveid deviations or "shon cuts.” Employees are responsible for

waming fellow personnel observed engaged in unsaic activilies or practices. Failure 1o cease unsafe activities
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will be reported 10 the cognizant division director,

b. Personnel will not be permitied to work when physically unfit. Personnel apparently under the
influence of intoxicants or narcotics or who exhibit other indications of incapacity for work will be referred to a
medical officer for examination.

¢. All spaces will be kept clean and free of unnecessary equipment, materials, and personnel not
involved in work being performed. Oily rags and other combustibles will be kept in approved containers.
Flammable compounds are not permitted. Space heaters are authorized only when permitted by building
regulations.

226. SMOKING POLICY

In compliance with the provisions of SECNAVINST 5100.13 [series], smoking of tobacco products will be
permitted only in designated areas. Smoking will not be permitied in areas shared by non-smokers. Personnel
who desire to smoke tobacco products in private office spaces while consulting with visitors will defer 1o the
visitors wishes in this regard.

227. FRATERNIZATION

Personal relationships between service members of different rank and grade that are unduly familiar and that do
not respect differences in rank are inappropriate and violate long-standing traditions of the naval service. It is
impaossible to set forth every act that may be prejudicial 1o good order and discipline or is service discrediting

For further guidance see U.S. Navy Regulations, 1990, anticle 1165, and OPNAVINST 5370.2 [series]). Division
directors shall ensure that all members of their division are aware of the DON's policy on fraternization, and
eliminate offending conduct, if it occurs, by taking appropriate administrative and/or disciplinary action.

Alcoholic beverages will not be possessed or consumed in OJAG spaces without the prior approval of the
cognizant AJAG. Under no circumstances will personnel under the age of 21 be permitied to consume alcoholic
beverages while in Headquarters spaces.
229. STANDARDS OF CONDUCT AND GOVERNMENT ETHICS
a. Introduction. SECNAVINST 5370.2 [series] provides detailed Standards of Conduct guidance for
all Department of the Navy (DON} personnel, military and civilian. The following is a summary of some of the
most important aspects of the DON Standards of Conduct program. For more detailed guidance, individuals
should refer to SECNAVINST 5370.2 [series] or contact the Standards of Conduct Branch, Administrative Law
Division (Code 132).
(1) Applicability. SECNAVINST 5370.2 [scries] applies to all DON personnel, including:
(@) Active duty military;
(b) Reservists on active duty for training or when perf.orming Federal duties;

(c) All civilian employees of the DON;

(d) Special govemment employees;

tJ
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{e) NAFI employecs:
(N} Naval Academy midshipmen; and
(g) Retired and former DON personnel (in some instances).

(2) General Policies. In order to maintain the public's trust in the integrity of the Navy as an
institvtion and its personnei as individuals, all DGN personnel musi:

(a) Guard againsi both aciua) ond spparent conflicts or other improprictics:
(b) Be aware of the limits of their authority and not excced them;

(¢) Know that centain practices that may be widely accepted in the business world are
not acceptable in conducting business for the Govemment; and

(d) Obiain the advice of counsel when in doubt.

b. Conflicts of Interest. DON personnel wifl not engage in personal, business, or professional
aclivilies, nor maintain direct or indirect financial interests, that conflict with their official duties and
responsibilities. For the purpose of this rule, direct or indirect financial interests include those of:

o

(1) Onc’s spouse, minar child, member of imme

Atoaa L i P]
0131 nOUSeEnoio,

(2) An organization in which one serves as an officer, director, trusiee, partner, or employee;
and

(3) Any person or entity with which one is negotiating or has an amangement conceming
prospective employment.

¢. Commercial Dcnlings Between Naval Personnel. Solicitalion of or solicited sales 10 DOD

personnel who are junior in pay grade of position, or to their families, are prohibited.  Exceptions are made for

the one-time sale of a personal residence or other personal propeny not held for commercial profit, or sales
taking place in commercial establishments by personnel engaged in outside employment.

d. Gratuities and Gifts. DON personnel and their families will not solicit or accepl gratuities from a
defense contractor or prohibited source. Gratities are defined as anything of value, including food, lodging.

transponation, scrvices, cnferiainment, offers of employment or any type of financial or business advaniage.
Exceptions to this prohibition include:

{1} Con
(2) Unsolicited promotional items valued a1 less than $10.00;

(3) Awards or prizes won in an individual capacity not related- to onc's official duties;
(4) Bencfits available 1o the general public:

(5) Customary exchanges of gifts between refatives or friends;

(6) Discounts avaifabic 10 all naval personnel; and
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(7) On an infrequeni basis, coffee, doughnuts or similar refreshments of nominal value, offered
as a normal courtesy incidental to conducting business.

¢. Fundraising. Fundraising for/by charitable organizations that takes place at the workplace is
prohibited, except for the Combined Federal Campaign (CFC), Navy Relief and other limited, specifically
approved efforts that do not conflict with the CFC or Navy Relief.

f. Gifts to Superiors DON pcrsonnel will not solicit from a subordinate or give any coniribution or

rinr ne tha ciima adr farmilery mnr ooone wrbuy frr vhnardinata

Elll IU a aupﬁuux ui e huPLllUlB uu.uu:umu: ldl]luy. 111 ﬂbbcpl ﬂll)‘ 5!]! U.l WIIIAIUHHU!I oM a suoiorainale or {h\.-
subordinate's immediate family unless the gift is volumary, of reasonable value (3300), and obiained with
nominal ($10) donations to mark significant personal occasions, not including promotions.

g. Use of Government Assets. DON personnel will 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 at all times avoid any action, of whatever
kind, whether or not specifically prohibited by SECNAVINST 5370.2 [series], that might result or reasonably be
expected to create any appearance of:
(1) Using public office for any type of private gain;
(2) Giving preferential treatment to any person or entity;
(3) Impeding or interfering with government efficiency or economy;
(4) Losing complete independence or impartiality;
(5) Making governmen! decisions outside official channels; and .

{6) Affecting adversely the public's confidence in the integrity of the Government or the Navy.

230.

(=]
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a. Policy. Sexual harassment is wrong and will not be condoned or tolerated. It is also
unprofessional, and adversely affects morale, discipline, productivity and, ultimately, the mission of the
command. Violation of the prohibition on sexual harassmemt will resull in appropriate administrative or

ulsupunary acnon DUPCI'VISU!’S anu managers musi IEKC amrmauvc mMeasuies o pII:VI:IIl anu cummdu: :scxu:u
harassment.

b. Definition

(1) Sexual harassment consisis of sexval advances, requests for sexual favors, and other verbal
or physical conduct of a sexual nature when —-

(a) submission 10 such conduct is made cither explicitly or implicitlly a term or condition
I career; or

=)

(b) submission 1o, or rejection of, such conduct by a person is used as a basis for career
or employment decisions affecting that, or any other, person; or

{c) such conduci is unweicome, and inierieres wiih a person’s per
intimidating, hostile, or offensive environment.
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(2) Mitiary or civilian personnel, regardless of rank, grade, or position, who make deliberate or
repeated verbal comments, gestures, or physical contact of a sexual nature, afier being notified that such conduct
is unwelcome, engage in sexual harassment.

(3) Personncl in supervisory or command positions who use or cordene implicii or explicit
sexual behavior to conuol, influence, or affect the career, pay, or job of any person also engage in sexual
harassment.

<. Responsibilities

(1) The Tmining Coordinator (Code 001T), in coordination with DAJAG (Fiscal &
Administrative Support), shall ensure that all supervisors and mangers receive training on preveming sexual
harassment.

(2) Supcrvisors and managers will adhere stricily to, and enforce, DON policy on preventing
and eliminating sexual harassment.

d. Procedures
(1) Personnel who experience sexual harassmenmt should --

(a) tell the offender that such behavior .. unwelcome, offensive, and against DON
policy: and

(b) repon the matier to the supervisor with cognizance over the offender,

(2) Although informing an offender that his ar her behavior is inappropriate is a recommended
course of action, doing so is not required. A rcport or complaint may be made without so informing the
offender,

(3) Personne] who experience scxual harassment may also file a complaint of discrimination or
an administrative grievance, request the Special Assistant to JAG (Inspector General) to review the mater, or use
other formal remedies available to them.

() Sup.:visors or managers receiving reports or complaints of sexual harassment shall take
immediate apd appropriste action 10 investigative the matter and if the complaint is subswantiated, take
appropriate administrative or disciplinary action.




CHAPTER THREE
CORRESPONDENCE
30]. DEFINITIONS
The following definitions apply:

a. Action. Official performance or adjudication for which the power 10 execulc is vesied by statute,
regulation or delegation of authority by SECNAYV to the JAG.

b. Opinion. Formal written legal advice on any matter under the official cognizance of the JAG for
which action is nol required.

c. Directive. Written communication or issuance which:
(1) Prescribes or establishes policy, organization, methods or procedures;
(2) Requires aciion; or

{(3) Conuains information essential 10 effective adminisiration or operation of activities
cancerned.

d. Correspondence. {ncludes leficrs, messages, memoranda, and other fypes of wrillen com-
munications.

¢e. Non-correspondence mail. OD, Army, Air Force, and DON directives, manuals, publications,
informational material, etc.

. Routine correspondence. Division level rouline correspondence without specific guidance from
the JAG/DIAG: i.e. invesiigations, claims, and carrespondence not requiring a reply.

g. Non-routine correspondence. Correspondence the JAG should be informed of, congressional
mail, requests for JAG opinions, letters from bureav and office chiefs, letters from SECNAV and DOD.

h. Controlled Action Items. Actions assigned by higher authority, whether verbal or written,
including non-routine correspondence listed in subsection g above and action items assigned by the JAG or
DJAG. Does not include day-tp~day items normally received and acied upon independemily by the divisions.

i. Secretariat and Headguarters lnformation Processing System (SHIPS). Computer-based
system which acecounts for action items described in paragraph h and which ensures timely completion and

accountability. el
302, RESPONSIBILITY FOR ACTION

Divisions will prompily atiend to incoming letters requiring action or reply. [f there may be a delay,
acknowledge as soon as possible including an approximate reply date. A communicalion bearing a suspense (or
due) date needs an interim reply as soon as it is determined that the suspense date cannot be met. I not under a
suspense date but the communication requires an answer within a specific time, make an inerim reply if the time
limit cannot be met, or within 10 working days, whichever is sooner.
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303. ROUTING AND CONTROL PROCEDURES

The Administrative Operations Branch of Code 64 receives incoming correspondence addressed o0 OJAG or
NAVLEGSVCCOM. Mail containing First Class, Regisiered, Certified, Priority, Express, or Postmaster Return
to Sender markings, and mail not addressed to a specific division regardless of markings, will be opened and
handled as follows:

a. Code 64 will place all unclassified incoming correspandence inte the appropnate division's guard
mail box. Classified correspondence will be delivered to the Special Programs Division.

b. Controlled Action Items. Divisions will ensure all items requiring control are entered into the
compuler tracking system and updated as appropriate. I a division receives comespondence qualifying as a
controlied action item in error, the item will be routed 1o the cognizant division after it has been entered into the
computer tracking system.

¢. Requests under the Freedom of Information Act. Divisions must handle correspondence requesting
release of OJAG records in its immediate cusiody in accordance with SECNAVINST 5720.42 [series] and
JAGINST 5720.3 [series).

304. PREPARATION OF CORRESPONDENCE

a. Requirements. Correspondence must conform with SECNAVINST 5216.5 [series] (Depariment of
the Navy Correspondence Manual) and NTP-3. For comrespondence prepared for signature of the Secretary or
Under Secretary of the Navy, additional guidance may be found in the SECNAV Writing Guide. Additional
useful references include the U.S. Government Printing Office Style Manual and the Catalog of Naval Shore
Activities containing the Standard Navy Disuribution List. Two copies of non-routine outgoing correspondence
should be prepared and sent 10 Code 64 for the command files. The division/office level maintains routine files.

b. Serialization. All oulgoing correspondence addressed from JAG or COMNAVLEGSVCCOM will
be serialized by the office preparing the document. Serial numbers will run sequentially beginning on the first
day of the calendar year and will include designaiion of the originating code. An example of proper serialization
is "63/0021", representing the twenty-first JAG or NAVLEGSVCCOM document serialized by Code 63 in the
calendar year.

¢. Signature requirements

(1) Stamp the appropriate functional 1itle below the signature on documents and
correspondence signed by the JAG, Acting JAG, DJAG, and AJAG's.

(2) Documents and correspondence signed by division directors or their designees for the JAG
will be signed "By direction.” Correspondence signed "By direction” will not carry the JAG's name above the
signature of the person signing by direction. In business form correspondence, the signer's title is sufficient.
This manual authorizes "By direction" signature authority for the DJAG, all AJAG's and all DAJAG's and special
assistants or their designees to sign documents within the authority of their office "by direction™ of the JAG and
the CNLSC. Signing "for” is an unauthorized procedure.

d. Originator's Name. Type the name of the person originating the correspondence (include code
number if not appearing in the upper right hand corner), telephone extension, and date typed in the lower left
hand comer of reiained copies of correspondence prepared for the signalure of SECNAY, JAG, DIAG, and
AJAG's and on all memoranda and correspondence prepared for the signature of any person other than the
originator (see SECNAVINST 5216.5 [series]). When correspondence has been rewrilien by other than the
originator, include the names of both the ariginator and the person rewriting the correspondence on all file

3-2




A)

A)

A)

R)

A)

A)

A)

copies.
e. "For OMicial Use Only™ Marking of OJAG Unclassified Documents

(1} Many unclassified QJAG documenis can be protecied from unwananted disclosure under
FOIA through use of FOIA exemption 5 (predecisional deliberations, antomey work product, anomey—cliem
privilepe) and cxempiion 6 (cleardy unwarranied invasion of personal privacy) if release would jeopardize a
Government interest. The exemption 5 privilege, however, can be waived if the documen is released outside the
group of Government personne! who have an official need 1o see the document in question.

(2) To prevent such waiver, "FOUO"™ marking shall be placed on all documents produced
within OJAG thar should be protecied from FOIA disclosure in accordance with the specific guidance provided
in JAGINST 5720.1, "For Official Use Onty" Marking of OJAG unclassified documents. Additionally, a brief
statement of the basis for the FOUO designation should be added 10 the QJAG file copy of the FOUQO document,
unless the basis is clear from the documem's face. Deputy Assistant Judge Advocaie General (Administrative
Law) can provide additional guidance.

I. Copies. Divisions will maintain file copies of all outgoing correspondence.  Additionally, one copy
of al! outgoing unclassificd scrialized correspondence will be forwarded to Code 64.4 for the reading and serial
files.

305. DISPOSITION OF CORRESPONDENCE

a. All envelopes will be delivered to the Correspondence Distribution Section of the Administrative
Operations Branch (Code 62.4) for proper mailing. If the enclosures are bulky and need wrapping by Code 64.4,
the following procedures apply:

(1) Typc an appropriate label.
(2) Fasten the label to the enclosure.
(3) Placc a rubber band around the package.
The originating office has responsibility to ensure that mail is forwarded to Code 6.4,

b. All cenified and registered mail will be hand-detivered to Code 64.4 personnel 10 ensure proper
logging procedures are followed. On receipt of certified or regisiered mail, Code 64.4 personnet will place the
appropriatc Cenified/Registered number on the mail, log on PS Forin 3877 {for Regisiered, Insured, C.O.D.,
Centified, and Express Mail) and forward to the Naval Eads Sireet Postal Facility for metering and forwarding to
the U.S. Posial Service.

¢. ladexing Navy Department Final' Opinions and Statements of Policy or Interpretation
Rendered by the Judge Advocate General

(1) FOIA rcquires JAG 1o make available for public inspection and copying DON final
opinions and statements of policy or interpretation in decisional documents created by JAG in the adjudication of
cases, and to maintain and make available 10 the public current indexes providing identifying information about
such documents,

() The following documents musi, therefore, be indexed in accordance with JAGINST 5720.2
{series), [ndexing Navy Department Final Opinions and Statemenis of Policy or Interpreiation Rendered by the
Judge Advocaie General:

3-3



A)

(a) Decisions on remission or suspension of courts-manial sentences and petitions for
relief under Articles 69 and 73, UCMI;

{(b) Decisions on decenificati

(¢) Formal written advice on Government ethics and standards of conduct, posi-
Government scrvice employment restriciions, and related matters;

“taur -

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

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

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

306. HOW TO WRITE OPINIONS
Opinions may be an informal memorandum, a letter or a letter accompanied by a memorandum of law.

a. Informal memorandum. Use an informal memorandum internally or for authorized informal
communications outside OJAG. The writer decides the form best suited for desired purpose. I should be
succinct,

b. Letter opinion. Use a letler opinion where the 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 the same order.

¢. Memorandum of law

A memorandum of law is a formal presentation of a legal opinion. Use when there is
h round and delailed citations of authority.

(2) Center the heading as follows at the lop of the {irst page:
MEMORANDUM OF LAW
ON
(SHORT DESCRIPTION OF SUBJECT TREATED)

Organize the body of the apinion in the following major sections:

L Question or questions presented.
I1. Facis of the case.

Il Law involved.

Iv. Discussion.

V. Conclusions.

Use sub-headings within major divisions for clarity or to enhance presentation of the opinion. More than onc
paragraph may be used in each division. Number paragraphs consecutively throughout the memorandum. Use
JAGINST 5850.2 [series] ("Uniform Method of Citation™) to cite authorities.




(3) The military or civilian attorney preparing the memorandum of law signs it, adding grade
and branch of service (below an officer's signature) and, if desired, official designation, c.g., “"Head, Finance
Branch®. Opposite and two lines below signature, type "APPROVED" for signature by the JAG or approving
authority,

(4) If nceded, an approved memorandum of law may be forwarded as an enclosure to the
person or activity seeking advice. The cover letter should contain a brief presentation of the question and the
answer reached in the "Conclusions™ section of the memorandum of law. If the memorandum of law is not
approved, it should be filed as directed by the division director.

(5) When a memorandum of law is approved, the originator should furnish copies for filing in
both the division files and the OJAG Law Library. Additionally, the originator should prepare a digesi of the
approved opinion and forward 10 Head OJAG Law Library for review and approval.

307. CENTRAL CORRESPONDENCE FILES

The Head, Administrative Operations Branch of Code 64 has cognizance over official comrespondence files of
OJAG and COMNAVLEGSVCCOM,

308. CONGRESSIONAL CORRESPONDENCE

a. Requircments Replies to members of Cong:rcss must be pmmpl accurate, and in the apprnpriale
form. SECNAVINST 5216.5 {series] (Deparimeni of the Navy Comespondence Manual) seis {orth requirements
and procedures for acknowledgement and reply and contains guidance for the preparation of congressional

correspondence.  The following paragrophs contain additional requirements.

b. Constituent's letter as an enclosure, Frequenly members of Congress forward a caonstituent's
letter as an enclosure. OJAG's reply should avoid reference to the constituent’s letter.  The Scnator or
Representative may then forward ihe reply directly to the constituent without indicaiion that the constitent's
leter was referred to the Navy for a reply. The letter to the member of Congress should say that the referral
letter or covering memorandum maised issucs assericd in the constituent's letter. When the constituent is not the

A
scrviceman involved, do nwt mention the constituent’s name or address unless specifically requesied by the

member of Congress.

¢. Memorandum referrals. Congressional referrals usually requesi retum of the consiituent's letter.
Do not list the constituent's letter as an enclosure on the original or courtesy copy of the reply; list on the other
copies of this type of correspondence. The body of the reply should not mention the retumn of the consiient’s
letter.

d. Similar questions from members of the Congress. Each Senater or member of Congress should
receive a sepammte reply to the inguiry. Do not enclose a copy of a letter to another member on the same subject.

¢. Addressing Senators and Representatives. Address 2 member of the House of Representatives as
"The Honoruble {full name)*, with a saluintion of "Dear Mr. (sumame):". Address a member of the Senate as
*"The Honorable (full name)”, with 2 salutation of "Dear Senator (surmname):". Se¢e¢ Appendix B of
SECNAVINST 5216.5 [series] for civilian models of address.

f. Corvect spelling of names. The "Alphabetical List”™ section of the current Congressional Directory,

and the U.S. Government Organizational Manual lisis the correct spelling of the names of members of Congress.
The OJAG Library has copies.
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309. SECRETARIAL CORRESPONDENCE

Prepare comrespondence as required by SECNAV Writing Guide.

310. RESPONSIBILITY FOR SIGNING DOCUMENTS, CORRESPONDENCE
a. Signature by JAG or DJAG. The JAG will sign all actions, opinions, dircctives, congressional
correspondence, and comespondence prepared on behalf of SECNAV and other prominent civilians or

correspondence which requires the exercise of discretion. DJAG may also sign such documents. DAJAG',
special assistants, or the cognizant AJAG may sign interim replies or acknowledgements as appropriate.

b. Routine matters. AJAG's and special assistants have control over the drafiing and disposition of
documents under their cognizance. AJAG's and special assistants will inform the JAG and DJAG on non-
routine matters. Subject to paragraph a, AIAG's may delegate 1o their DAJAG's and their designees authority 10
sign and dispose of routine or perfunctory documents and correspondence. However, the personal prominence or
rank of the addressee or magnitude or overall effect of the subject matter may require disposition at a higher
level. AJAG's and special assistants may not delegate signature authority for questions involving policy.

311. RECEIPT AND DISTRIBUTION OF UNCLASSIFIED MESSAGES

a. DAJAG (Code 64) is responsible for expeditious routing of unclassified message raffic. The Army
Communications Center (Hoffman Building I} serves as guard for OJAG and COMNAVLEGSVCCOM
messages. Code 64 personnel will pick up the messages prior to 0815 each working moming and once in the
aftenoon each working day. (Flash messages will be picked up, as necessary, upon notification by the Army
Communications Center.) Copies will be placed on the Cammand message boards and routed 1o the cognizap
divisions. The command message board will be routed to Pentagon offices using the regularly scheduled courier
runs. Code 64 will maintain a file of all unclassified message traffic for a three month period. After three
months, the messages will be destroyed.

b. The OJAG Duty Officer will check the mail room for any outgoing messages and deliver them to
the Army Communications Center during duty message runs. When OJAG offices are secured, the Duty Officer
will pick up messages. If immediate action is required, the Duty Officer will notify the cognizant d|v1smn or
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action officer.

312. RECEIPT AND DISTRIBUTION OF CLASSIFIED MESSAGES

a. During working hours. The DAJAG, Special Programs (Code Ii) has responsibility for
expeditious routing and control of classified message traffic. Messages other than TOP SECRET will be picked
up at the Army Communications Center by Code 64 each moming and, nomally, otherwise during working
hours upon notification of amrival. Such messages will be delivered 1o Coede 11 whose personnel will place one
copy on the "message board” and, if "action® to JAG or otherwise of obvious timely interest, will bring
messages to the attention of the JAG, DJAG, andfor cognizant AJAG, as appropriate. Classified Material
Control Center {(Code 11) files all SECRET and CONFIDENTIAL message trafficc. TOP SECRET message
traffic may be picked up and delivered only by couriers whose designalions are recorded in Code 11 records and
the various waich officer notebooks. Chapter Nine of this Manual addresses handling of classified materials.

b. Non-working hours. Waich officers will determine whether traffic is "action™ or "info” o JAG
and, if possible, they will determine the subject matter of the message(s); and will comact Code 11 personnel if
any are present in the Hoffman Building, in which case Code 11 will arrange pick-up as appropriate. Otherwise,
the waich officer will contact the Jumor—mosl officer possible among those authorized 1o plck up classified

An
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Hoffman for pick-up and processing. Copies of authorization letiers are maintained in the waich officer
notebooks. '

313. PREPARATION OF OUTGOING MESSAGES

Prepare OJAG messages following the instructions in Hoffman Building Telecommunications Message
Preparation Guide. Pentagon offices will relcase messages through the Hoffman Building Telecommunications
Center.

314. MESSAGE CONTROL PROCEDURES

a. Date-time-groups for all outgoing message traffic will be assigned by the code originating the
message. :

b. Route all relcased unclassified outgoing messages via Adminisirative Operations Branch, Code
64.4. An original and one copy of all unclassified outgoing messages will be forwarded 0 Code 64.4. When
time or circumsiances do not permit the messages to be given to Code 64.4, ensure that one copy of each
outgoing message is forwarded to Code 64.4.

315. AUTHORITY TO RELEASE MESSAGES

a. The JAG, INAG, AJAG's, special assistants, and DAJAG's may release messages requiring the
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b. JAG Duty Officers may release OJAG messages to forces afloat and shore aciivities, including
those overseas, during their watch,

c. The JAG Administrative Officer may release messages relnted 1o mainaining Address Indicator
Groups.

316, "FOR OFFICIAL USE ONLY" MARKING OF DOCUMENTS

Certain unclassified documents containing information possibly exempt from disclosure under exemptions b(2)
through W(9) of the Freedom of Information Act (FOLA) must be marked "FOR OFFICIAL USE ONLY" to alen
their holders that the documents may contain information exempt from release, Many documents produced in
OJAG arc exempt from mandatory disclosure under FOIA, such as, for example, documents prepared in
anticipation of litigation, and must be marked accordingly. Specific guidance is found in JAGINST 5720.1
[series) ("For Official Use Only® Marking of OJAG Unclassified Documents).

317. INDEXING NAVY DEPARTMENT FINAL OPINIONS AND JAG STATEMENTS

The Freedom of Information Act (FOLA) requires JAG 10 make available for public inspection and copying Navy
Depaniment final opinions and siatements of policy or interpretation in decisional documents created by JAG in
the adjudication of cases. FOIA also requires JAG 10 maimain and to make availabie 10 the public current
indexes providing identifying information about such documents. The documents to which these requirements
penain are identified in JAGINST 5720.2 [series] {Indexing Navy Depanimem Final Opinions and Statements of
Policy or Interpretation Rendered by the Judge Advocate General). The instruction also prescribes procedures to
comply with these requirements. Affected divisions must adhere to these procedures,



CHAFPTER FOUR
ADMINISTRATIVE SERVICES

401. LIBRARY SERVICES

a. General Information. The OJAG library is located in Room 9S47. The OJAG Library contains
approximately 50,000 volumes on state, federal, and intemational !aw with particular emphasis an areas of law
under the cognizance of the JAG.

b. Hours. The library is open during working hours for use by QJAG personnel and others properly
admined 10 the Hoffman II building.  After hours, access is kimiled to personnel a1 GJAG or
COMNAVLEGSVCCOM and to others with permission. Submit requests for use after normal working hours by
other than OJAG or COMNAVLEGSVCCOM personnel 1o the Head, Law Library Branch. The OJAG Duty
Officer may approve requests in an emergency.

¢. Keys and After Hours. Keys o the JAG Library are furnished fo the division dircctars who may
armange for use of the key by members of their divisions after hours.

d. Legistative Reference. OJAG Library maintains congressional materials including current bills,
legislative histories for most Acts affecting DON, sclected Scnate and House Reporis {from 1931), the
Congressional Record (from 1873), and many selected documents and hearings.

e. Executive Orders. The OJAG Library maintains sclected executive orders relaicd to DON prior 10
1940 as well as all executive orders published in the Federal Register and the Code of Federal Regulations
(CFR) since 1936. Informalion on whether an executive arder has been amended, canceled, or superseded can
be obtained from the CFR or by telephoning the Presidential Documents Branch in the Office of the Federal
Register (OFR), telephone (202) 523-5230,

f. JAG Opinions. The OJAG Library maintains sclected opinions of the JAG (unclassified). Thesc
selected opinions may be located with an index-digest ovailable in the OJAG Library. The divisions sclect and
digest the opinions. They are given to the Head, Law Library Branch on 3 x § cards in triplicate form, with 2
copy of the full opinion to be stored. These opinions are "For Official Use Only” and may be loancd only with
permission of the originating division.

g. Directives. All JAG or COMNAVLEGSVCCOM-held direciives and the Consolidated Subject
Index (NAVPUBNOTE 5251) listing effective notices and instructions are mainained in the OJAG Library. The
Head, Law Library Branch ensures all directives are current. An obsolete directive is removed from the active
directives books and bound in canceled dircctive books. Comtact the Directives Clerk to order dircetives listed in
the Consolidated Subject Index from the Navy Publications and Forms Center (NPFC), Philadclphia, PA 19120.
The OJAG Library maintains a limited number of JAG and COMNAVLEGSVCCOM instructions and notices
and a limited supply of JAG-originated directives.

h. Check-out Procedures. To check-out material from the OJAG Library:

(1) Books. Complete the check-out card iocated in the back of each voiume 1o obiain books
and leave with the front desk clerk. Check-out time is three weeks.

(2) Directives. Fill in a charge—out sheer available in the Directives alcove. The Head, Law
Library Section must approve a check-out of a directive for more than ten working days.

i. Return Procedures. Return books to the book deposit rack near the library door and directives to
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their binders, removing the charge-out sheet on retun of the directive.

j- Automated Legal Research (ALR). The West Publishing Company's automaied legal research
scrvice, WESTLAW, is available in the QJAG Library. Divisions may also access WESTLAW, or LEXIS if
authorized, on IBM Personal Computers located in their offices. Hecad, Law Library Branch will 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., standardized log—-on procedures) esiablished by
the ALR Coordinator,

402. FIELD LAW LIBRARIES

Ficld law libraries are kept current via the centralized acquisitions program in the Headquariers Library.
JAGINST 5070.1 {series], on the Field Law Library Program, details procedures of existing field law libraries
and establishment of new libraries.

403. DIRECTIVE PREPARATION

a.  Authority. Originators  will prepare, coordinate, issue, and maintain all JAG and
COMNAVLEGSVCCOM instructions and notices, OJAG-originated SECNAYV insiructions 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. The Navy Directives System authorizes two types of directives: instructions
and notices. Instructions are directives of a continuing nature and are therefore effective until superseded
specifically. Notices are directives of a temporary nature, otherwise having the same force and effect as an
instruction.  Accordingly, it must contain provisions for its own cancellation.

c. Preparing Directives. The originator of a directive will:

(1) Decide the type of directive (insiruction or notice);

(2) Assign an appropriate classification number with the aid of Administrative Operations
Branch (Cede 64.4);

(3) Prepare a double-spaced rough draft of the proposed directive and submit it to the
Directives Contral Point (DCP) prior to final typing and signature;

(4) Prepare the final directive with the required number of copies (twelve copies for
SECNAVINST and seven for a JAGINST); and

{5) Obtain the appropriate signature and return the signed original 1o DCP for reproduction and
distribution.

d. Responsibilities of the DCP. The DCP is responsible for performing the {unctions in paragraph
3c of SECNAVINST 5215.1 {series]. The DCP also shall:

{1) Review cach directive prior to final issuance for compliance with SECNAVINST 5215.1
[series];

2) Coordinate review of directives through the Administrative Law Division.

(3) Route "All Ships and Stations” directives to Headquarters, Marine Corps for proper Marine
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Corps distribution;
(4) Forward OJAG-originated SECNAYV directives through the SECNAV DCP for signature;
(5) Maintain a file of cument and canceled directives when the JAG is op a diswibution list;

(6) Mainin case files of effective and superseded JAG and NAVLEGSVCCOM-originated
SECNAYV instructions;

¢. Reproduction and Distribution. The Administrative Operations Branch (Code 64.4) will print,
stock, and distribute all directives.

f. Stocking. JAG and NAVLEGSVCCOM instructions distributed extcrnally are stocked at the Naval
Publications and Forms Center (NPFC), 5801 Tabor Avenue, Philadeiphia, PA i9i20. Code 64.4 will siack JAG
and NAVLEGSVCCOM notices and OQJAG-originated directives. Intemnally circulated dircctives will be
stocked in limited quamities by Code 64.4. OJAG will not siock extra copics of ather than JAG or

NAVLEGSVCCOM originated directives. The OJAG Library maintains master copies of most Navy directives.

g. Cancellation of JAG and COMNAVLEGSVCCOM Instructions. Cbsoletc instructions may be
canceled as follows:

(1) If the instruction is solely intemmal, the originator will give the instruction number and
reason for its cancellation to DCP for approprinte action;

(2) If the instruction involves other activities, give the insiruction number and reason for its
cancellation to the DCP in writing. The DCP will cnsurc thal cancellation appears on the next consolidated
cancellation notice issued periodically by SECNAV, JAG, or COMNAVLEGSVCCOM as appropriate; or

(3) I cancellation is time sensitive, the originator shall give the DCP the instruction number
and so advise the DCP of the urgency in writing. The DCP shall issue a notice canceling the instruction,
complying with paragraph 3d(4) of SECNAVINST 5215.1 [series]. The DCP shall distribute the notice to the

somseaml doem

same addressces as the original instruction.
404. FORMS MANAGEMENT

a. General. A form is any document, including letters, post cards, and memoranda, printed or
otherwise reproduced with space for filling in information, descriptive material, or addresses, or any format
designed to structure the arrangement of such information. These may include, bui are not limited to:
siandardized forms, test forms, and Opiical Charocter Recognition forms. Forms management is the
development, adaptation, revision, simplification, standardization, and elimination of unnccessary forms used by
OJAG or COMNAVLEGSVCCOM.

b. Autharity and Responsibility. OPNAVINST 5213.1 {scries) established the forms management
program. DAJAG (Fiscal and Adminisirative Suppon) is responsible for the management program within QJAG
and COMNAVLEGSVCCOM.

¢. Procedures, An OJAG or COMNAVLEGSVCCOM originated or sponsored form (i.e.. DOD,
SECNAYV, eic.) must be justified using OPNAV Form 5213/19, Request for New or Revised Form (available
from Code 64.2). Forms issued without an identifying prefix or number are not awthorized. The form must be
submitted to Code 64.2 for review and assignment of appropriate form number before any cormrespondence
requiring the form is signed. Code 64.2 assists in form design and completion of the OPNAV Form 5213/19.
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d. Annual Review. Required outgoing and incoming repons will be reviewed by Reports Control
Symbol JAG 5213-2 on an ad hoc basis 10 ensure maintenance of the program's objectives. Divisions
responsible for a form will coordinaie this review with Code 64.2.

405, REPORTS MANAGEMENT

a. General. A repon is an organized set of interrelated resources, processes, and procedures (manual
or automated) dcsigwd 1o provide information to support opcralions or dccisinn making Reports may include
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[series] established the reponts control program and OPNAVINST 5414.7 [series] contains management practices.
The functions of reports management are:

(1) Review repons for conformance with reponting standards;

(2) Approve reports by assigning reporis control symbols or ciling exemption authority;
(3) Ensure review of individual reports annually;

(4) Eliminate duplicate reponing requirements;

(5) Maintain management data on reports required by OJAG and COMNAVLEGSVC- COM
{i.e., Reportis Control Symbol, title of repon, purpose, cost, respondents, elc.).

b. Responsibilities

(1) DAJAG (Fiscal and Adminisirative Support), Code 64, is responsible for the Reports
Control Program within OJAG and COMNAVLEGSVCCOM. Code 64.2 will maintain a tickler file on all
recurting repons from field activities and periodically publish a listing of recurring reporis 1o all subordinate
activities,

(2) Division directors will monitor all reports submitted or required by their divisions.
Divisions will compile and prepare reports under their cognizance and obtain Code 64.2 assistance and approval
when establishing a new report.

¢. Procedures. All OJAG or COMNAVLEGSVCCOM-originated reports must be justified by the
division requesting the reporl and approved by Code 64.2 before implementation. Code 64.2 ensures the
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d. Annual Review. Outgoing and incoming required reports will be reviewed by Reporis Control
Symbal JAG 5213-1 on an ad_hoc basis to ensure the objectives of this program are maimained. Each division
responsible for a report in any form will coordinate this review with Code 64.2.

406. RECORDS MANAGEMENT

a. General. Records management is a conlinuing management improvement effort 1o provide
effective controls over the creation of files and the organization, maintenance, use, and disposition of records.
Records management will promote improved managememnt techniques, creale adminisirative efficiency, and save
equipment, space, and manpower resources.

b. Rcsponsibility nu: DAJAG (Fiscal and Adminislralive Suppon) is responsiblc for rccords
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ivision is responsnble for maintaining its own records. Code 63.2 will coordinate accession of records to
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the National Records Center, Suitland, MD. Disposal of records is in accordance with SECNAVINST 52125
[series).

407. SUPPLIES

a. Consumable Supplies. Obtain consumable supplies (stationery, pens, pencils, eic.) from the self-
service supply area of Code 64.2, in Room 8533, Hoffman I} building during normal working hours. Special
items not carried on the shell may be obtained during the hours of 0800-0900 and 1330-1430. All consumable
supplies will be signed for using NAVIJAG Supplies Received/Requested From (NAVIAG 400/1). Divisions
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will establish safeguards and controls to ensure supplics are used only for official purposes.

b. Miscellaneous Supplies. Divisions may request supplies not siocked in the self-service supply
area by submitting a Request for Supplies/Services Form (NAVIAG 427072) 10 Code 64.2. The division director
his designee in writing must sign this request since the document is used to expend government funds. Code
64.2 will notify the requesiing division and take appropriate action if requesied supplics are out-of-stock or
unavailable. Only the cognizam1 AJAG can disapprove a division's request for supplies/materials provided funds
arc available and the request is in complisnce with Federal Acquisition Regulations. FPMR [101-25.107 provides
guidelines for proper use of consumable or low-cost-items.

408, EQUIPMENT

8. General. Divisions may request equipment or fumiture by submining a Reques1 for
Supplics/Services Form (NAVIAG 4270/2) 10 Code 64.2 for activn. The division director or his designee in
wriling must sign this request since the document is used 10 expend governmem funds. If requested equipment
or fumiture is unavailable, Code 63.2 will noiify the requesting division and 1ake approprisie action. Only the
cognizant AJAG can disapprove a divisions request for equipment or fumiture provided funds are available and
the reques! is in compliance with Federal Acquisition Regulations.

b. Office Automation Equipment. Prepare requests for office automation ecquipment per
SECNAVINST 5231.1 |[serics]. Abbreviated System Decision Papers are required for cach rcquest. The
DAJAG (Management and Plans) (Code 63), reviews all office automation requests. The DAJAG (Fiscal and
Adminisitative Support) can approve rcquests up to $10,000.  The Principal DAJAG (Operations and
Managemeni) can approve requests up to $100,000.

409, CONFERENCE ROOMS

8. OJAG Conference Room. The OJAG conference facility located in Room 8S11 is reserved
through the Administrative Su; port Branch, Code 64.2, where a log book is mainiained to control its use. The
DAJAG (Fiscal and Administrative Support) resolves scheduling conflicts. No eating, drinking, or smoking is
permitied. .

b. DOD Conference Rooms. Contact Code 63.2 to reserve DOD confercnce rooms. Code 64.2 will
notify the requesting division if available.

410. TELEPHONES

a. Policy. The use of DOD iclephones is limited by SECNAVINST 537G.2 [series] to the conduct of
offivial business. The General Services Adminisiration has amended 41 CFR Pant 201-38 to authorize federal
agencies to permit federal employees, conducting official business, to make reasonable personal use of
government telephone systems for emergency calls or calls the agency determines are necessary in the interest of
the Government. ALNAV 158/89 November 1989 implements 4! CFR Pan 201-38 and Depuiy Secretary of
Defense letter of 21 Junc 1989 provides for the policy revision to be incorporated into the next change to
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SECNAVINST 2305.11 [series}].

b. Requests for Service. Divisions will submit requests for installing, moving, or disconneciing
telephone instruments to Code 64.2. Only iclephone company employees can disconnect telephone equipment.
Divisions should notify Code 64.2 for repair of malfunctioning equipment, giving nature of trouble, tclephone
number, station number (if listed on instrument), room number, division, and point of conmiact. Telephone
instruments and special station equipment will be inswalled only when necessary and removed when those
requirements cease. Additional telephone lines will be installed only when necessary 1o meet requiremems for
additional volume and ready communicaiion. Siandard basic eguipmeni will be used, excepi in unusual
circumstances where special or auxiliary equipment is justified. The DAJAG (Fiscal and Administrative
Support) will make periodic detailed telephone and equipment usage surveys.

¢. Authorized Use of Telephones. DOD Telephone sysiems are intended for official purposes only
except as provided for in paragraphs c(7), ¢(8), and ¢(9) below. Further, personnel will guard against possible
unauthorized use of telephones by visitors. All commercial long distance calls will be logged in wilizing long
distance calls form (NAVJAG 2304/1).

(1) Long Distance Calls should be kept 1o 2 minimum in both number and duration.

(2) The use of DOD telephone credit cards will be restricted to agency hecads, their deputies,
and their designated representatives.

(3) DOD Credit Cards will be used only when credit card holders are away from their
permanen! duty station and are required to make official telephone calls.

(4) Unauthorized use of government lelephones or DOD telephone credit cards will render the
user liable for repayment of funds caused to be expended by the Governmeni and may wamant disciplinary
action.

(5) DOD credit card holders will use their credit card for official long distance calls in
preference 10 making collect calls.

(6) Improper use of DOD telephones includes, but is not limited to:

(a) Making of unauthorized/unofficial long distance calls.

(b) The of DSN for other than officiai business.
(c) The use of (Dial 9) local service, to include directory Assistance for personal
business. Note that the Government is billed {or each local call.

(d) The excessive use of (Dial 9) local service directory assistance for official business.
The Government is also billed for each local call made to the information operator.

{7 Personal calls (such as calls 10 speak to spouse/minor children or 1o arrange for emergency
repairs 1o residence or astomebile) that must be made during working hours over the commercial local/long

2% BLie LLiia e

distance network may properly be authorized by supervisors as being in the interest of the Government if the
calls are consistent with the following criteria:

{a) They do not adversely affect the performance of official duties by the employee or
the organization.




(b) They are of reasonable dumiion and frequency.
{c) They could not rcasonably have been made at other times.
(d) If long distance, at no cos! 10 the Government,

(8) In the casc of tolllong distance personal calls, they must be consistent with one of the
folowing criteria:

(a) They must be charged to the employee's home iclephone number or other non-
governmem number {i.c., o third number call).

(b) They must be made 10 a toll-free 800 prefix number.

(c) They must be charged to the called panty if a non-govemment number (ic., a
collect call).
(d) They must be charge

(9) Examples of use of government ielephone systems, provided no charge to the Governmen,
that may be authorized are:

(a) Calls to notify family, doctor, etc., when an employee is injured on the job.

(b) An employce traveling on government business is delayed due to official business or
transportation delay, and calls 10 notify family of a schedule change.

{c) An cmployec traveling for more than onc night on government business in the U.S.
makes a brief call 10 employee's residence.

{d) An cmployee requited 10 work overtime without advance notice and calls within the
local commuting area (the area from which the employee regularly commutes) to advise their family of the
change in schedule or 10 make aliemnate transportation or child care armngements,

{e) An cmployec makes a brief daily call to locatiuns within the local commuting arca
to specak 10 spouse or minor children (or those responsible for them, e.g., school day-care center) to scc how
they are.

(D An employee makes brief calls to lecations within the local commuting area to
arrange for emergency repairs to his or her residence or avtomobile.

d. Long Distance Calls, Make long distance calls, wherever possible over DSN insiead of
commercial lines. Buwi, if commercial telephone service must be used, record the call within the division. Use
NAVJAG form 2304/1, Long Distance Calls, obtained form Code 64.2. Division directors must verify and
cenify all commercial long distance calls made by their division personnel. Furnher, the duration of the call will
be limited to the absolute minimum.

e. Verification/Certification.  Each division director will periodically receive from Code 64 the
poniion of the official Defense Telephone Service (DTS) telephone listings charged to their respective division
telephone numbers. Within seven working days of receipt of the listing, each division director will cenify 10
Codc &4 that all phone calls made from their division telephone were authorized or explain by proper annotation
on the DTS listing why specific telephone charges cannot be centificd as autharized. The individual responsible
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for unauthorized calls should reimburse the DON for their cost. Payments should be made pavable 1o
"Department of the Navy™ and forwarded to Code 64,

f. Telephone Courtesy. Since the telephone is the most frequently used medium for transacting
official business, the importance of telephone courtesy cannot be overemphasized.

(1) Incoming calls should normally be answered in substamially the following manner: "Good
(moming) (afternoon), Division, Petty Officer/Mr./Mrs., may [ help you?" The identity of the caller should be
ascertained before transferring the call to the person requested. In some instances it may also be appropriate 1o
inquire discreeily as to the subject of the call 1o ensure that it is transferred to the person who is best able to
assisl.

(2) To ensure calls are received, personnel who expect to be away from their desk for any
length of time shall notify the receptionist of their location and the anticipated length of such absence. Personnel
leaving the building should indicate on a sign-out post a location or telephone number where they may be
reached.

(3) Personne! will decline 10 accept charges for collect long~-distance telephone calls, unless
the call is clearly official and necessary, in which event it will be documented immediately thereafter in
accordance with procedures in section 410.

g. Telephone Listings. The DAJAG (Fiscal and Administrative Support) is responsible for
mainiaining accurate information in the DOD Telephone Directary.

h. Forms. Long Distance Calls Form (NAVJAG 2304/1) is available from Code 64.2.
411. COPY MACHINES

a. Availability. QJAG employees and other persons authorized by JAG Code 64.2 may use copy
machines.

b. Use of Copiers. Use copiers only for official purposes; copying of unofficial personal
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, not more than 50
copics per job) unless special circumstances require otherwise. Code 64.2 will review reproduction requirements
in excess of 50 copies to determine the least expensive method of reproduction, consistent with time
requirements.

¢. Problems. Report operating difficuliies or suspected unauthorized use to Code 64.2. Divisions
that are utilizing cost—per—copy copiers will repont directly to the vendor holding the copier contract any repair
problems. If an issue arises between a division and the vendor, notify Cede 64.2 so that appropriate sieps may
be taken 1o resolve the conflict.

412. CONSOLIDATED MAIL, MESSENGER SERVICE, AND COURIER RUNS

a. Mail and messenger service is available for daily delivery from mail room 10 mail room for Navy
addresses only and not imra-service. All mail should be marked with the appropriate building number (Pentagon
is building number 1, Arlington Annex (Navy) is building number 2, Arlingion Annex (USMC) is building
number 3, etc.). Consolidated mail and messenger services for Pentagon offices are delivered through the
regularly scheduled OJAG courier runs.

b. The Adminisirative Operations Branch of Code 64 wilt make a moming and afternoon courier run.
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The moming run will leave the Hoffman 11 building at 0930, delivering and picking up materials a1 the Pentagon
(Room 5D833) and Aslington Annex (Order Writing Branch). The afternoon run will lcave the Hofiman I
building ai 1330, delivering and picking up materials a1 the Pentagon (Room 5D834) only.

c. Any changes to the courier run schedule must be approved by Code 0DA.
413. PLANT PROPERTY ACCOUNTABILITY, USE, AND CONTROL

a. General. The purpose of plant property accoumability is to improve managemem controls over the
receipt, custody, and disposition of propenty and salisfy the requirements of the NAVCOMPT Manuai (Vol. 3,
Chap. 6); SECNAVINST 5237.1 |series]: SECNAVINST 5500.1 [series].

b. Responsibilities. DAJAG's and special assistanis are property custodians who are accountable for
property under their custody. The Head, Administrative Support Branch (Code 64.2), is the properly manager
for the Hoffman Complex and the Director, Administrative Support Division (Code 40), is the property manager
for building 111. Only the property managers will maintain a record of receipt, cusiody, and disposition of this

property.
¢. Procedures

(1) A scparatc DOD Property Record (DD Form 1342) will be prepared for cach item of
propenty received if the cost is $5,000 or more. All property will be marked with an identification or
registration/serial number, and strict control of such numbers will be mainained by the property managers.
Propenty transferred or removed from a property custodian's immediate responsibility (whether relocated to
another division, semt out for repair, or otherwise disposed of) shall be repanted o the propenty manager within
10 days, using cither a Requisition and Invoice/Shipping Document (DD Form 1149) or memo, identifying the
item, the idemification or registration/serial number and the date of action.

(2) Propeny custodians must notify their appropriate property manager prior lo disposing of
property and will retain cusiody of propenty uniil arrangements can be made for disposal.

(3} The cognizant propenty manager wiil conduct a survey in the case of missing, iosi, sioien,
or recovered government property and submit a Missing, Lost, Stolen, or Recovered Property Report as required
by SECNAVINST 5500.4 [series).

d. Delegation. DAJAG's and special assistants are hereby authorized to issuc propeny passes for
property assigned to them. This suthorization may be redelegated in writing, to onc other officer in each
division, with the prior approval of the property manager. All persannel authorized to sign propernty passes in the
Hoffman Complex must have a signature card (DD 577) on file with the DOD Building Manager and the
Hoffman Guard Ferce. Four signature cards are required and completed cards will be forwarded to the propeny
manager (63.2) for endorsemem and forwarding to DOD. if an auihorized signee icaves, or no longer needs
signature awmhority, the property manager (Code 64.2) will be notified, by memo, so that the authorization can be
canccled.

¢. Reports. Scmiannually, in January and July, property managers will preparc a repon listing
property held by each property cusiodian. Propenty custodians will use the repont to inventory propenty in their
cusiody. An annotated copy of the report, with an explanation of any discrepancies, will be submitied by
property custodians to appropriate property managers within 20 working days after receipt.

. Forms. Signature cards (DD 577}, Propenty Pass forms (0F-7) and (DD 1149} may be obtained
from Code 64.2



414. REPAIRS AND MAINTENANCE REQUIREMENTS
a. Repairs. Code 64.2 has responsibility for repairs to equipment, furniture, physical plant, etc.

(1) Equipment. A request for Supplies/Services (other than GSA) NAVIAG 427072 Form will
be prepared and forwarded to Code 64.2 for any equipment needing repair. The following information should be
included on the NAVIAG 4270/2: Person requesting service, type of equipment, serial number of item, room
number where item located, telephone number, point of contact (if different than person requesting service, and
nature of breakdown). Completed forms will be forwarded w0 the Procurement Seciion (Code 64.22) for
processing,

(2) Fumnitre. Furniture will be repaired or replaced as soon as practical. Inform Code 64.2 in
those instances where furmiture needs to be repaired or replaced.

(3) Physical Plant. Place requests for plant repairs through Code 64.2 with the following
information: person reporting problem, type of problem, room number, telephone number, and point of contacl.

b Excess Furniture. Report excess fumiture to Code 64.2 10 make arrangementis for its removal.
Excess fumiture will remain within the division spaces until arrangements can be made for removal. Placing
excess furpiture in hallways, stairwells, and other open spaces is unauthorized.

415. TRAVEL

All OJAG, NAVCIVLAWSUPPACT, NAMARA, and COMNAVLEGSVCCOM iravelers will obiain trip
approval from the cognizani AJAG. Travelers will make their own transponation reservations, Code 64 will
prepare all TEMADD travel orders and obtain tickets for transporiation and per diem travel advance checks.
When available, government quarters will be wilized. TEMADD trave! orders will be liquidated through Code
&4 within five days of completion of TEMADD.

416. DOD AGENCY CONTACT .

DOD has management responsibilities for the Hoffman Complex and all requests for building services arc
forwarded to DOD for action. The Head, Administrative Support Branch, Code 64.2, acts as liaison between
QJAG and the DOD Building Administrator.  Notify Code 64.2 regarding any matters that should be brought to
the attention of DOD concerning general building administration, The Hoffman Company, or such items as
parking lots and physical secunty.
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CHAPTER FIVE
MILITARY PERSONNEL
501. REPORTING AND DETACHMENT PROCEDURES

a. Military personnel ordered 10 OJAG, COMNAVLEGSVCCGOM, and NAVCIVLAWSUPPACT for
duty will check-in following the procedures established by PERSUPPDET Crystal City. Military persanncl
ordered o NAMARA-JAG, NAVMARTRUUDACT, Washington, D.C., and LANTJUDCIR, Washington, D.C.
{including those scrving in QJAG) will comply with check-in procedures established by PERSUPPDET
Anacostia.  All military personnel will check in with the Military Personnel Division {Code 61).

b. On detachmemt from QJAG, COMNAVLEGSVCCOM and NAVCIVLAWSUPPACT, military
personnel will follow check-out procedurcs established by PERSUPPDET Crystal City. Military personnel
detaching from NAMARA, NAVMARTRIJUDACT, Washington, D.C., and LANTIUDCIR, Washingion, D.C,
(including those serving in QJAG) will comply with check-out procedures esiablished by PERSUPPDET
Anacostia. All military personnel will check out with the Military Personnel Division (Code 61).

502. LEAVE AND LIBERTY
a. Leave. Navy policy cncoumge.{ all personnel to take accrued leave (MILPERSMAN 3020075,
MARCORPERSMAN, Chapter 9, Pant A). AJAG's and division directors have respansibility to make equilable
arrangemenis to afford their personnel opponunity to take accrued leave and to caution that failure to take leave
may result in a loss of eamed leave at a later date.
b. Granting of leave. Authority to gram leave:
(1) For AJAG's and special assistants -~ the JAG or DJIAG;
{2) For DAJAG's and officers in the grade of O-6, the cognizamt AJAG;
(3) For all other military persennel -~ DAJAG or division director signing "By direction.”

¢. Leave request. Submit leave requests on NAVCOMPT Form 3065 or NAVMAC 3 as appropriate,
via the chain of command to the office awhorized to approve the request.

d. Leave control number. The Military Personnel Division (Code 61) assigns lcave control numbers
for approved leave about ten days prior 1o commencement of leave.

¢, Leave certification. Upon retum from leave, the service member certifies the original and retumns
the leave request to the Military Personnel Division (Code 61) no later than 0900 the first working day following
leave. The service member is automatically charged for the period thar appears in blocks 14 and 15 if there is
an excessive delay in receipt of the coriginal leave authorization.

f. Cancellation of leave. To cancel leave after assigning o leave contrel number, retum the original
leave paper to the Military Personnel Division (Code 61) prior 10 the approved commencement date,

g. Emergency leave. During working hours, submit requesis for emergency lcave as owlined above.
After working hours the OJAG Duty Officer may grant emergency leave,

h. Leave overseas. Personnel desiring to submit requests for feave cverscas must comply with
MILPERSMAN 3020420 and BUPERSINST 1050.11 or MARCORPS ORDER P1050.3F; as appropriate.
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i. Leave verification. Obtain information pertaining to eamed leave, leave 1aken, and leave balance
from PERSUPPDET Crystal City or PERSUPPDET Anacostia, as appropriate.

J. Liberty. The AJAG's regulate liberty during normal working hours and may delegate this authority
to DAJAG's and division directors. MILPERSMAN 3030100 sets limitations on granting liberty.

503. SICK LEAVE
Division direciors, DAJAG's, or AJAG's may excuse military personnel suffering from minor illnesses for up to
48 hours. If unable to retum to duty within 48 hours, service members must report to a military dispensary or
hospital for treatment.

504. PHYSICAL READINESS

a. The AJAG (Military Justice) coordinates, under OPNAVINST 6110.1C, the physical readiness of
all officers and enlisted personnel assigned 10 OJAG, COMNAVLEGSVCCOM, NAVCIVLAWSUPPACT,
NMCMR and NAMARA.

(1) Division directors and the Chief Judge, NMCMR, are responsible for the physical readiness
and testing of all assigned active duty naval personnel.

(2) Division directors and the Chief Judge will file annual reporis of physical readiness testing
with the AJAG (Military Justice) or a designated officer no later than 19 August, unless a waiver to file a later
report is obtained from the AJAG (Military Justice). Reporis will be in format specified and retained by the

AJAG (Military Justice).

(3) Positive comments concerning an individual's physical readiness in official performance
evaluations and fimess reports are encouraged. Do not include negative comments unless an individual has been
counseled and given an opportunily to demonstrate physical readiness. Retesting is authorized.

505. UNIFORMS

Uniforms for naval persommel are prescribed by Naval District Washinglon. Wear the uniform of the day when
performing TEMADD unless directed otherwise by compelent authority.

506. FITNESS REPORTS

a. Pursuant to section 1-4.a.(1) of NAVMILPERSCOMINST 1611.1A the authority of the Judge
Advocate General to submit fitness repons is delegated to the AJAGs for those DAJAGs, division directors and
other military personnel under their direct supervision. The JAG's fitness repont writing authority is delegated 1o
the following DAJAGs (division directors) for all military personnel under their supervision: Code 20, Code 61,
Code 62, Code 63 and Code 64.

b. Pursuant to section 1-4.a.(4) of NAVMILPERSCOMINST 1611.1A, the Commanding Officer,
NAVCIVLAWSUPPACT has delegated to his respective division directors the authority to submit fitness reports

on all !-mlnnrv ng[sgn_ng! under their sunerv;an; The QIC NAMARA hasg, likewise, dglgnglgd his authority 1o

the division directors of the Adminisirative Support Division (Code 40), the Appellate Defense Division (Code
45) and the Appellate Government Division (Code 46) for all military personnel under their supervision.




507. EQUAL OPPORTUNITY AND SEXUAL HARASSMENT

Every person in or employed by the Department of the Navy must be treated cqually withour regard 10 race,
creed, color, age, sex, or national origin. Equality of opportunity is guaranteed for all regardless of race, creed,
color, age, sex, or national origin. Unfawful discrimination resulting in the denial of equal opportunity to
individuals will not be tolerated. Sexual harassment constitules a form of arbitrary discrimination, in violation of
US. Navy Regulations, 1990, article 10166. Scxual harassment will not be condoned or tolerated in the
Depaniment of the Navy. Any person who unlawfully discriminates against other personnel is subject to
disciplinary action, as well as adverse administrative action. Sg¢e SECNAVINST 5300.26 {serics]); OPNAVINST
5300.9 [scries); OPNAVINST 5354.1 {series].
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CHAPTER SIX
MILITARY DUTY AND WATCH STANDING

601. OJAG DUTY OFFICER
The OJAG duty officer is JAG's direct tepresentative. The duty officer may expect, and will receive, full cooperation
and suppon from all officers in OJAG, and should not hesitate to consult immediately with other officers as
appropriate. The duty officer maintains liaison with the Navy Department Duty Captain or his assistant (CNO flag
plot, room 4624, Pentagon; telephone 695-0231), and will also maintain liaison with the Military Justice Division
duty officer at Building 111, Washington Navy Yard, and with the Intemational Law Division duty officer.
602, SENIOR WATCH OFFICER

a. Designation. The DAJAG (Military Personnel) is designated as Senior Watch Officer.

b. Duties. The Senior Watch Officer:

(1) Prepares and promulgales instructions for the watch routine and provides guidance and control
of watch standers;

(2) Prepares and maintains four information briefcases for use by duty officers. liems will nol
be added or removed from these briefcases without the concurrence of the Senior Watch Officer. These brieicases
contain:

(a) JAG Organization Directory;
() Dircctory of Judge Advocates and Legalmen;
(c) Copies of pertinent plans and publications for emergencices;

N H R amd ceame ol [
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{d) Copy of the JAG SORM and other effeciive insiruciions, noiices, and memoranda o
interest 1o the JAG duty officer;

{c) Current waich lists;
{f) Telephone pagers;

(3) Prepares, publishes, and disiributes the waich lists monthly;

(4) Provides indoctrination for newly assigned watch standers;
(5) Ensures all watch standers understand their responsibilities;
{6) Provides for maintenance of a JAG Log.
603. ASSISTANT SENIOR WATCH OFFICER
a. Designation! The ADAJAG (Military Personncl) is designated as Assistam Scnior Waich Officer.

b. Duties. The Assistant Senior Waich Officer performs such duties as assigned by the Senior Watch
Officer.
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604. DUTY OFFICER

a. Designation. All officers in the grade O—3 and below attached 10 QJAG, NAVLEGSVCCOM,
NAVCIVLAWSUPPACT, and NAMARA who are assigned 10 Hoffman Il or the Administrative Law Division in
the Pentagon comprise the duty rosier unless exempted by the Senior Watch Officer.

b. Weekday Watch Procedures - Daily Routine

0700 - For Mondays through Fridays, the off-going duty officer -~ that is, the Sunday duty
officer on Monday, the Monday duty officer on Tuesday, etc., including those assigned to the Administrative Law
Division —— will open the office of the Deputy Judge Advocate General, Hoffman 11, Room 9N27, and will remain
stationed in the office until relieved in person by the on-coming duty officer, EXCEPTION: The off-going duty
officer who has the Friday watch will not be required to open the front office on Saturday morning; he or she will
be relieved by telephone on Saturday morning by the Sanrday duty officer.

0745 - The on-coming duty officer will relieve the off—going duty officer in person, in Room
9N27, and will remain in the front office uniil relecased by the Executive Assistant (EA).

- Administrative Law Bivision personne] assigned weekday duty may relieve the off-poing
uty officer by telephone, in which case the off~going duty officer will remain in the front office until released by
the EA.

- When the waich is relieved in person, the duty weekday briefcase will be passed from

one duty officer to the next, but must be retumed 1o Room 8823 every Friday morning for updating. If relieved by

phone, the off-going duty officer must retumn the weckday briefcase 10 Room 8523 so that it can be picked up by
the on-coming duty officer later in the day. A separate Friday briefcase must be picked up in room 8823 by the
Friday duly officer.
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secretaries, and the duty legalman for ouigeing unclassified messages, and will check the mailro
messages.

- Take oulgoing unclassified messages to the Communications Center, Room 204, Hoffman
I, telephone 325-0382; ensure the Communications Center has the duty officer's correct home phone number and
knows where 10 reach the duty officer until 1800.
- Pick up incoming unclassified messages and bring 10 Room 9N27.
1730 - Retum to Room 9N27; review unclassified messages and inform the EA of any that
might require immediate action or are of immediate interest. For any matlers involving urgent action or of urgent

interest, contact the appropriate division director, the EA, the Deputy JAG, or the JAG, in that order.

- Unless otherwise required, the duty petty officer will be secured and the duty officer will
maintain the phone watch.

1800 - Unless the duty officer's continued presence is required by the Deputy JAG or the EA,
the phone waich in the front office may be secured.

~ Noiify OPNAY Command Center at 695-0231 that the "JAG watch is set.” Ensure that
the OPNAYV Duty Office has the duty officer’s correct home phone and pager numbers.

- Tumn off copy machine located a1 9N12, but do not lock the doors to the space containing
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the copy machine.
- Retumn incoming unclassificd messages 1o the incoming-message siot in the mail room.

- Continue watch a1 quarters. The duty officer may leave quarters to tun errands ete., but
must ensurc that he or she can be reached by pager.

¢. Saturday, Sunday, and Holiday Watch Procedures

0745 - Report to Hoffman I and check for outgoing messages in the ouigoing-message slot in
the mail room; drop off any outgoing messages and pick up incoming unclassified messages at Communications
Center.

0800 - Assume the waich in Room 9N27; relicve off-going duty officer by teicphone.

- Screen all unclassified messages and take necessary action. Notify division director, the
EA, the Deputy JAG, or the JAG, in thar order, of maitets requiring urgent aciion or of urgeni interest.

- Notify OPNAV Command Cenier 1 695-0231 sthat the duty officer has assumed the JAG
walch; verify home phone and pager numbers.

- Return all messages to the incoming-message slot in the mail room.

~ Continue watch a1 quarters. The duty officer may leave guarters to run errands cic., but
must ensure that he or she can be reached by pager.

- NOTE: Sunday duty officers, including Administrative Law Division personnel, are
respansible for opening Room 9N27 on Monday morning at 0700 unless the Monday falls on a holiday. Holiday
duty officers, including Adminisirative Law Division officers, are responsible for opening Room 9N27 on the
following workday at 0700. All weekend and holiday duty officers must retum their duty briefcases 10 room 9N27
on the first workday following their watch,

605. DUTY PETTY OFFICER

a. Designation. Enlisted personnel below the rate of chicf peuty officers who are anached to OJAG,
COMNAVLEGSVCCOM, NAVCIVLAWSUPPACT, NAVMARTRUUDIC, or NAMARA, and assigned to Hoffman
Building II, comprise the JAG duty petty officer warchbill,

b. Duties

o -t —

- The duty petty officer provides necessary administrative and clerical suppan to the DIAG,
the EA, and the duty officer on workdays.

c Watch Routine
1625 - Repon 10 Room 9N27 and receive instructions from the EA
-~ Man the phone waich and perform other duties as dirccted.
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606. UNAVAILABILITY FOR DUTY AND EXCHANGE OF DUTIES

a. Use of supernumeraries. Watch standers unexpectedly unavailable for duty on the assigned date
because of illness, or other good and sufficient cause, will notify the Senior Waich Officer or Assistant Senior Waich
Officer as early as possible. The officer or enlisted member heading the appropriate supernumerary list will stand
the watch.

b. Leave. No person on the duty list will be granted leave for a leave
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<. Approvals required for exchange of duty. Exchange of duty may be approved by the Senior Watch
Officer or Assistant Scnior Watch Officer. Exchange of duty should be requested in writing by the first day of the
month. If exchange is requested fewer than five working days in advance of duty, approval requires individual
justification and will be approved on a case-by-case basis. Failure to provide timely notice may result in
disapproval.

607. MESSAGES

a. Unclassified Messages. Duty officers are required an their respective duty days to pick up unclassified
message traffic addressed to the Judge Advocate General of the Navy (NAVY JAG ALEXANDRIA VA),
Commander, Naval Legal Service Command (COMNAVLEGSVCCOM ALEXANDRIA VA), and Naval Civil Law
Support Aciivity (NAVCIVLAWSUPPACT ALEXANDRIA VA). When the duiy officer picks up unclassified
messages, he or she must review them, stamp each message with the stamp 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 will be handled in accordance with the following procedures:

(1) During the normal work day - Classified message wraffic will be handled by Fiscal
and Administrative Support Division personnel.

(2) After normal working hours - The message center will call the duty officer after
normal working hours 10 notify him or her that a classified message is awaiting pick-up. The duty officer must
determine the classification, precedence, and whether NAVY JAG, COMNAVLEGSVCCOM, or
NAVCIVLAWSUPPACT is an "action” or "info" addressee. Action messages of any precedence must be referred
1o one of the officers lisied on the Classified Messape Access List locaied in ihe duiy briefcase, siariing wiih the
most junior officer on the list. The first available officer contacied will pick up the message consistent with its
precedence. If no "action” messages are involved, the duty officer should inform the message center that the
message will be picked up by OJAG's nex1 regular classified pick-up. Only cenain officers on the access list are
authorized to pick up SPECAT, SPECAT/CODEWORD, and "For Focal Point Officer Only” messages. Any such
messages should be referred 1o one of the officers specifically designaled on the access list.

608. THE JAG LOG

The duty officer will maintain a log to record all occurrences, including the reporting and detachment of officers,
unusual or significant incidents, and personnel casualties. The log wlll not be rcmovcd from OJAG, Room 9N27.
The duty officer will enter in the log at the beginning of the next work day those reports received after departure

from the Hoffman Building.




609. UNIFORM FOR WATCH STANDERS

QJAG watch standers will stand watches in the uniform of the day.

610. SECURITY

Prior 10 departure, the duty officer will check the baskets and tops of desks in the offices of the Deputy JAG and
AJAG's for classified material and check all safes and file cabinets in these offices 1o ensure they are locked. If
classified materia) is found, the duty officer will stow it in an approved safe until the next working day. If the duty
officer docs not possess the necessary clcarance to possess the adrift classificd material, he/she must immediately
contact an officer in the Special Programs Division and remain with the material uniil properly relieved.

611. CHANGE OF ADDRESS AND/OR TELEPHONE NUMBERS

Watch standers will notify the Senior Watch Officer or Assistant Senior Waich Officer of changes in their residence
addresses and telephone numbers.

6-5



CHAPTER SEVEN
CIVILIAN PERSONNEL MANAGEMENT AND ADMINISTRATION
701. GENERAL INFORMATION
8. Purpose. The following sections cover fundamental areas of civilian personnel managemen and

administration. Topics not covered should be referred to the DAJAG (Fiscal and Adminisirative Support), Code
81

ey

b. Assistance. Contact DAJAG (Fiscal and Adminisirative Suppon), Code 64 for assistance.
702. OBJECTIVES AND RESPONSIBILITIES

a. Ohjectives. The QJAG civilian personnel program recruits, staffs, trains, motivates, disciplines,
and rcwards a technically aricnied legal support saff to further the goals of the JAG and
COMNAVLEGSVCOCOM.

b. Responsibilities. SECNAV or a designee csiablishes DON civilian personnet policies and
programs. The DAJAG (Fiscal and Administrative Support) manages the civilian personnel program within
OJAG and COMNAVLEGSVCCOM. The chain of command implements those policics and programs.
Managers and supervisors, at all levels manage assigned civilian personnel with technical guidance and assistance
from personnel specialists,

703. NAVAL EQUAL EMPLOYMENT OPPORTUNITY/AFFIRMATIVE ACTION PROGRAM
a. Policy. All persons have equal opponunity in all civilian employment matters within the DON.
b. Responsibilities
(1) The JAG is the EEO Officer for OJAG.
(2) The DAJAG (Fiscal and Adminisirative Suppon) is the Deputy EEO Officer for OJAG.

¢. Employment of Ilandicapi)ed Individunls and Disabled Veterans. The DON is commitied 10
assuring that all individuals, regardless of age, race, color, sex, religion, national origin or handicap, have equal
opporunity for employment, rising to their full potential.

d. Counseling. Employces ar applicants for employment may contact an EEQ counselor if they
believe they have been discriminated against. Contact the DAJAG (Fiscal and Administrative Support) for a list
of available counselors.

704. DISCRIMINATION COMPLAINT PROCEDURES

a. Policy. All persons must be given equal opportunity in civilian employment maiters within DON.

(1) A discrimination complaint may be based on race, color, age, national origin, sex, religion,
physical handicap, memtal handicap, or reprisal for a prior EEQ complaint.

(2) An employce (complainant) making a discrimination complaint has the rights 10 a

represeniative of own choice, confidentiality, reasonable amount of official 1ime 1o process charge/complaint,
explanation of formal complaint process, and assistance in preparing a formal complaint; also, freedom from
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restraint, interference, coercion, discrimination or reprisal during the complaint process.

b. Procedures. An employee considering a discrimination complaint should contact directly the
Equal Employment Manager, EEQ Branch, Secretariat/Headquarters Civilian Personnel Office (S/HCPO).

705. RESERVED
706. EMPLOYEE RESPONSIBILITIES, BENEFITS, SERVICES AND INFORMATION

a. Policy. Civilian 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 the Civilian
Employees' Handbook. Employees may also talk with a personnel staffing specialisi, employee relations

specialist, or employee development specialist at the Secretariai/Headquarters Civilian Personnel Office
(S/HCPO).

a. Policy. Supervisors will:
(1) Be familiar with DON civilian personne! policies;

(?) Administer DON Performance Appraisal Review System (PARS) or Performance
Management Recognition System (PMRS), as applicable;

(3) Obiain two hours of EEO training every fiscal year and know local EEO and AA Program
policies and objectives;

(4) Develop on-the-job and formal iraining plans for subordinate staff;
&)
(6) Maintain on-the-job safety and reduce workplace injuries and illnesses;

(7) Discipline and ensure good conduct;

(8) Discharge responsibilities under the Pari~time Career Employment Program;
(9) Obiain assistance in managing or supervising subordinale staff.

708. EMPLOYEE DEVELOPMENT AND TRAINING PROGRAM

a. Policy. Managers and supervisors must evaluate employee performance, review current and
anticipated missions, determine where training can be used to enhance employee performance to meet mission

A A A 1 ¥
gemangs, and assure raimng

s achieved and evalvated.
b. Responsibilities
(1) Managers and supervisors ensure that subordinate staff receive training for:
(2) Improving employee performance;
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{6} Developing employee skills to meet current and future manpower skills needs:
(c) Providing opponunities for development of high potential employces:

(d) Providing employees with necessary competency to mect changes in organizational
policy, mission, technology, structure or equipment;

{¢) Maintaining “siatc-aof-the-an” specialized proficiencies, and
(0) Assisting with the plunned upward mobility of lower-level employees.
¢. Mandatory training. Managers and supervisors must complete mandaiory waining:
(1) New Employee Oricntation (new employee);
(2) Annval security bricfing (any employee holding a security clearance);
(3} Supervisory training per SFHCPOINST 12411.1 series;
(4) DON Program (PARS) Orientation;

(5) EEO Tmreining (new EEO officials). Se¢ section 707a(3), concerning annual supervisor
training.

d. Training resources. Fund allocation follows a priority sysiem:

(1) Priority One (Essential): Training required by law, regulation, or higher authority during
current fiscal year necessary for mission accomplishment; and, training to cnsurc performance objectives or to
correct scrious performance deficiencies.

) Pnomy Two (Nccdcd) Training which if om
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{3) Priority Three (Useful): Training might be helpful in enhancing the overall performance
levels of competent cmployees.

e. Procedures for requesting, approving, and evaluating training

Request. Supervisor of the yrainee should request training by a brief memo to Code 64 via

G specifying the particulars of a training evem (c.g., priorily, cosi, vendor, address, daies,

{1
, A
coursc litle, cataloguc/course number, location of maining site, etc:) as soon as the neced arises.

{2) Approval. When the training is approved, Code 64 prepares a Form DD-1556, Request,
Authorization, Agreement, Cenification of Tra2ining, and Reimbursement for signaturefdate by supervisor,

cognizam DAJAG and AJAG and the Head, S/HCPCG Employee Developmem Branch (Aslington Annex;.

{3) Evalustion. Trainee and supervisor complete Copy 9 of the DD-1556 on completion of
training and forward to Code 64 via the cognizant division director.
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709. UPWARD MOBILITY PROGRAM

a. Policy. DON agencies through the Upward Mobility Program (UMP) provide the maximum
opportunity for lower-grade employees, especially women and minorities, to advance to their highest potential.

{1) OJAG policy requires all civilian personnel, especially legal clerks and legal technicians,
be provided on-the-job technical and formal training to qualify for professional positions through competitive
merit promotion procedures.

b. Responsibilities

(1) The DAJAG (Fiscal and Administrative Suppont), Code 64, as the Upward Mobility
Program Coordinator (UMPC) provides UMP support.

(2) Supervisors and managers will:
(a) Provide maximum utilization of skills and on-the=job technical and formal training;
(b)'ldcnlify training for professional positions;

(c) Work with employees and employee development specialists to develop
subordinate staff;

(d)} Provide job-related counseling;

{¢) Periodically examine organization siructures and positions to redesign UMP;
and

{f} Achieve UMP policy goals.

(3) Employees should be knowledgeable of the UMP program and opportunities and keep their
official personnel file up-to-date with information on self-development and leaming activities.

¢. Procedure. Supervisors and employees should coordinate with the UMPC, Code 64.
710. PERFORMANCE APPRAISAL REVIEW SYSTEM (PARS)

a. Policy. The PARS system execules basic tnanagement responsibilities and achieves specific
organizational objectives. The appraisal system requires establishment of at least one, preferably three 10 five,
critical position performance eclemenis and performance standards for “exceeds fully successful,” “fully
successful,” and "minimally successful” levels. Appraise each employee continvally through the fiscal year. On
or about 30 May, assign a final summary appraisal and rating. Supervisors use the results of the performance
appraisal as a basis for personnel decisions, training requirements, promotions, demotions, reassignments, and
removals.

b. Responsibilities

(1) The DAJAG (Fiscal and Administrative Support) maintains an administrative control
system and provides PARS assistance.



(2) Supervisors will cover GS-schedule subordinate siaff under a current PARS appraisal,
. cvajuating performance on a conlinupus basis, documeniing performance, and assigning ratings in a timely
manner.

(3) Each PARS employee should know performance elements and standards.

(4} Office managers develop and maintain adequate PARS records including office elements
and standards, employee PARS appraisals, and related memoranda and guidelines.

A) ¢. Procedures. The PARS appraisal period is 1 June through 31 May. The S/HCPO PARS
Instruction 12430.1 staies the PARS policy and procedures; it may be obizined from Code 64 or reproduced
locally.

711. PERFORMANCE MANAGEMENT

" AND RECOGNITION SYS

a. Palicy. The PMRS exccutes basic management responsibilities and achieves broad organizational
objectives. PMRS covers all GM-schedule personnel,

b. Responsibilities

(1) The DAJAG (Fiscal and Adminisirative Support) maintains an administrative conirol
system and provides PMRS assistance.

(2) Each PMRS supervisor must plan and evaluate organizational goals; identify individual
employce accountability for organizational goals; and compensate based on performance. The PMRS supervisor
covers GM-schedufe subordinate staff under a current PMRS appraisal, appraises performance continually,
documents performance, and sssigns ratings in a timely manner.

(3) Each PMRS employce should know the performance clements, objectives, and standards.
c. Procedures. The PMRS appraisal period is 1 July through 30 June.

(1) The supervisor and employee set standards, clements, and objectives by 10 July.

(2) Seccond level supervisor approves standards and clements by 20 July.

(3) Performance Appraisal Review Officer (PARO) and the Performance Review Board make
final review and approval by 30 July.

(4) The first level supervisor gives the final performance plan 10 the employee as soon as

1
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(5) Supervisor conducts mid-year review by 31 January.

(6) PMRS employee prepares yearly sccomplishment repon (if required) by 1 July.

(7) First and sccond level supervisors deliver proposed summary rating to PARQ by 22 July.
(8) PARO approves summary rating by 15 Augusi.

(9) First level supervisor discusses final summary rating with employee by 10 Scptember.
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(10) PARO forwards original final rating form 10 S/HCPO by 15 September.

712. MERIT STAFFING PROGRAM

a. Policy. Management determines the method and sources to fill vacanmt or newly established
positions, including promotion, reassignmeni, transfer, reinsiatement, handicapped or Velerans' Readjustment
Appointments, and original appointment from an OPM cenificate of eligibles. Supervisors and managers should
determine the approach to best meet mission objectives, permit new ideas, and encourage affirmative action and

attainment of FEQ phiectives, In filline vacancies. decicsions on agualification. evaluation and selectian should he

I it e Sflsmim TRLOLAILAS, WLLISIUNS W YURGAIME UL, WY AIUR UL G o SiTVAI U
made without regard to race, color, religion, sex, national origin, age, lawful political affiliation, marital status,
non-disqualifying physical or mental handicap, and membership in a labor organization. All actions under the
Merit Siaffing Program will be based solely on job-related criteria, and not favoritism, personal relationships,
nepotism, or patronage.

b. Responsibilities

(1) The DAJAG (Fiscal and Administrative Support) maintains Merit Siaffing Program
guidelines and provides written and oral guidance 10 employees, supervisors, and managers.

(2) Supervisors and managers will anticipate and plan staffing needs with Code 64, consider
vacant positions under part-time employment program, and consider targeted groups (handicapped individuals,

disabled veterans, minorities, and women) for vacancies. Sclecting officials may have to justify non-selection of
aualified. taroeted annlmnnlc
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3) The DAJAG (Fiscal and Administrative Support) ensures funding of merit
personnel/stafiing requirements.

(4) The DAJAG (Fiscal and Administrative Support), as the OJAG Deputy EEO, ensures that
merit staffing decisions meet organizational objectives and EEQ/affirmative action goals.

¢. Procedures. Merit swffing options vary with panicular requirements. In general, follow these
sleps:

(1) New position is established or vacancy occurs;
(2) Selecting official contacts Code 64;

(3) Consideration of options, noncompetitive candidates, EEQ and affirmative action, pan-time
carcer employment program, and other organizational initiatives;

(#) Code 64 initiates SF-32 (Request for Personnel Action);

(5) Code 64 tracks SF-52 through siaffing process;

(6) Code 64 reviews SF-52 for funding approval;

{7) Code 64 reviews SF-52 for organization and EEQ/affirmative action;

(8) SF-52 submiuted 10 SYHCPO for action;

(9) Code 64 evaluates S/HCPO merit selection and special placement applicants (i applicable);
S/HCPO forwards Merit Selection Centificale(s) 1o selecting official;
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(10) Sciecting official interviews applicams and/or evaluates applications: forwards completed
cenificate 10 S/HCPO for review and approval; and

(11) S/HCPQ makes official offer of employment to sclectec and determines enicr~on-board
dare.

713. INCENTIVE AWARDS

a. Policy. The [ncentive Awards Program improves government operalions and services by
molivaling employees to increase productivity and creativity. It rewards these whose job performance and
adopted ideas benefit the Government.

b. Respoasibilities

(1) The DAJAG (Fiscal and Administrative Support) maintains incemtive award program
guidelines and provides written and oral guidance to supervisors and managers.

() Supervisors and managers will familiarize themselves with the provisions of
S/HCPQINST 12451.1 [scries], suppont the awards program, reward job performance, honor deserving
employees, and encourage submission of beneficial suggestions,

(3) The DAJAG, Fiscal and Adminisirative Support will program adequate funds for the
incentive awards program,

c. Procedure. The more common incentive awards are Performance  Awards, Special Act ar Service,
On-the-Spot, and Beneficial Suggestion. Contact Code 64 for information on award requiremenis and forms of
awards.

714. PART-TIME CAREER EMPLOYMENT PROGRAM

a. Policy. It is DON policy to expand the number and scope of permanent pari-time positions
including professional, technical, trades, craft and clerical services; and provide pan-time career employment
opportunitics to interested and cligible applicants and employees in positions GS-1 through GS-15 and
cquivalent fevels. Job-sharing occurs when two employees hold a single full-time position and share antendance
to cover the 40-hour work week.

b. Objectives. The Pan-time Carcer Employment Program:

(1) Increases employment opportunitics for minorities, women, siudenis needing pari-time
employment 1o finance their education, parents with family responsibilities requiring a pan-time schedule, and
handicapped or others whe need or want a pan-time schedule.

(?) Incrcases motivation and productivity by giving curtemt employees pari-time opportunitics.

¢. Responsihilities

{1) The DAJAG (Fiscal and Administrative Support) maintains the Pan-time Career
Employment Pregram and provides related assistance.

(2) Supervisors will become familiar with the provisions and requircments of the Pari-time
Carcer Employment Program and seek assistance from Code 64 in implcmentation.
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(3) Employees should be aware of the program and seek information from supervisors or Code
64 if interested.

d. Procedures

(1) Cognizant supervisors review vacant positions at the GS-15 level and below to determine
if appropriate for part-time career designation under the following questions:

the mission an ffice or activity impact on possi
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(a) How does
designation of position as part-time?

(b) Is there current employee part-time employment interest in the vacant position?
{c) Do workload fluctuations merit consideration for part- time employment?
{d) Could pari-time employment siabilize a position with a high tumover ratio?

(2) The supervisor of the vacant position should address questions (a} through (d) above in a
memorandum to Code 64.

e. Other considerations. If a position presently occupied could benefit by part-time employment,
supervisors should gauge employee interest and contact Code 64 for further assistance. A full-time employee
cannot be required 1o accept a pari-time position as a condition of continued empioyment.

715. DISCIPLINARY AND ADVERSE ACTION PROCEDURES

a. Policy. Supervisors are 10 keep employees fully informed of expected standards of performance
and conduct, including consequences of sub—par performance and conduct. Management uses disciplinary action
1o correct deficiencies in employee behavior and anitude interfering with efficient operations; to maintain high
standards of government service and public confidence in DON; and to maintain discipline and morale among
employees.

b. Responsibilities

{1} The DAJAG (Fiscal and Administrative Support) mainmains local disciplinary and adverse
action guidelines, provides written and oral guidance to supervisors and managers, and maintains liaison with the

P kP als?

Empioyee Reiations Branch of $/HCPO.

(2) Supervisors and managers maintain good order and seek assistance from Code 64 when
performance or conduct problems arise.

¢. Procedures. Supervisors should document by memorandum, and contact Code 64 for guidance
when conduct and performance problems occur.

716. LEAYE ADMINISTRATION

a. Policy. Civilian employees eam and accruec annual and sick leave according to faw. [f an
employee has accrued leave it does not mean leave is approved. Approving leave is at the supervisor's discretien.




b. Responsibilities

{1) The DAJAG (Fiscal and Administrative Suppon) maintains leave administration guidelines,
provides written and oral guidance to supervisors and managers, and maintains liaison with the Employee
Relations Branch of S/HCPO.

(®) Supervisors and managers administer leave under local guidelines and seek assistance from
Code 64 when leave questions arise.

¢. Procedures

(1) Supervisors should become familiar with S/HCPOINST 12630.1 and have a copy available.
Supervisors must review and approve time and anendance (timccard) reponis for subordinate staff and ensure
proper documentation of all leave taken.

(2) Supervisors should contact Code 64 regarding questions an {eave administration.

d. Specinl leave situations
(1) Compensatory time. Compensatory time is camned for urgeni {lect readiness, emergencies,
safeguarding life and propenty, and individual instances where savings ¢an be clearly demonstrated.

(a) The organizational level above the level ordering use of compensatory time can
approve it. Compensatory time is requested and approved by the use of Overtime Request and Authorization
Form (NAVEXO0S-4377) and recorded on the time and anendance repons.

(2) Use or lose annual leave. The maximum permissible annual icave carry-over is 240 hours.
Forfeited leave can be restored under certain unusual conditions and if annual leave was scheduled in advance.
Supervisors and employees should schedule “usc or losc™ annual feave in advance to avoid polential conflicts and
ensure there is sufficient staff to perform nommal functions.

(3) Leave for Parents Adopting Children.  Managers and supervisors are encouraged 10
approve requests for annual leave and leave withoui pay from parenis who are adopting children.

(9) Voting leave. As a general rule, where the polls are not open ai least three hours before or
after an employee's regular hours of work, an amount of excused leave (no charge to annual leave) may be
granied which will permit the employce to repont to work three hours after the polls open or leave work three
hours before the polls close, whichever requires the lesser amount of time of(. The following schedule is a guide
for use in allowing administrative leave for voling:

Work Schedule Poll hours Can vote a1 Leave policy
0%00-1730 0600-1900 0600 no leave
0830-1700 0600-1%00 0600 1/2 hr adminisira.
0830-1800 0600-1900 0600 172 hr administra.
0800-1630 0600-1500 1600 1/2 hr administra.
0800-1730 0600-1900 0600 1 hr adminisira.
0730-1600 0600-1900 1600 no leave
0730-1700 0600-1900 1600 1 hr administra.
0700-1530 0600-1900 1530 no teave
0700-1630 0600-1900 1600 172 hr administra.
0630-1500 06001900 1500 no lecave
0630-1600 0600-1900 1600 no leave




0600-1430 0600-1900 1430 no leave

0600-1530 0600-1900 1530 no leave
0900-1730 07002000 1700 1/2 hr administra.
0830-1700 0700-2000 1700 no leave
0830-1800 0700-2000 1700 1 hr administra.
0800-1630 0700-2000 1630 no leave
08001730 0700-2000 1700 1/2 hr administra.
0730-1600 0700-2000 1600 no leave
0730-1700 0700-2000 1700 no leave
0700-1530 0700-2000 1530 no leave
0700-1630 0700-2000 1630 no leave
0630-1500 0700-2000 1500 no leave
0630-1600 0700-2000 1600 no leave
0600-1430 0700-2000 1430 no leave
0600-1530 0700-2000 1530 no leave

717. OVERTIME ADMINISTRATION

a. Policy. DON is concerned with ovenime costs and the lack of compensatory time use in lieu of
irregular oventime. Overtime is limited to that which is of necessity, such as urgem fleet readiness; emergencies;
safeguarding life and property; and instances where savings can be clearly demonsirated.

b. Responsibilities

(1) The DAJAG (Fiscal and Administrative Support) maintains overtime administration
guidelines and provides written and oral guidance to supervisors and managers.

(2) Supervisors and managers administer overtime under local guidelines and obtain assistance
from Code 64 for overtime gquestions.

¢. Procedures

(1) Overtime and compensatory time is approved ‘at least one organizational level above the
level ordering it and further approved by DAJAG (Fiscal and Administrative Support).

(2) Ovenime and compensatory time is requesied and approved using Overtime Reques! and
Authorization Form (NAVEX0S-4377) and, if approved, recorded on the time and attendance (timecard) reporis.

718. HAZARDOUé WEATHER POLICY IN THE WASHINGTON METROPOLITAN AREA

a. Policy. All employees should presume, unless otherwise notified, that their office or activity is
open regular workdays despite weather or emergency conditions, such as heavy snow, flooding, power failure,
hurricane, or other natural disasters. The Executive Assistant Director, Office of Personnel Management (OPM),
delermines leave policy for all federal employees (except U.S. Postal Service) working in the Washinglon
Meiropolitan Area.

b. Hazardous conditions leave policies

(1) Federal Offices Open. Nommal operations in effect. Employees report 10 work on time.
Short periods of tardiness may be excused.



(2) Delayed Arrival and Liberal Leave. Supcrvisors may grant reasonable amounts of excused
absence to those reporting late due to commuting delays. Employces, except those in critical positions, may take
a reasonable amount of annual leave or leave without pay without advanced approval of iheir supervisors.

(3) Early Dismissal. Agencies may dismiss employees in advance of normal quining 1ume.
Staggered early dismissals are announced only in most extreme circumstances. {DON is in early dismissal group
).

excused.
¢. Responsibilities

(1) During working hours, the DAJAG (Fiscal and Administrative Suppon) contacts the
Assistant for Administration to the Under SECNAV for hazardous conditions leave decisions and advises all
levels of command.

(2) During non-working hours, employecs should moi. © local radie and tclevision news
announcements for the official OPM leave policy.

d. Action

(1) Employeces should be prepared for difficult driving conditions and minor distuptions of
public transportation facilities.

(2) Release of DON cmployeces because of interruption to nomnal operations is confined to
emergency situations.

(3) Once a leave policy decision has been made, weather and other conditions are monilored
continvally and adjusiments made as necessary by OPM. This information will be announced by the media
and/or rclaycd by the DAJAG (Fiscal and Adminisirative Support) as appropriate. Local managers or supervisors

..... Fome . FITIRS $_ Pl [ Y-
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719. CIVILIAN ATTORNEYS UNDER JAG COGNIZANCE

a. Policy. The General Counsel is the Qualifying Awharity to evaluaie qualifications of persons
recommended for appoimtmeny, transfer, reassignment, or promotion as civilian attoneys within the DON and 10
approve or disapprove such actions. The authority may be- delegated subject to conditions as the General
Counsel sets. By memorandum of 5 July 1978, the General Counsel delegated to the JAG, withoul power of re-
delegation, authorily o cvaluate the qualifications of pcrsons recommended for appointment, transfer,
lciSSigi‘xﬁ'lﬁﬁi o7 ;‘J’l’ﬁx_llﬁﬁﬁﬁ &5 civilian 8oTncYs within OJAG and o approve or diﬂﬁ.‘u’ﬁ‘v't‘- such actions. Any
personnel action cffecting” the' involuntary separation or reduction: i grade of a civilian attomey requires prior
approval of the Gencral Counscl. The JAG is the Qualifying Authority for civilian anomeys, except Senior
Exccutive Service level attomeys within OJAG.

b. Responsibilities, The DAJAG (Fiscal and Administrative Suppon) maintains program information
on civilian anomey positions under the JAG's cognizance and provides administrative suppor.

¢. Procedures

(1) The selecting official reviews available applicalions and selects the best qualified applicant.
Military experience is evajuated and credited under the Federal” Personnel Manual, Chapter 302-3: When more
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than one applicant meets minimum requirements for appoiniment, select the applicant best qualified academically
by relevant level experience and achievement, and other factors affecting ability to perform in the position. The
sclecting official must obiain:

(a) Standard Form 171, Personal Qualifications Statement;

(b) Official iaw school transcript and statement of class standing, if obtainable. This is
waived if the applicant has been a bar member for five years or more and presents other satisfactory evidence of

pimlafimnts e
quaicalion,

(c) Official centificate showing applicant is member of the Bar (unless applying for
initial appointment prior to admission to the Bar);

(d) Position description;

{¢) Repont of the findings of the oral interview, including a bar member's professional
evaluation or appraisal of the selectee measured against the position description;

(f) Other pertinent comments; and

() If a promotion, transfer, or reassignment, the professional supervisor's wrilten
evaluation of the quality of the attomney's work and opinion of the attomney's ability to perform the duties of the
new position.

(2) The seleciing official or local servicing civilian personnel office forwards selectee's
application and documentation to Code 64 for screening and forwarding to the JAG.

(3) The JAG approves or disapproves proposed actions.

720. WITHHOLDING OF WITHIN-GRADE INCREASES

a. Policy. The DON PARS requires a relationship between performance appraisals and other
personnel actions. An accepiable level of competence {ALOC) determination must be made to grant or withhold
a within—grade increase (WGI) of GS-schedule employees. To grant a WGI the employee’s most recent
performance rating must be satisfactory or above. 1If not, a written siatement musi contain the reasons for
granting the increase.

b. Responsibilities

(1) Supervisors having authority to approve or withhold WGI will:

(a) FEsiablish and communicate 1o employees the performance requirements for an
ALOC;

(b) Assist employees when performance falls below an ALOC;
(c) Ensure that a GS-schedule employee does not receive WGI uniil the step-increase
waiting period is completed, an ALOC dciermination is made, and the employee's most recent performance

rating is satisfactory or above, or a written justification is prepared indicating that the performance rating does
not reflect performance through the waiting period;
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(d) Ensure WGI's arc not granted awiomatically and the employee's work reflects an
. ALOC with cach WG,

(¢) Contact Code 64 when a negative ALOC determination is made.

(2) Second-leve! supervisors, as reconsideration officials, will:
(a) Revicw rcconsideration requests by employees given negative ALOC determination;
{b) Coniact Code 63 when a reconsideration request is received.

(3) The DAJAG (Fiscal and Administrative Support) maintains S/HCPOINST 12431.1 [serics
and provides administrative support. ‘

c. Procedures. For a negative ALOC determination:

(1) Notify employee of marginal or unsatisfactory performance per PARS procedures and
negative ALOC determination;

(2) lssuc employce notificmion within 30 days of completion of siep~increase waiting period;

(3) Give employee the reasons for negative ALOC determination, the areas where the
employee must improve performance to receive WG, and inform of right 1o request reconsideration;

(4) Employece must request reconsideration within 15 days of reccipt of negative determination
and give reasons for request;

. {5) If reconsideration official sustains negative ALOC decision, employee may appeal 10 Merii
Systems Protection Board; and

{6} If reconsideration official reverses a negative ALOC decision, WGI is effective on original
due date.

721. EMPLOYEE ASSISTANCE/COUNSELING (PENTAGON EMPLOYEE REFERRAL SERVICE)
a. Policy. The Pentagon Employee Referral Service (PERS) provides a counscling/referral service for
employces with behavioral, emotional, stress, marmriage, family, alcohol and drug-related problems adversely

affecting job performance.

(1) DOD recognizes alcoholism, drug abuse, and other emotional or behavioral problems as
treatable health problems. Use of PERS has no adverse affect on job sccurity.

(2) Grant sick and annual leave to employecs for treatment, as with health problems.
b. Responsibilities
(1) The DAJAG (Fiscal and Adminisirative Support} provides administrative suppon.

(2) Supecrvisors and managers will identily and document deieriorating or poor performance ar
conduct when it occurs and notify Code 64.
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¢. Procedures

(1) When a performance or conduct problem arises, supervisors and managers should notify
Code 64, advise employee that a problem affecting job performance or conduct exists, tell employee that
counseling is available if desired, and give employee leave 10 respond to counseling/referral.

(2) 1if "problem” employee refuses PERS or performance/conduct fails to improve, then take
disciplinary or adverse action.

(3) For self-referred employees, contact the Civilian Employee Assistance Program
(CEAP) Administrator, Employee Relations Branch, Arlingion Navy Annex.

722. COMPETENCY FOR DUTY

Supervisors and managers should recognize health problems that cause performance deficiencies and idemtify and
document deteriorating or poor performance or conduct when it occurs. The DAJAG (Fiscal and Administrative
Support) (Code 64) provides adminisirative guidance and support. A supervisor should contact Code 64
immediately if an employee exhibits sirong odor of alcchol, slurred speech, staggering gait, general incoherence,
and/for sleeping on the job. In appropriate cases, Code 64 will contact the Employee Relations Branch, CEAP
Administrator, Arlington Navy Annex, at (703) 614-3647 and provide further guidance. If there is a high
probability of risk and the situation requires removing the employee from the worksite immediately, the
supervisor may place the emplovee in a paid, non-duty staius (administrative leave or excused absence), pending
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723. POSITION CLASSIFICATION AND REVIEW

a. Policy. Integrate position classification with other personne! and management functions, especially
billet control and position management. Specific tasks include: manage to payroll, maintain accurale position
descriptions, achieve management objectives, fulfill program’s legal and regulalory responsibilities, and conduci
position and organizational reviews and make necessary changes.

b. Responsibilities

(1) The AJAG (Civil Law), AJAG (Military Justice), AJAG (Genera! Law), Principal DAJAG
{Operations & Management), Chief Judge of the NMCMR, and DAJAG (Fiscal and Administrative Support) are
position management authoritics. The DAJAG (Fiscal and Administrative Support) provides classification
support for these posilion management authorities.

(2) The DAJAG (Fiscal and Administrative Support) manages the position managemen! and
classification program and provides administrative support. Code 64 will:

{2} Arrange duties and responsibilities of positions, achieving most effective and
economical utilization of personnel; assist classification authorities in the classification process; and advise
supervisors and employees on the principles and requirements of DON position classification.

(b) Assure authorization of ceiling (billets) and necessary funds before classification
authorities approve requests for new or updated classification; coniro! high-grade positions per office position
management procedures; and assist classification authorities to manage the payroll,

(3) Managers and supervisars will:

(a) Ensure current and accurate position descriptions cover all positions.
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() Ascertain that there are no overlaps in responsibility or conflict with duties of other
military or civilian positions prior to requesting classification action.

(¢} Identify and explain changes as nccessary in position descriptions.

(&) Group duties into positions -so the work is accomplished efficienily and
economically.

—
-3

(¢) Know and suppont the classification program. Kecp employees and higher

L 4 [

management lcvels informed on changes in positions and aclions aﬂ'cmng positions and employees, grade
controlling features of positions under them, and proper lines of promotion, responsibility and authorily within
the organization.

¢. Procedures

(1) New or amended position deseription. The supervisor, with approval from sccond-tevel
supervisor and appropriate division-level manager prepares a concise rough draft siating:

(a) Duties;

(b) Knowledge andfor skills required;
(¢) Supervisory conirols;

(d)} Guidelines;

(¢) Complexity;

(f) Scope and effect of employee’s work;
(g) Personai contacts;

(h) Purposc of conacts;

(i) Physical demands; and

(i) Wark environment.

(2) The supervisor prepares for Code 6%'s preliminary position management audit and, if
necessary, a desk audit by S/HCPO or Code 64. The audit(s) cover how the work is done, examine ssmples of
work, and discuss imponant features of the work with the persons who perform or supervise. Code 64 analyzes
the positions within the organization, manpower requirements, cconomy and efficiency, and makes

recommendations to the cognizam classification authority.

(3) Bicnninl Position Review. During review, instructions are given to centify the accuracy
and completeness of positions.

(4) Classification Appeals. Employees may appeal their position classification a1 any time.

An appeal results in: continuation of position at current gfade; evsluation to a higher grade, or reduction 1o a
lower grade. Employees should contact Code 64 for assisiance.

7-15




R)

724. ADMINISTRATIVE GRIEVANCE PROCEDURE

a. Policy. DON's 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 dissalisfaction, unless
specifically excluded by regulation, is a grievance. Supervisors should view an employee's grievance objectively
and promptly.

b. Responsibilities
(1) The DAJAG (Fiscal and Administrative Support) provides administrative support.

(2) The AJAGs and DAJAG (Fiscal and Administrative Suppornt) and designated subordinate
officials have authority to act as Deciding Official over the grievance and make a final decision within time
limits. The Deciding Official must be at a higher organizationai level than any employee invoived 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 calendar days of the incidemt giving rise to the gricvance or the date the employee
became aware of the incident.  If the supervisor cannot resolve the grievance, then grievant files a formal,
written grievance within 20 calendar days of the incident or the date the employee first became aware of the
incident; provides a clear statement of the issues; and specifies personal relicl sought.

c. Procedures. The Administrative Grievance Procedure will be followed.
725. TIME AND ATTENDANCE REPORTING
a. Policy. The junior-most supervisory level maintains and cenifies timecards.
b. Responsibilities
(1) The DAJAG (Fiscal and Administrative Support) maintains time and afiendance records,

submits timecards 1o the Navy Regional Finance Center, Civilian Payroll Departmeni, trains timekeepers and
cenifying officials and provides administrative support.

(2) Managers, as cenifying officials, ensure that timecards accurately reflect attendance for
duty and/or absence, and that all overtime, compensatory lime and/or absences are substantiated.

(3) Timekeepers (personnel assigned to maintain timecards) record daily time and atiendance
on employees’ timecards in their timekeeping unit, ensure the timecard of the cenifying official is cenified by
another employee, ensure there are no missing limecards, and submit timecards to Code 64 within deadiines.

(4) Employees indicate their concurrence of recorded absence (except absence without lcave
{AWOL) or suspension) by initialling the timecard or provide their supervisor with a completed Application for
Leave, SF-71, if not present to initial the timecard.

¢. Procedures for Timekeeper

() Tour of Duty. Record employee's normal work-hours;

(2) REG column. Record regular hours or hours each day that employee is to be paid in the
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“REG" column. Exclude overtime, approved lcave without pay, AWOL, suspension, and non-pay status.

(3) OT column. Record whale and tenths of hours of overtime.

() LEAVE column. Record used leave and compensatory time ecamed and taken in the
"LEAVE" column. Record lcave by citing the appropriate LEAVE code, a slash, and whole and tenths of hours.
Record hours the employee worked in the IN and OUT blocks. Leave taken and entered on the timecard must

be accompanied by an SF-71.

{3) Timecard LEAVE codes:

CODE DESCRIFTION

68 Traumatic Injury

n Annual Leave

72 Sick Leave

73 Advance Annual Leave

74 Advance Sick Leave

75 Compensatory Time Eamed

76 Compensatory Time Taken

77 Military Leave

78 Count Leave; Adminisirative Leave
79 Approved Leave Without Pay (LWOP)
80 Absence Without Leave (AWOL)
81 Nonpay Status

82 Suspension

83 Furlough

(5) WK1 REG and WK2 REG blocks. Record total regular hours worked during the first and
second weeks of the pay period, respectively.

(6) REGULAR HOURS block. Record number of regular hours worked during pay period.

(7) CERTIFICATION block. Obtain signature of the division director or the DAJAG (Fiscal
and Administrative Suppor).

(8) Holiday leave. Enter regular hours worked in the REG column block and write "HEX®
(holiday excused) across the IN and OUT column comesponding to the + <cific weekday holiday.

(9) Compensatory and Overtime. Record actual hours worked in the sccond set of IN and
OUT blocks {e.g., 1630-1830).

(10) Resigned, transferred, or scparated employees. Timekeepers must submit all pre~printed
timecards for former employees until no tonger received.

(11) Supplemental timecards. Compleie when ovenime/compensatory lime was noi previously
repornied or for comreciing leave. Contact Code 64 for assisiance.
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CHAFPTER EIGHT
MILITARY JUSTICE MATTERS
801. COURT-MARTIAL RECORDS OF TRIAL (ROT)

The ROT includes all papers contained within its protective covers when the ROT is received in OJAG.

a. Receipt of Records of Trinl. NAMARA Casc Management Branch, Documents Examination
Section (Code 40.31), receives all ROT's requiring review by NMCMR under Article 66, UCMJ, or examination
by JAG under Anicte 69(a), UCMJ; all ROT's by general coun-manial; ali ROT's of officers; and all ROT's that
include waivers or withdrawal of appellate review,

b. Examination of Records of Trial. The Documents Examination Section (Code 40.31) stamps the

date of reecipt on the from cover of the ROT (DD Form 490), and examines cach ROT to ensure that the
nﬂgtr;nl and all rpqnlrgd documenis are present, The RQT is then nccunr\.gd an NMCMR number and data from
the casc is cniered into the NAMARA Case Tracking System (NCTS). The NCTS generaies 2 Documents
Examination check sheet, which is then used by the documents examiners to verify that all required documems
are attached to the record or to note deficiencies.  If all required documents are no! attached, nolify the

convening or other appropriate authority.

c. Assignment of NMCMR Numbers. NMCMR numbers are assigned in numerical sequence based
on the calendar year. The NMCMR number consisis of the last two digits of the year and the next four digit
number in the sequence (e.g., 890001).

d. Routing Check Sheets. After noting that all required documemts and copies of the ROT are
present, the Documents Examination Section enters appropriate data inte NCTS. NCTS generates a “Routing
Check Sheet” which is affixed to the top of the record.

(1} The NCTS generates the white routing check sheets (NAVIAG 5810/27). These check
sheets are used for Arnicle 66, UCMJ, general couns-mamal involving enlisied personnel, and BCD special
courts-martial invelving enlisied personnel.

(2) Blue sheets are used for all courts-martial invelving officers and warrant officers.

(3) Pink sheets are used for Anicle 69(a), UCMIJ, general courts-manial involving enlisied
personnc! and for acquinal general courts-martial involving enlisted personnel. The blue and pink sheets are
prepared manually.

e Article 66, UCMJ, general court-martial and BCD special court-martial records. The
original record and two copies are delivered to the Docketing Clerk, NMCMR, who assigns the case 10 a panel,
prepares the ROT for delivery 10 the NMCMR panel, and provides a copy to the Appellate Governmen: and
Defense Divisions.

f. Article 69(a), UCMJ, genern) court-martial records. The ROT is defivered to Code 20.32, who
transmits the record direcily 10 Code 40.2, Examinations and New Trials Branch, NAMARA. When examination
is complete, the ROT is retumed to Code 40.32 for data entry inte the NCTS and finish filing.



g. General court-martial acquittal records and special courts—martial involving officer accused.
After assigning an NMCMR number, Cede 40.31 transmits the ROT to Code 40.2 for inspection. After review,
Code 40.2 forwards the ROT to Code 40.32 for finish {iling.

h. Non-BCD special court-martial records/summary court-martial records received for review
under Article 69(b), UCMJ]. Transmit non-BCD special court-manial records and summary court—-martial
records received for review under Aricle 69(b), UCMJ, 10 Code 40.2 for assignment of a sequential case number
and review.

i. Non-BCD special court-martial records and summary court-martial records received in
error. For all records of non~BCD special courts-manial and summary courts-martial which were forwarded in
error to OJAG or other DON offices, forward to Code 40.31 for retum to the originating command.

j. Records containing waivers of appellate review under Article 61, UCMJ]. Code 40.31 affixes
apn appropriate Routing Check Sheet 10 each ROT requiring review under Anicle 66, 69(a), UCMIJ, and
containing waiver of appellate review under Article 61, UCMI. Code 40.31 assigns an NMCMR number and
sends the ROT to Head, Review and Special Correspondence Branch, Code 40.2, for review. After review, ROT
is sent 10 40.32 for finish filing.

k Court-martial records involving officers and warrant officers

(1) Arnicle 66, UCMJ, cases. After NMCMR's decision, all ROT's involving officers and

warrani officers are transmitted 10 Code 40.2 for promulgaiion and other appropriate action.

{(2) Anicle 69(a), UCMI, cases. Cases involving officers and warrant officers received for
examination under Article 69(a), UCMI, are forwarded 10 Code 40.2. When examination is complete, the ROT
is retumed to Code 40.32 for finish filing.

(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 retum the record 1o Code 40.32 (or {inish filing.

I. Article 62, UCMI, appeals by the United States. If an Article 62 appeal is filed with NMCMR,
Director, Appellate Government Division (Code 46), ransmits the appeal to the Clertk, NMCMR (Code 07.1).
Code 40.31 assigns an NMCMR miscellancous docket number 1o the case and enters appropriate information into
the database. The record is assigned to a panel of NMCMR as if it were reviewed under Article 66, UCMIJ,
except that an Article 62 appeal is given priority over other proceedings before the Court. See section 808 for
action required afier decision by NMCMR.
803. PROCESSING PROCEDURES FOR ARTICLE 66, UCMJ, GENERAL COURTS-MARTIAL
AND BCD SPECIAL COURTS-MARTIAL

a. Log and transmittal procedures. Clerk, NMCMR (Code 07.1) maimains a Court~Martial
Records Log on NCTS containing information on assignment of each case. - Afier assignmeni 1o a NMCMR
panel, Code 07.1 delivers the original ROT 1o the pane! and a copy to Appellate Defense and Appellate
Government Divisions. After the panel or NMCMR ¢p bapc decision, the ROT and decision are sent to Code
40.32 who signs the receipt form (NAVIAG 5800/3) and retums it 1o NMCMR.

b. Assignment of cases. The senior judge of each NMCMR panel is responsible for the panel’s
processing of cases and ensures equitable disiribution of the workload to individual panel judges, including the
senior judge, both for initial review and preparation of a rough draft of a suggested decision 1o be issued by the
panel, and for secondary review by other judges of the panel.




BO4. NOTIFICATION TO THE JUDGE ADVOCATE GENERAL OF COMPANION CASES
REVIEWED UNDER ARTICLE 66, UCM], AND UNDER ARTICLE 69(A), UCMJ

When a general court-martial ROT involves co-accused and one or more of the co~accused's cases are subjecl
to review by NMCMR under Anicle 66, UCMJ, and the other under Article 69(a), UCMJ, the Court or Code 40
should notify JAG (Code 20} of companion cases before continving appellate review. The JAG may wish 1o
refer the Article 69(a) cases to NMCMR.

805. CONTROL OF RECORDS

All court-martia} records being reviewed by NMCMR arc under the immediate control of the Clerk, NMCMR
(Code 07.1). Code 07.1 shalt prepare, issuc, and authenticate all orders of the Coun; issue and authenticate all
opinions of the Cour; kecp all records of the Court; and perform such other administrative functions as may be
required by the Court. After decision by the Court, Code 07.1 shall transmit the record of trial, together with
copies of the decision, to Code 40.32, who shall sign a receipt (NAVJAG 580073) for the record. Thereafier, the
records shall remain under the overall supervision of Code 40.3, and under the immediste control of Code 40.32
uniil finish-filed. Code 40.33 shall retain immediate control of the records until they are delivered to the
Nationa! Records Center, Switland, when authorized by Code 40. Codes 40.32 and 40.33 shall make the records
available for use within OJAG. Requests for such records from outside OJAG shall be referred to Code 40 for
action,

806. CLASSIFIED RECORDS

The JAG's policy is 1o declassify ROT's undergoing review whenever possible. Declassification is normally
accomplished by removing exhibits or other papers from the ROT as ditected by AJAG (Military Justice). Code
40.3 removes the exhibits or papers and does the declassification with the Classified Material Control Officer
assigned by the AQIC (Code 04A). Removed cxhibits or papers are handled and filed under section 905 of this
Manual. Notation is entered in the ROT indicating where classified exhibits or papers are filed.

807. INSERTION AND REMOVAL OF PAPERS OR OTHER MATTER FROM RECORDS

8. Genersi ruie. Do not remove papers or exhibiis from ROT without the express permission of the

AOIC, NAMARA, except as required for copying or examination.

b. Exhibits, Code 40.3 may remove physical cvidence exhibits (i.c., clothing, weapons, or other
objects) from the ROT and store same until AOIC, NAMARA, authorizes disposal. Removed evidence must be
fully idemtified to the case to which it belongs. {dentify items removed and place of siowage in the original and
all copies of ROT.

¢ Other auvthorized insertions and removals.  CQlerk, NMCMR (Code 07.1), the Director,

WL R TR SN . N o P - - Crarim e o .
Adminisirative Support Division (Code 40), and the Special Comespondence Branch (Code 40.5), may remove

papers from ROT's to compile statistical reponts and promulgate appellate proccedings. Papers may be added
only in accordance with the following {enter papers in inverse chronological order, below the protective cover
(DD Form 490):

By Whom lnscried Papets

NMCMR Notices of appearance, bricfs, motions, and other papers filed with
NMCMR by appellate counsel; interlocutory orders; decisions of
NMCMR

Code 07.1 Orders of Clerk, NMCMR
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Code 40.2, Code 40.3,

Code 30.22, or Code 20 Pleadings and papers filed with Code 40.22, or Code 20 USCMA
or U.S. Supreme Court by appellate counsel; orders and opintons
of USCMA or U.S. Supreme Court; action taken in compliance
with the U.S. Supreme Court, USCMA or NMCMR remand;
SECNAV action under Article 71; Presidential action under
Anticle 71; supplemental court-marntial orders; JAG or SECNAV
clemency aciion under Article 74.

If a document or paper associated with a case is not listed above and the insenting authority doubis whether it
should be made a pan of the record, refer the matter to the Chief Judge, NMCMR, or to Code 40. Al! other
papers (including exira copies of decisions) may be prefixed to the record above the proteciive cover. Codes
40.3 or 40.2 will file other papers for safekeeping when a record is sent to the U.S. Supreme court, USCMA or
NMCMR.

803. PROMULGATION OF NMCMR DECISIONS

a. Receipt of records. Upon receipt of ROT's the receipt form (NAVIAG 5B00/3) is prepared in
duplicate by Code 07.1, Code 40.32 signs the original copy of the receipt form and retums it 1o the Clerk,

1itadlb Uy LuUld 111>

NMCMR (Code 07.1). Code 40.32 retains the copy of the receipt form.

b. Article 66, UCMJ cases involving enlisted personnel where findings or sentence have been
affirmed. Code 40.32 promulgates decisions of NMCMR, as authorized by the JAG in cases involving enlisted

narenanmal whan all net nf findinoe ar cantaneca have haosn irmaoad  and furthar canrl nr H
PRTSONNG Wialh du OF pan Gi INRGINES OF SCMCnCe fave o G, antG Iuhncl COUn P.cceedm"c are not

required.

¢. Article 66, UCMI] cases where further action required by the field or NMCMR. When he
JAG elects not to centify an issue t0o USCMA or not 1o petition the U.S. Supreme Count for a writ of ceniorari,
Code 40 prompily issues insiruciions to the appropriaie authority for compliance in cases when further action is
ordered or authorized. When NMCMR or USCMA nules that the sentence should be set aside and the accused
remains in confinement pursuant to the sentence, Code 07.1 advises Code 40 of the count's decision. Code 40
issues instructions for compliance as soon as a decision not to certify or not to petition for a writ of ceniorari
has been made. Code 40 will prompily notify, by telephone or message, both the convening authority and the
officer exercising general court-martial junsdiction over the accused of the court’s decision and the instructions

for compliance.

d. Cases involving officers. Code 40.2 promulgates all decisions, orders, and actions involving
officer personnel.

e. Articte 62, UCMJ cases on appeal by the United States

(1) Code 07.1. Immedijately upon NMCMR's decision, Code 07.1 advises Code 40 of the
court's decision and forwards the ROT and copies of the decision to Code 40.

(2) If the appeal is granted:
(a) Code 46 notifies trial counsel.
(b) Code 40 forwards copy of the court's decision to:

(i) Code 20;




(i) Military judge:
(iii} Cognizamt NLSO or Marine Corps equivaleni;
{iv) Convening authority; and,

(v) Cognizam staff judge advocaic,

appropriate.

{d) ROT will remain in Code 20 umil time for defense filing petition for gram of
review with USCMA expires.

(3) If the appeal is denied and JAG elects not to cenify an issue to USCMA, Cede 30
ransmils the ROT to the trial counsel ar to the mililary judge, as appropriate.

(4) Petitions for grant of review by USCMA.

(2) Upon notification that a petition for gramt of review is filed, Code 40 will take
appropriate action 1o provide ihe original ROT 1o USCMA and copics to Appellate Government and Defense
Divisions.

() Action following USCMA action:

(i} Code 40 informs trial counsel and cognizant staff judge advocate concerning
the USCMA action;

(i} Upon returmn of the appeal record, Code 40 promulgates the USCMA action.

(5) If the U.S. Supreme Court takes action, other than denial of a writ of ceniorari, Code 40

will 1ake action under R.C.M. 1205(b).
809. STATISTICAL AND WORKLOAD REPORTS

Code 40 will maimain, compile, and furnish coun-manial swaistics. Code 40 will submit a monthly NMCMR
workload report 10 Code O2.

810, CORRESPONDENCE AND CONGRESSIONAL INQUIRIES ON RECORDS DURING
PROCESSING.

The Clerk of the Coun, NMCMR, initiates and sends out correspondence to process courl-martial cases assigned
tio NMCMR for action. The Special Comespondence Branch, NAMARA (Code 40.22), prepares replies to all
congressional and other inquiries on court-mantial cases. Codes 07.1 and 40.3, as requested by Code 40.22, will
follow cases to advise Code 40.22 when reeeived, and when the court has acted. While under review by the
U.S. Suprteme Count, USCMA, or NMCMR, Appellaie Government, upon reques! and if feasible, will make
available its copy of the ROT for temporary use by Code 10.22.

811. CONTROL AND PROCESSING RESPONSIBILITIES FOR CASES BEFORE THE
S.

LB IR M
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COURT OF MILITARY APPEALS AND
The Dircctor, Administrative Support Division, NAMARA, JAG (Code 40), has responsibility for the operation
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of the Petitions for Granis of Review control system. Head, Case Managemenmt Branch (Code 40.3), has
administrative responsibility for the processing of petitions.

a. Promulgation Section, NAMARA (Code 40.32). When Code 40.32 receives the USCMA notice
of the dockeling of a petition for grant of review, the petition clerk:

(1) Acknowledges the notice of docketing;
(2) Prepares ihe ROT by e

(3) Forwards the ROT 10 USCMA by transmitial document with defense and government
pleadings, when applicable;

(4) Maintains control copies of the pleadings scparately and attaches to the ROT when
retumed by USCMA. Forwards file copy of the pleadings to the NMCMR commissioner.

b.  Appellate Government and Appellate Defense Counsel.  Appellate defense and appellate
government counsel are held responsible to complete perfected petitions and to reply on or before due dates or to
seck necessary time extensions. Appellate counsel ensure thal a copy of each motion or pleading submitted by
counse! or accused to USCMA or the U.S. Supreme Court, and a copy of each order or decision by the Court, is
provided to Code 40.32. Both appellate divisions ensure that pleadings transmitted 10 USCMA are entered into

the NCTS system,

c. Courier service. Code 40.1 provides courier service to USCMA and the U.S. Supreme Court and
obtains appropriale receipis.

812. TRANSMITTAL OF RECORDS-PETITIONS TO USCMA

When USCMA notifies Code 40.32 that a Petition for Grant of Review has been received with respect to a
specific record, regardless of whether the record is in use, Code 40.32 procures the ROT immediately. If other
offices need the ROT while appellate counsel prepares a pelition or brief, a request for the record may be made
to Code 40.32 for temporary use not to exceed 24 hours. A receipt is required for the released record. The
borrowing officer has the responsibility to return the record promptly to Code 40.32.
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" CHAPTER NINE
CLASSIFIED INFORMATION AND PERSONNEL SECURITY PROGRAM
901. PURPOSE

An cffective sccurity program requires the constam attention and sclf-inspection of all personnel.  Use this
chapter in conjunction with OPNAVINST 5510.1 [scries] and OPNAVINST 5510.60 [series]. In case of conflict

with JAG instnictions on mnmtv-rrfntcﬂ gnh:rrt: the OPNAY instructions shall be authoritalive.

%2. BACKGROUND

OPNAVINST 5510.1 [scries] cstablishes regulaions and guidance for DON on classifying and safeguarding
classified information and personnel sccurity,. OPNAVINST 5510.60 [series] contains implementing information
and secunity regulations for offices under the cognizance of the CNO. A 22 July 1986 Memorandum of
Agreement between SECNAV and CNO requires DON Siaff Offices, including QJAG, to comply with
implementing security program regulations issued by CNO.

903. PROGRAM MANAGEMENT

The security organization within QJAG is:

a. Security Manager. The Head, OPNAV Sccurity Branch {OP-091331) is the Sccurity Manager for

all DON Staff Offices, including OJAG.

b. Security Coordinator. The Director, Special Programs Division (Code 11) is Security
Coordinator.

(1) The Sccurity Coordinalor serves as advisor to the JAG on the Information and Personnel
Security Program and ensures the program's cumency and continuity with applicable execcutive orders, statuies,
and regulations.

(2} The Security Coordinator repons to, or otherwise coordinates with, the Security Manager
on all information and personnel security matters,

(3} The Security Coordinator ensures that QJAG clemenis comply with Chapter 2
OPNAVINST 5510.1 [series]) and implementing provisions of OPNAVINST 5510.60 [series] penaining to the
effective management of an information and personnel security program.

(%) The Sccurity Coordinator conducts an annual review of the OJAG Information and
Personnei Sccurily Program's effectiveness and reports o the JAG as required.

(5) The Security Coordinator revises the OJAG [nformation and Personnel Security Program as
required. In that rcgard, the Security Coordinator will advise and assist in implementing and interpreting all
applicable guidance and policy.

(5) Code 11 officer personnel may assist the Security Coordinator. The Code 11 legal
technician is the clerical assistant to the Security Coordinator.

mer Carerat
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¢ Top Secret Control Olfice The Direcior, Special Pyograms Division {Code 1) is Top Seact
Control Officer, OJAG. An officer designated by the DAJAG (International Law) (Code 10) is the Top Sccrcl
Contral Officer, GJAG (Pentagen). The Top Secret Control Officers perform duties as outlined in Chapter 2 of
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OPNAVINST 5510.1 [series] and distribute and control:
(1) All NATO, SEATOQ, and CENTO material {Code 10 - Pentagon only).
(2) Maierial wansferred by the Defense Courier Service.
(3) Other sensitive material handled through Top Secret channels.

d. Assistant Top Secret Control Officers. Special Programs Division (Code 11) officer personnel
are Assistant Top Secret Control Officers, OJAG; and one attoney assigned to the Intemational Law Division
will be designated by the DAJAG (International Law) (Code 10) as Assistant Top Secret Control Officer, OJAG
(Pentagon). The Director, NAMARA Administrative Support Division (Code 40) designates two individuals as
Assistant Top Secret Control Officers, OJAG (NAMARA). The Assistant Top Secret Control Officers perform
the duties outlined in Chapter 2 of OPNAVINST 5510.1 [scries]. The Assistant Top Secret Control Officer
(Pentagon) assists the JAG when the Top Secret Control Officer (Pentagon) is unavailable. The Executive
Assistant 1o the JAG (Code 00A) is an Assistant Top Secret Control Officer (Pentagon), responsible to the Top
Secret Control Officer (Peniagon) for materials in the custody of the JAG.

e. Classified Material 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 Classified Material Control Officers, OJAG, are responsible for the receipt, dissemination, and central
storage of al! classified matenial entering OJAG, except as provided elsewhere in this regulation or by separate
instruction.  SCI (sensitive compartmented information) and other special access program (SAP) information
requiring like protection will not be stored in the Classified Material Control Center, but will be maintained
{under subcustody or otherwise) at the CNO/SSO SCIF (sensitive comparumented information facility) in the
Pentagon.

f. Classified Material Contrel Officers. Each division director will appoint in writing a Classified
Material Control Officer (CMCO) for the division. Each division CMCO is responsible for the receipt,
dissemination, and storage of all classified material within the division. Division CMCO's will coordinate with
the Security Coordinator for matiers of information and personne! security within the division. The division
CMCO will maintain a tumover file of perlinent materials. The Security Coordinator will be kept currenily
apprised in writing of CMCO designations.

g. ADP Security Officer. The Head, OPNAV Physical Security Planning and ADP Security Section
(OP-09B31E) controls and establishes all security areas and formulations in the area of ADP security. The
DAJAG (Management & 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 automated system.

h. Message and document pickup. Only cleared persons designated in wriling to the appropriale
communications center by the JAG or the Security Coordinator (if separately delegated that authority) may pick
up classified message traffic and documents. Such designations must be centified by Code 11. Watchsianders
may not pick up classified message traffic.

904. ORIGINATION, RECEIPT, TRANSMISSION, AND HANDLING OF CLASSIFIED MATERIAL

a. General considerations

(1) Store classified information only in approved containers.

(2) When in use, classified documents must be kept under constant surveillance.
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(3) Anach brightly colored and marked classified material cover sheets (Standard Forms 703,
704, and 705 for TOP SECRET, SECRET, and CONFIDENTIAL matenial, respectively) to all classified file
folders, and to any classified documenss,

(4) Classified materials should be properly stamped and marked immediately upon their
creation.  When in doubt, a tentative classification marking should be affixed and the word “temiative™ written
conspicuously next to the classification stamp. Final determination of proper classification and remarking or
delction of the word “tentative™ should be accomplished within 30 days. Diskeites and printer or typewriter
ribbons on which classified materials have been produced must likewise be marked with the highest classification
of the matenials so produced.

(5) Do not leave office spaces unguarded, even momentarily, when any classified material is
not secured.

b. Accountability for TOP SECRET. Matcrial will be centrally recorded and otherwise managed
"from cradle to grave” by the Security Coordinator/Top Secret Contro) Officer, Records for materials classified
SECRET and below may be non-cenirally maintained as prescribed below.

¢. Origination. Materials originated by OJAG shall be properly classified and marked in accordance
with chapter 9, OPNAVINST 5510.1 (scries), and other guiding directives. Use of the downgrading direction
"OADR" (originating agency's determination required) should be kept to a minimum.

(1) Care wiil be taken to identify comrecily and thoroughly the originai ciassification authority
for such materials. In the case of "multiple sources,” a separate record of those muliiple sources will be made
and rewined with the file copies of 1he document. If classification is derivative of another document so marked,
then “multiple sources as provided by (the identification of the source document]* will be marked. If a
classification guide is the source of classification markings, then it should be identified on the "Classificd by*
line.

(2) Similarly, the proper declassification or downgrading date should be emtered. For
documents originated by JAG, care should be taken to enter a specific date of downgrading or declassification if
Fﬂifi‘lﬂé. The downgrading direciion "OADR” |ﬁfigiﬁﬁiiﬁg agency's determination lcquucu; should not be

abused.

(3) Proper portion or paragraph markings of classificaiion should bec made. When this is not
possible, the document should be marked "Classified [classification) in its entirety - [Stale the reason, e.g.
because of aggregation].”

{#) Quassificd materials may be created only on word processors (including PC's and peripheral
equipmenis) or typewriters designated and approved by the Security Coordinator for that purposc. Classified

matenials SHALL NOT DE saved to PC hard discs. I such maerials are so saved, even if inadvenemly, the

ADP Sccurity Officer and the Security Coordinator shall be notified immediately in order that they can take
appropriate action. (Note: Deleting or erasing a document does not necessarily prevent its later recovery, and,
therefore, does not provide adequate Security for the information concemned.) Funher, when typing classificd
documents on PC's, any awiomatic back-up function MUST BE DISABLED while working on such documents.
Classified diskettes will be marked and controlled as provided in subparagraph 905¢ below.

d. Hand-carrying classified materials. Extreme caution will be exercised to guard against
inadveriem disclosure when carrying classified materials within OJAG facilities. A classified cover sheet or
enclosing folder or envelope will be used, at a minimum, for carrying such material within a building. Classified

materials may be carried ouls:dc OJAG facilities only by persans so authorized, who possess a courier card
issued by OPNAV Sceurity or HOQMC Security, as appropriate. (The Security Coordinator processes OJAG
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applications for courier authorizations.) Such malerials must be addressed and double~wrapped in accordance
with chapter 15 of OPNAVINST 5510.1 [series]. Transportation direcily to and from offices within the
Pentagon is, for these purposes, transporiation within OJAG facilities. Transponiation among OJAG offices at
the Pentagon, Hoffman Building, and Washington Navy Yard is "outside OJAG facilities,” and is, therefore,
transmission requiring a courier card. Courier cards for cleared personnel may be issued by Codes 00A, 10, 11,
and 40.

(1) Code 64 couriers who make daily runs between the Pentagon and the Hoffman Building
shall be propeily cleared and shall obtain courier cards fiom the Security Coordinator. The execulive assisianis

1o the JAG and DJAG and personne! of the Special Programs Division shall nommally be designated as couriers.

(2) Couriers shall use black pouches or other containers specially issued for these purposes.
Care will be 1aken at offices where material is held for courier pick-up 1o ensure that classified and unclassified
materials are not intermingled and that the courier will be informed that classified materials are 1o be carried. At
those offices, procedures shall be established 10 ensure that the receiving office (and thus the courier) is informed
if classified materials are included. Offices principally affected are the immediate office of the JAG and
Intemational Law Division offices in the Pemagon a1 rooms 5D834 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 to the addressee. They must be delivered
personally 10 the addressee, or 10 a cleared individual who will ensure delivery to the addressee.

i adunmca af offisial
il dUvalhicc Ol Giiivia:

{4} Travel staius. The Security Coordinator s 51
out-of-area travel for which classified materials need to be hand—carried in orde
other arrangements can be made.
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e. Use of U.S. Mails

(1) Procedures governing the use of U.S. mail for the ransmission of classified materials are
detailed in Chapter 15 of OPNAVINST 5510.1 [series] and shall be stricily observed. Sperial rules apply for
mailing of classified matenals, including CONFIDENTIAL materials, OUTCONUS. Divisions should also be
aware of the special mailing/addressal requirements for mailing 10 MAAG's and other similar groups and
missions overseas, as provided in the SNDL, pan 2.

(2) Mail Room Procedures. All first class, priority, cenified, registered, and express mail
received in the Hoffman mai! room, saving only thai mail which is clearly of a personal and unofficial nature,
will be opened by mail room personnel and inspected for classified contenis. If such classified contents are
found, the mailed material will be delivered directly to the Special Programs Division (or other office as may be
separalely designated) for proper logging and further delivery to the addressee. Divisions outside the Hoffman

building must ensure that similar precautions are in place.
(3) Any instances of deviation from these procedures will be reporied to the Security
Coordinator and affected division director for appropriate comreciive action. The Security Coordinator shall

forward security discrepancy nolices to originators who fail properly to mark, address, or seal classified mailings.

f. Logging and accountability, Top Secret Control Officers and Assistant Top Secret Conirol

Officers are responsible for proper handling and security of TOP SECRET matenals in accordance with
OPNAVINST 5510.1 [scries]. SECRET materials shall be accounted for under the following procedures.

(1) The Security Coordinator will maintain a log of all SECRET material received at QJAG by
further delivery, the addressee division will sign the Security Coordinator's log and/or execute a receipl.  All
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Divisions will maintain a similar log of their SECRET holdings, cither received or originaied. [In the case of
originated materials or materials received inter-office or imra-Pentagon, the Sccurity Coordinator need not be
notified as long as later transfer or destruction of such materials will be recorded by the holding division.
Records of transfer can be either log entries or reccipt documems. These records will be maintained by the
division for at least two years (logs for two years from the date of last entry).

{2) Materials wansferred out of OJAG will be recorded by log or receipt.  Divisions will

maintain separate receipt files. Divisions mailing SECRET materials will maintain tickler files to ensure later
receint of execuled receint documents. OPNAV Farm 5511710 shall be uced for this purpose

.
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(3) Working papers. Working papers are documents and material accumulated or created
whife preparing finished material, i.c., rough drafis. They need not be logged or their destruction rccorded as
long as destruction occurs reliably within 30 days of their creation. They must thercfote be dated when created.
They will be marked, stamped, and protecicd in accordance with the classification assigned. Destruction, even if
not recorded, should be witnessed by two persons. Copics of classified materials are not "working papers”
unless they are created for the purpose of making redacted versions of classificd originals, redactions (whether by

mark-over, correction tape, or cut-out) arc made immediately, and the redacted portions or the markedhtaped
over copies are immediatelv r{r(lrn\. sor, lmmrdmfrlv meane, al most, on the same d.B\r‘ Doecuments mnlammﬂ
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TOP SECRET information shall not be considered wo:kmg papers”.

(3) Newly~created documents, duplicate originals, and reproduced copies must be similarly
logged and accounted for.

905. STORAGE OF CLASSIFIED MATERIAL

a. Responsibility, Division directors will ensure that all classified maerial is properly stored at the
close of business cach day. Standard Form 701, Activity Security Checklist, will be annotaied ai the end of the
day for each space in v«h:ch classified malcnal is mmmamcd or regularly handled, and Standard Form 702,
Sccurity Container Check Sheet, will be maintained conspicuously on or outside cach safe and will be annotaied
whenever safes are opened or closed, and, at the end of day, when checked.  Special care will be taken to

ensure that classified ribbons and disketles are removed from machines and likewise secured.

b. Central Storage. When a division has insufficient security container space, classified material not
immediately required by division personnel may be stored in the Classified Material Conirol Center (Room
8533). (Note, however, that all classified holdings must 2lways be limited 10 only those necessary for mission
accomplishment.) A custody document is required when the division CMCO personnel remove material
classified SECRET ar above from the Classified Material Contro! Center. Division CMCO personnel are
tesponsible for the security of the material until retumed to the Classified Matcrial Contro) Center. Code 11
personne! sign the custody document when the classified material is reiumed to the Classified Material Control
Center.  Each division holding classified materials must have in division spaces a1 least one properly cenified
safe to store frequently used classified material and ciassified materiai used beyond nommal working hours or on
weekends. Due to the volume of classified material, Codes 10, 31, 33, and 34 will store classified matenial in
safes located in their respective spaces. Only Codes 10, 11, and 40 may store TOP SECRET or special category
information.

*

¢ Stornge of Classified Material ot NAMARA.  Classificd material held by NAMARA and
NMCMR will be kept 10 the minimum necessary for the expeditious and judicious processing of court-martial
appeals and wrils,

.l'ri, Fat A!Al.lAnA HE o Toma commm ot
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(1) The Assisiant Top Secret Coniroi O AG
all TOP SECRET material at NAMARA and NMCMR.

storage, dissemination, transmission, and destruction of
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(2) The Assistani Top Secret Control Officer, OJAG (NAMARA) is also the CMCO and is
responsible to the Security Coordinator for the safekeeping of all classified material at NAMARA and NMCMR.
The CMCO will coordinate transporiation of classified material to the Classified Material Conirol Center as such
transporiation may be required. Classified material generated by or filed with NMCMR will not be destroyed
without the Chief Judge's approval {(Code 07). In all cases, SECRET or TOP SECRET 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.

(3) The CMCO wili ensure thai the ROT's for classified irials have been given appropriaie
formal classification review, and, if not, will coordinate with Code 11 to obtain such reviews. Classified portions
of ROTs will be removed from ROT's and held by the CMCO. The CMCOQO verifies with the Security
Coordinator that individuals desiring access to maiterial possess appropriate securily clearances and need-to-
know. Classified material will not be removed from CMCO custody outside 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 portions of classified ROT's. .

d. Safe Combinatipns. Only those persons whose official dulies require access 1o the safe and are
cleared to the highest level of clasmf:cd material in the safe should know the combmauon. 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 the security container has been unlocked and unattended),
and at least every 12 months. The same combination shall not be used for more than one container. After each
change, record combinations on Siandard Form 700 (Security Conuainer Information), piace in the accompanying
envelope, and deliver by secure means 1o the Top Secret Control Officer or Assistant Top Secret Control Officer
with security cognizance over the division. Affix copy 1 of the SF 700 (portion not containing combination) to
the inside of the locking drawer of the container. Do not otherwise record combinations, although a local listing,
appropriately classified, may be made when there are a large number of coniainers in an office. Listings 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.

e. Classified Diskettes. Classified diskenes shall be accounted for in a separate log and shall be
stored in a single centralized location in each division using such diskettes. (TOP SECRET dlSkCIIBS shall be
handled and accounted for under procedures specific 1o TOP SECRET materials.) Diskettes will be serialized or
sequentially numbered and recorded in the division log. The log sheuld be constructed in a fashion 1o permit
recording each instance that diskettes are removed from storage, identification of the person having cusiody,
ordinal use since iast inventory of the disk’s contens, and date of return of disketle to centrai storage and initiais
of individual making that retum.

906. SECURITY INSPECTIONS

a. Daily Inspections. Division directors shall ensure a security inspection is done just prior 1o
securing their spaces. Intemal Activity Security Check Lists (Standard Form 701) will be used for this purpase
and conspicuously posted in each division near the exit, and kept for a minimum of two months after the last
entry, at which time they will be forwarded to Code 11. Additionally, individual Safe and Cabinet Security

Records (Standard Form 702) will be posted on all safes and I(Pni for two months after last entry, A division

AALLDIUS il st SaAils 2%

double-check procedure shall be employed whenever possible. Securmg duties must be clearly assigned and
understood. Persons working late musi secure their work area before leaving.

b. Procedures. When securing:

(1) Swore classified materal (including disketies and typewriter and printer ribbons) in
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appropriale security containers.

(2} Drawers of sccurity containers shall be properly closed and locked. Rotate dials on
combination locks at least four times.

(3) Bum bags shall be sccured and properly stowed.

(4) A security check list for cach working space will be signed by the person securing the

c. Annual Inspection. The Security Coordinator shall conduct an anr:ual security inspeciion of OJAG
to assess compliance.

907. DESTRUCTION OF CLASSIFIED MATERIAL

Division directors will ensure that classified material awaiting destruction is destroyed at least weekly, and that
the director or a delegatec has approved destruction of the materials concerned.  Proper destruction repons mus!
be cxccuted and copies prompily forwarded to Code 11. Original repons will be retained for two years.

8. Paper Products, Generally, classified paper will be desiroyed by cleared personnel in a cross—cut
shredder located in the Special Programs Office. Division personnel will remove non-paper articles from
classified paper to be shredded. The shredder can be used only when Code 11 personncl are present. (The
Special Programs Office also has a strip shredder that is not authorized for classificd destruction, and should not
be confused with the cross-cut machine.) Personnel will ensure the shredder and its surrounding area are neat
and clean afier use. When the residuc bag is full, the person using the shredder shall empry it

b. Non-Paper Products. Consult Code 11 for guidance on destruction of other classificd matcrial,

including diskettes or typewriter or printer ribbons.

¢. Burn Bags. Bum bags may be used under procedures established scparatcly by the Security
Coordinater.

908. REPRODUCTION OF CLASSIFIED MATERIAL

Reproduce classified material -sparingly, only when necessary, and only in coordination with CMCO's. Stricily
observe prohibitions against reproduction of TOP SECRET or ORCON (originator controlled) material.

Reproduced materials will be stamped/marked and classified cover sheets anached as otherwise required in this
regulation. See also Security Coordinatar memorandum of 7 May 1990 regarding this subject.

2. Reproduction of TOP SECRET Materint, TOP SECRET material may be reproduced only with

the Top Secrer Control Officer’s approval. The Top Secret Comuol Officer must secure permission of the
originator and enter the reproductions inio the TOP SECRET accountability system.

b. Reproduction of SECRET and CONFIDENTIAL Material. The Top Secret Contro! Officer,
or, in the absence of the Top Secret Control Officer, an AJAG, Division Director, or Assistant Top Secret
Controt Officer, must approve the reproduction of SECRET and CONFIDENTIAL material.

¢  Security Markings. Reproductions of classified material must have clearly legible security
markings as on the original material. Office-type copiers do noi always clearly reproduce colors of ink or
marginal images. if the reproduciion process docs noj suithentically reproduce the sccurity markings on the copy.
stamp thc markings on all copies in the same positions and size required for the original. Code 11 has
classification and downgrading stamps for marking reproductions.
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d. Reproduction Equipment. Reproduce classified material only on the photocopier in Room 8833
vauli, the Code 10 copier, or other copiers as may be authorized personally by the Top Secret Control Officer,
or, in that officer's absence, an AJAG.

909. SECURITY EDUCATION

An effective security education program is essential to good security practices.

a. Indoctrination Briefing. All personnel reponing to or newly hired by OJAG will sign a written
Security Indoctrination Briefing from the OPNAV Security Branch on the day of reponting and, within onc week,
receive a security indocirination briefing from the Security Coordinator (Code 11) or his or her designee at
Special Programs Division offices in Room 8533 at the Hofiman Building. If security access is required,
Standard Form 312 cr other appropriate Nondisclosure Agreement (NDA) will be executed at the time of this
briefing. The executed NDA will be forwarded to the Department of the Navy Central Adjudication Facility
(DON CAF), via OPNAYV Security or HQMC Security, under currently established procedures.

b. Orientation Briefing. Briefings are scheduled and conducted by OPNAY Security upon check-in

reonnel
sonnel.

¢. Annual Refresher. The Security Coordinator will provide or otherwise arrange an annual securnty
refresher briefing for all OJAG personne! with security clearances. Attendance by personnel shall be mandatory.

d. Counierespionage Briefings. Personnci with a1 least a SECRET clearance musi receive a Naval
Investigative Service (NIS) counterespionage briefing once every two years. When possible, the Security
Coordinator will arrange for briefings 1o be given at QJAG. Otherwise, regularly conducted Pentagon briefings
will be announced by the Security Coordinator for anendance by OJAG personnel.

e. Division Responsibility. Division directors shall instruct their personnel on the proper handling of
classified information.

f. Foreign Travel Briefings. AJAG's and DAJAG's must inform the Security Coordinator when
personne! are planning 1o travel through Communisi-controlled countries or anend meetings where
representatives of Communisi—controlled countries may be present. The Securily Coordinator ensures such
personnel receive a defensive briefing as required by Chapter 3 of OPNAVINST 5510.1 {series], typically from
an NIS agent. All personal foreign trave! will be reported in advance to the Security Coordinator by the

individual raveller.

g. Debriefing. Code 64, in consultation with the cognizant Division Director and the Security
Coordinator, shall ensure that ali cleared QJAG civilian personnel being discharged or separated are debriefed,
read a debriefing statement, and execute a Security Termination Stalement (OPNAV Form 3511/14).  For
military personnel, division directors, in consultation with the Security Coordinator and Code 61, will ensure the
same debriefing and signing.

910. SECURITY CLASSIFICATION, DOWNGRADING, DECLASSIFICATION AND
MARKINGS

Chapters 6 through 9 of OPNAVINST 5510.1 [series) and chapters 4 and 5 of OPNAVINST 5510.60 [series]
provide detailed guidance for classification, downgrading, declassifying and marking material, including
limitations on classifying information and improper reasons for classifying. Refer guestions on classification or
downgrading of a document to Code 11.
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911. PERSONNEL SECURITY CLEARANCE AND ACCESS

No personnel, military ar civilian, reponting aboard OJAG will have access to classified information withous
Security Coordinalor approval. The Security Coordinator requests OPNAV Security Branch, and, in the case of
Marines, HQMC Security Branch 1o grant personnel sccurity clearances and notifies the cognizam Division
Director or Classified Material Control Officer upon the granting of such clearances. If a clearance is gramed
for TOP SECRET, the Assistant Top Secret Control Officers concerned will also be notified. Clearance is
granted to that level of access required by the billet,

2. Number of Clearances. The number of persons assigned duties involving access to classified
matcrial will be kept 10 2 minimum. The Security Coordinator periodically reviews the allocation of ctearances
and makes recommendations 10 QP-09N, via the Security Manager, for wammanied changes.

b. Eligibility for Access. No person will have access to classified information solely because of
office or position. Access is granted only when official dutics require knowledge or possession. Division
Directors will follow stricily the "need to know" principle within their divisions.

¢ Newly Reporting Personnel. Division Direciors will delermine upon the armival of newly
reporting personnel if such personnel will fill a secunty clearance-designated billet or otherwise require a
sccurity clearance in the performance of their duties. If so, the division director will contact Code 11 by memo
or other convenient means and nominaie the newly arrived individual for clearance, idemifying the clearance
bilfet to be occupied, cither by number or by idemtity of the person relieved in such biller.  Further, the division
director, in coordination_with Code 61, will ensure thai the person repons to the Special Programs Division
office with service record book during check-in processing for indoctrination bricfings in accordance with
section 909a above, and for initiation of requests for invesiigation andfor clearance as appropriate.

d. Investigative Requirements for Clearance. Chapter 21 of OPNAVINST 5510.1 [series) specifies
minimum investigative requirements for granting a security clearance.  The requesting OJAG division prepares
required forms and forwards them to the Security Coordinator for review and submission to the appropriate
investigative agency. The DON CAF adjudicates investigations and granis or denies security clearances for all
personnel.

¢ Issuance of Security Clearonce.  Requests for security sccess are made by the Security
Coordinator through OPNAV Sccurity Branch or HOMC Security. All personnel clearances are adjudicated and
granted by the DON CAF. The Security Coordinator may grant up to a two-week lemporary access to qualified
personnet in exigent circumstances. The Centificate of Personnel Sccurity Investigation, Clearance and Access
(OPNAV Form 5520/20) is a pcrmanent pan of a military member’s service record. Code 11 maintains copies of
the certificates for military personnel.  For civilian personne), o similar record is filed in the Security
Coordinator's active clearance file and maintained in the Security Manager's daiabase.

. Continuous Evaluation of Eligibility. Each division director will initiate and maintain a program
for continuous evaluation of the eligibility of division or office personnel for access to classificd information.
When information sugpests an individual's possible unsuitability for continued access (for example, security
violations, suspicion of criminal conduct, or other matiers relaied 10 clearance adjudicative factors), the division
director immediately should suspend the individval's access and notify the Sccurity Coordinator. The Security
Coordinator will make an assessment of the circumstances, and, if appropriate, report to OPNAV Security
Branch or HQMC Security for evaluation or further investigation.

g. Clearance of Personnel Not Regularly Assigned. The director to whose division TDY personnel

are to be temporarily assigned must communicale security clesrance requiremenis to Code 61 or 62 as
appropriate. Codes 61 and 62 will assist the Security Coordinator to ensure that temporarily assigned military
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personnel have any necessary security clearances.

(1) TAD Personnel. Military personnel reponting to OJAG for temporary additional duty and
temporary duty normally should be cleared by their commanding officers prior to reponting.

(2) Naval Reservisis. Naval reservists reporting for temporary duty for training normally are
cleared by the active-duty commander (1ypically, a REDCOM) responsible for their records. That command will
report their clearance status 1o the Security Coordinator, in writing. The receiving division should arrange such
reports.

h. Access to Classified Information by Visitors. The following requirements apply to visitor access.
Questions regarding circumstances not covered herein shall be addressed to the Security Coordinator.

(1) Clearance of the Visitor. The OJAG division being visited shall ensure the visitor is
cleared for the classified material 1o be discussed. Normally, visitors' clearances are confirmed by a visit requesl
(OPNAV Form 5521/27) or message originated by the visitor's commanding officer or security manager. Other
than for those executive branch visilors with whom regular working relationships have been established (and for
whom clearances are known confidenly), OJAG personnet should have visitors submit requests direcily to the
Security Coordinator, wilh a copy to the OJAG division to be visited. The Security Coordinator, in consultation
with the Division Director concermned, will verify the visilor's_need—lo—know.

() Identification. QJAG persennel intending to divulge classified information must make a
positive identification of the visitor. Check identification card or driver's license containing the visitor's
recognizable photograph, name, and social security number.

912. PUBLIC MEDIA

Do not disclose classified information in any publication or presentation open to the general public. Coordinate
proposed public releases of unclassified information with the Security Coordinator and the OJAG Public Affairs
Officer, Code 00A. Classification guidance may be sought from Code 11. SECNAVINST 5720.44 [series]
(PAQ Regs) and SECNAVINST 5000.24 [series] esiablish requirements and procedures for the prepublication
review of certain professional and personal writings. In large part, they will affect persons who would wrile on
matters regarding which they have had classified access or which in any event have classified aspects. They
must be consulied before any public release, including the submission of such writings to prospective publishers
for any purpose, however limited.

913. TELEPHONE CONVERSATIONS

Do not discuss classified material over non-secure telephones because of possible telephone taps and because
many DOD telephone calls are relayed by easily intercepted microwave transmissions. Do not use deceplive
practices such as private code words and "alking around” classified information. Use of OJAG telephones is
consent lo communications security monitoring. STU-III secure voice telephones are available in the Special
Programs Office and other offices in OJAG. They should be used liberally, and especially in any case of doubi
regarding classification or sensitivity of matters 10 be discussed.

914. SECURITY VIOLATIONS

Chapter 4 of OPNAVINST 5510.1 [series} and chapter 13 of OPNAVINST 5510.60 [series] provide detailed
policy and guidance for the preliminary inquiry into and investigation of security violations and the compromise
of classified information. Prompily inform the Security Coordinator of any suspected security violations.
Chapters 4 and 5 of OPNAVINST 5510.1 [series] outline what matiers should be refered to the NIS. OQJAG is
served by the NIS Resident Agency, Washington, D.C. 20388, telephone (202) 433-3858 or, after hours, (202)
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433-9323,

a. Preliminary knguiries. Nomally, the concemed division conducts preliminary inquiries into
security violations; aliernatively, the Security Coordinator may appaint a preliminary inquiry officer to prepare a
preliminary inquiry repon. Coincidentally, the Security Coordinator will report to the tocal NISRA all cases of
loss or possible compromise. [f the Security Coordinator concludes, based on the preliminary inguiry repon, thal
a compromisc or possible compromise occurred, an endorsement to the repon for appropriate signature will be
prepared and forwarded to the OPNAV Security Branch and/ar OP-09N2, as circumstances dictate. Preliminary
inquiries are less-than-formal, and, if nccessary, less-than-thorough, “quick looks™ thar should be completed
and reporied within 72 hours. Further investigation can follow such a report. Code 11 will provide advice,
assistance, and forms.

b. JAG Manun) Investigations. The Security Coordinator, afier reviewing the preliminary inquiry
repon, will advise the JAG whether a JAGMAN investigation is required. The Security Coordinator will review
and forward security violation JAGMAN investigations received from subordinate commands within the Naval
Legal Service Command.

c. Disciplinary Action. The breach of a security regulation may be sufficient jusiification for
disciplinary action. When investigation clearly fixes responsibility for 2 compromise or a security viclation, the
presentation of a Letter of Advice and Instruction to the responsible military or civilian individual is the
minimum corrective action. Disciplinary action may include, for military personnel, nonjudicial punishmem or
trial by court-manial. In the case of civilian employees, process under the standard schedule of disciplinary
removal for failure 1o meet the requirements of one's “sensitive™ position due to denial of security clearance,
suspension or removal under 5 U.S.C. § 7532, or presccution under Title 18, United States Code, as amended, or
other federal statutes, is appropriate.  The violation may be reflected in officer fitness repons, cnlisied
evaluations, or civilian performance ratings.
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