RETos 7o o0 BN FILES

UNITED STATES MARINE CORPS
HEADQUARTERS AND SERVICE BATTALION
MARINE CORPS RECRUIT DEPOT
3800 BELLEAU WOOD

SAN DIEGO, CAL!FORNIA 92140-5199

i l
QFFICIAL F it BnO 1080.1L ( i |
6A

. oy 1998
BATTALION ORDER 1080.1L { n | i1 2n0y 19

From: Commanding Officer
To: Distribution List

Subj: PERSONNEL ACCOUNTABILITY

Ref. (a) MCO P1080.40, MCTFS PRIM
(b) DepO 1080.8E
(c) MCO 6320.2D
(d) MCO P1000.6F, ACTS Manual

Encl: (1) Definitions
(2) Platoon Codes for Headquarters and Service Battalion
(3) Morning Report

Reports Required: See paragraphs 6a (2), 6b (1)

1. Purpose. To implement procedures for the timely and accurate reporting of personnel
accountability information per references (a) and (b).

2. Cancellation. BnO 1080.1K.

3. Summary of Revision. This revision provides procedures for personnel accountability in
view of the establishment of the Depot Consolidated Personnel Administration Center (CPAC).

4. Background. In addition to the many functions common to any battalion, Headquarters and
Service Battalion provides accountability for a variety of individuals and activities unique to the
Marine Corps Recruit Depot, San Diego, California. They include the Recruiters School; the
Marine Enlisted Commissioning Education Program (MECEP) Preparatory School; and
Marines assigned to various Naval installations located in the San Diego area. This latter
group may include Marines assigned to a Permanent Duty Station (PDS) other than the Marine
Corps Recruit Depot (e. g., Naval Station, San Diego). Additionally, the battalion provides
accountability for Marine patients assigned to the Naval Regional Medical Center, San Diego.

5. Procedures
a. Marine Corps Total Force System (MCTFS). Headquarters and Service Battalion

operates under the concept of Depot level consolidated administration. Two Reporting Unit
Codes (RUCs) have been established. Marines chargeable to Table of Organization (T/O)

ENCLOSURE (R )
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7211 will be joined to RUC 34001. All other Marines will be joined or attached to RUC 34024
as appropriate.

b. Assignment. Marines joined or attached to this battalion, will be assigned to
Headquarters Company, Service Company, or Recruiters School for accounting/reporting
purposes.

¢. Morning Reports

(1) The Morning Report is a management tool for the unit commander to monitor the
accountability of the unit. Its secondary use is to compile information for the preparation of
reports to higher headquarters. The document also provides a method to collect data for the
accurate, timely, and complete reporting of personnel and pay information into the MCTFS.
Company commanders and the Director, Recruiters School will consolidate section morning
reports and will submit a Morning Report for their entire organization to the Battalion Adjutant.
Enclosure (1) provides applicable defination. Enclosure (2) provides a list of platoon codes.
Enclosure (3) provides instructions for preparing the morning report.

(2) The Morning Report is not just a simple reporting of the administrative strength of a
section/company. The Morning Report is a complete accountability of the Marines assigned to
the section/company. Assumptions like: "well he was supposed to be here and | assumed he
was in the back of the shop" or "l told him to go there and | just assumed he showed up" do
not provide satisfactory accountability. Instead a system of NCOs mustering/checking their
people, and reporting up the chain of command will provide accountability as well as develop
NCO leadership skills.

(3) Marines that are accounted for as non-effectives as well as those accounted for as
“not available to the work section” (e. g., CRT, rifle/pistol range, funeral detail, range verifier,
etc.) will be listed by rank/name, category, and effective dates.

(4) The Morning Report reflects an accountability status as of 0730. If a Marine is not
accounted for at 0730, then list him/her as UA and then begin to determine his/her
whereabouts. Do not "assume he/she had car trouble and was on his/her way in." By
reporting the Marine as UA you are accurately reporting his or her status - unauthorized
absence/not present for duty. The CPAC will not run the Marine as UA/AWOL on the unit
diary and charge sheets will not be drawn up. Once we determine the facts, the appropriate
action will be taken.

d. Check-in/Check-out procedures. All Marines joined or attached to this battalion will
physically report to the CPAC to check-in or check-out. The only exceptions to this policy are
students assigned to Recruiters School and the MECEP Preparatory School ( see paragraph
5i (2)). The Hospital Liaison Chief will provide interim information for Marines hospitalized.
The CPAC will provide all Marines with a check-in/out sheet for various Depot activities. At a
minimum, the CPAC will direct Marines assigned to a PDS other than MCRD (e. g. Degree
Completion Program) to report to the following:
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(1) Battalion Commander and Executive Officer (officers and SNCO’s only).

(2) Battalion Sergeant Major (all enlisted).
(3) The Battalion S-3 (for training purposes).
(4) The appropriate company commander.
(5) Depot Adjutant

e. Reassignments. From time-to-time it is necessary to reassign a Marine to a different
section. To maintain accountability and to ensure that Depot wide staffing requirements are
met, Depot Special Orders (DSO) must be issued to document the change. For the most part,
assignments are controlled by CPAC. Accordingly, requests for the reassignment of Marines
between Depot activities will be submitted to the Commanding General (ATTN: Dir, CPAC).
Requests for reassignments for personnel assigned to Headquarters and Service Battalion
(T/0 7211, line numbers 897 to 970) will be referred to the Battalion Adjutant. The Battalion
Adjutant will notify CPAC of any platoon code changes.

f. Hospitalized Marines. Reference (c) designated the Commanding General, MCRD as
the responsible activity for all Marines hospitalized at the Naval Regional Medical Center San
Diego (Balboa). Marines that are joined or attached will be accounted for by the Director,
CPAC. Marines hospitalized at Balboa will be accounted for as follows:

(1) Parent Command in Vicinity of San Diego. Unless directed by the Commandant of
the Marine Corps (Code MMEA/MMOA), Marines with a PDS in the vicinity of San Diego will
remain joined to the rolls of their parent command. The Hospital Liaison Chief will consult the
parent command when administrative action is necessary. For the purposes of this Order, the
vicinity of San Diego includes Camp Pendleton, MCAS Miramar, MCAGCC, Twenty Nine
Palms and MCAS, Yuma.

(2) Parent Command Outside the Vicinity of San Diego

(@) If the Marine is admitted to the hospital through Aeromedical Evacuation System
(MEDEVAC) and the period of hospitalization is expected to be less than 30 days, the Marine
will be attached, the appropriate strength category and duty status codes will be reported, and
disposition instructions will be requested from Commandant of the Marine Corps (Code
MMEA/MMOA) by message.

(b) If the period of hospitalization will be more than 30 days, the Marine's parent
command will be notified of our intent to join the individual. This message notification will also
request that a transfer by service records be effected per reference (c). If the length of
hospitalization cannot be readily determined, the Marine will be attached pending a
determination by competent medical authority.
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(3) Marines Between Duty Stations. Marines admitted to the hospital after transfer and
before arrival at the new PDS will be joined for hospitalization as of the date of admission.
The Marine's old and new commands will be advised as well as the Commandant of the
Marine Corps (Code MMEA/MMOA). The length of hospitalization has no bearing on these
cases.

(a) If the Marine is released from hospitalization and is found fit for duty, he or she
will be directed to carry out the unexecuted portion of the orders provided mandatory report
dates are met. Travel orders will be endorsed to show the period of hospitalization.

(b) If the Marine is found not fit for duty or is unable to meet mandatory report dates
after release from hospitalization, disposition instructions will be requested from the
Commandant of the Marine Corps (Code MMEA/MMOA).

(4) Marines Awaiting the Results of a Physical Evaluation Board (PEB). Marines
referred to Balboa for a PEB will be administered as described in paragraphs 5f (1) and 5f (2)
above. A Marine found unfit for duty by the PEB and whose continued treatment is not
warranted and who has unconditionally accepted the preliminary findings of the Record
Review Panel of the PEB may, subject to the Marine's consent, be ordered home to await final
disposition of proceedings. If the Marine does not desire orders home to await disposition, the
Marine will be assigned duties in a manner consistent with his or her physical capabilities.

(5) Marines Found Fit for Duty. Disposition instructions will be obtained from the
Commandant of the Marine Corps (Code MM) for Marines found fit for full duty/limited duty.

g. Humanitarian Cases. Marines on annual or emergency leave who contact this
organization for the purpose of requesting a humanitarian transfer will be handled as follows:

(1) PDS Within San Diego Vicinity. If the Marine's parent command is within the vicinity
of San Diego, the Marine will be instructed to report to his or her parent command for
assistance (see paragraph 5f (1) for description of vicinity).

(2) PDS Outside the Vicinity of San Diego. The Battalion Adjutant will interview the
Marine to determine if the case merits consideration per paragraph 1301 of reference (d). If
the Marine's situation warrants, he or she will be attached for 15 days pending submission of
documents supporting a request for humanitarian transfer or hardship discharge. The
Commandant of the Marine Corps (Code MMEA, MMOA) and the Marine's parent command
will be notified of the attachment.

h. Medicai Holding Platoon. CPAC has a special platoon to account for personnel
undergoing medical treatment joined or attached to the battalion. The Medical Holding Platoon
is located at the Marine Liaison at Balboa. Marines assigned to this platoon require extensive
rehabilitation or medical treatment which prevents them from performing normal military duties.
While these Marines are considered outpatients, they physically reside at the hospital. As a
result, they are not in receipt of hospital rations and should be provided subsistence in kind
(meal card).
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i. Formal Schools

(1) CPAC provides personnel administrative support to four schools. They include
Recruiters School, MECEP Preparatory School, Advanced Electronics School, and Navy Drug
and Alcohol Counselors Course.

(2) Due to the large size of each Recruiters School and MECEP Preparatory School
class, students are not required to check-in or check-out of various Depot activities. To the
extent possible, Marines assigned to these classes will be administratively processed as a
group. Individual problems will be addressed on a case by case basis.

6. Action

a. Company Commanders and Director, Recruiters School

(1) Establish internal control procedures to ensure the accountability of each Marine
administratively assigned to your unit.

(2) Submit a Morning Report to the Battalion Adjutant not later than 1300 each working
day. The format for this report is contained in enclosure (3). The report must be verified by
the Company Commander/Director or by a designated officer or staff noncommissioned
officer.

b. Battalion Adjutant

(1) Submit a consolidated morning report, utilizing enclosure (3), to the Battalion
Commander and Director CPAC not later than 1330 each work day.

(2) Coordinate and process all requests from Marines seeking humanitarian transfer to

this organization. m

P. J. MULLIN
DISTRIBUTION: A

Copy to: RUC 34001 Sections listed in enclosure 2
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DEFINITIONS

Absence Without Leave (AWOL). The Uniform Code of Military Justice provides the following
definition of AWOL.:

"Any member of the armed forces who, without authority -
(1) fails to go to his appointed place of duty at the time prescribed;
(2) goes from that place; or

(3) absents himself or remains absent from his unit, organization, or place of duty at
which he is required to be at the time prescribed...”

Effectives. A duty status category. Marines in this group are onboard and physically
available for assigned duties. Although normally available to their regular work section, these
Marines may be also assigned to Combat Readiness Training, range details, funeral details,
mess duty, etc. These individuals will not be deducted from the onboard strength on the
Morning Report.

Gains. Used on the Morning Report. This term identifies Marines assigned to the
battalion for any reason (i. e., joined, attached for Temporary Additional Duty, etc.).

Hospitalization. For Morning Report purposes, a Marine will not be considered as
hospitalized unless he/she has been formally admitted by the hospital. Visits to the
emergency room are not considered as hospitalization.

In Hands of Civil Authorities (IHCA). This term is used to describe a Marine held under
arrest by civilian authorities.

In Hands Of Military Authorities (IHMA). This term is used to describe a Marine held
under arrest by military authorities.

Join. The procedure whereby an individual Marine is administratively added to the rolls
of an organization as the result of transfer orders.

Leave. Authorized absence from a place of duty, chargeable against the Marine's leave
account.

a. Accrued Leave. Earned leave; earned at the rate of 2.5 days per month.

b. Advance Leave. Leave granted to a Marine with pay and allowances, prior to its
accrual, based on the expectation that the amount advanced will be earned prior to the

ENCLOSURE (1)
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Marine's separation or in the case of a Marine who has executed a first extension of
enlistment, prior to the effective date of that extension.

c. Annual Leave. Leave granted in execution of a command's leave program, chargeable
to the Marine's leave account.

d. Appellate Leave. See Leave Awaiting Punitive or Administrative Separation.

e. Convalescent Leave. Leave granted for a period of authorized absence to Marines
under medical care for sickness or wounds and not yet fit for duty, which is part of the
treatment prescribed for recuperation. Such leave is not chargeable to the Marine's leave
account.

f. Delay Leave (Delay en Route). Leave taken in conjunction with a permanent change of
station.

g. Earned Leave. Leave eared by a Marine credited to the leave account as of any given
date.

h. Emergency Leave. Leave granted for a personal or family emergency requiring the
Marine's presence. It is chargeable to the Marine's leave account.

i. Excess Leave. Leave granted in excess of earned leave and advance leave during
which the Marine is not entitled to pay and allowances. Generally, a minus leave balance at
the time of release from active duty, discharge, first extension of reenlistment, deserter or
death, shall be considered excess leave without regard to the authority under which the leave
resulting in the minus balance was granted.

j. Foreign Leave. Annual or emergency leave granted for the purpose of visiting or which
will involve traveling through countries or places other than the country or place in which the
Marine is assigned to for duty. Such leave is chargeable to the Marine's leave account except
for periods of travel as described in paragraph 2012.5 of MCO P1050.3. Instruction for leave
in foreign countries is contained in MCO 1050.15, Foreign Leave Travel.

k. Reenlistment Leave. Leave granted to enlisted Marines incident to reenlistment. It is
chargeable to the Marine's leave account.

l. Separation Leave. A final leave consisting of accumulated unused leave granted to
Marines immediately prior to separating, discharge, or retirement. Also referred to as terminal
or retirement leave.

m. Sick Leave. See Convalescent Leave.

ENCLOSURE (1)
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Leave Awaiting Punitive or Administrative Separation. The removal of those members
awaiting a punitive discharge, dismissal, involuntary administrative separation, or
administrative separation for cause from the presence of the active force promotes readiness
by maintaining the highest standards of conduct and performance throughout the Marine
Corps. Members awaiting appellate review of a punitive discharge or dismissal may be
permitted (voluntary leave awaiting appellate review) to take leave per these procedures.
Members being administratively separated for cause may also be granted leave when in the
best interests of the command.

Liberty. Any authorized absence granted for short periods to provide respite from the
working environment or for other specific reasons, at the end of which the Marine is actually on
board or in the location from which the Marine regularly commutes to work. Includes regular
and special liberty periods.

Liberty (Regular). A liberty period, not to exceed 72 hours, commencing at the end of
normal working hours on a given day and expiring with the start of normal working hours on
the next working day. Public holiday weekends and public holiday periods which, by the
direction of the President, are extended to exceed 72 hours are regular liberty periods.

Liberty (Special). A liberty granted outside of regular liberty periods for unusual
reasons, such as compensatory time off, emergencies, to exercise voting responsibilities of
citizenship, for observance of major religious events requiring the individual to be continuously
absent from work or duty, or for special recognition. Special liberty shall not exceed 72 hours,
except in the case of the special 4-day liberty.

a. Three-Day (72-Hour) Liberty. A special liberty period commencing at an hour
designated by the commanding officer and expiring 72 hours later. When a 3-day liberty
includes only regular liberty time, with no scheduled working hours included, it is then treated
as regular liberty.

b. Four-day (96-Hour) Liberty. A special liberty period commencing at an hour designated
by the Battalion Commander and expiring 96 hours later.

Losses. Used on the Morning Report. The term identifies Marines no longer with the
battalion (i. e., transfers, discharges, termination of temporary additional duty, retirement,
death).

Light Duty Status. Status wherein a member is placed after determining that a medical
condition exists which interferes with the performance of duty as determined by competent
medical authority (physician), and the member is expected to be returned to a full duty status
within 30 days.

Limited Duty (LIMDU). Either temporary or permanent limited duty.

ENCLOSURE (1)
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Marines Not Available to Work Section. This is a section of the Morning Report that is
used to identify Marines that are not available to the work section but are in fact onboard, and
are contributing to the mission of the battalion. Marines in this category are at Combat
Readiness Training, rifle range, mess duty, etc. Additionally, this part of the Morning Report
will identify Marines granted special liberty or other administrative absence otherwise defined.

Medical Holding Platoon. Marines residing at the Medical Holding Platoon at Balboa
Hospital. These Marines require extensive rehabilitation or other medical treatment which
prevents them from performing any military duties. These Marines will be assigned Platoon
Code (HMHP).

Non-Chargeable. The second type of strength category. This category includes
Marines assigned to an organization for formal school training, hospitalization, waiting
assignment after release from hospitalization, appellate leave, in hands of civil authorities for
over 30 days, joined for separation, etc. Marines in a non-chargeable status do not count
against the authorized staffing goals promulgated by Headquarters Marine Corps. As a result,
they will not be replaced upon transfer or discharge. In Headquarters and Service Battalion,
non-chargeable Marines will be assigned to RUC 34024.

Non-Effectives. A type of duty status category and a term used for the Morning Report.
Marines in this group are not available for duty. They are on leave, performing temporary
additional duty, sick in the hospital, confined, absent without leave, etc.

On-Board Strength. This term is used for Morning Reports and Strength Reports to
designate the number of Marines that are physically available for duty (see Effectives).

Sick in Quarters. A status wherein a Marine is excused from duty for treatment or
medically directed self-treatment at home, in the barracks, or other non hospital facilities. This
shall be prescribed by competent medical authority and not be an "after the fact"
determination. The elapsed time necessary to return the patient to a duty status should
generally not exceed 72 hours.

Temporary Additional Duty (TAD). A form of TDY, TAD is directed under orders that
involve one journey away from the Marine's PDS, in the performance of prescribed duties, at
one or more places, and directs return to the starting point upon completion of such duties.
Marines on TAD remain assigned to the PDS from which they proceeded on TAD. When the
TAD involves foreign travel, area clearance must be requested from the proper authorities 30
to 50 days in advance of the execution date of the orders.

Temporary Duty (TDY). Duty, of less than 20 weeks, at one or more locations other
than the PDS, at which a Marine performs TDY under orders which direct further assignment,
or pending further assignment to a new PDS or for return to the old PDS upon completion of
the TDY. It also includes the last period spent at a location while processing for separation

ENCLOSURE (1)
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from the service, release from active duty, placement on the temporary disability retired list
(TDRL), or retirement, when the last PDS is different from the location where processing is
accomplished.

Temporary Duty Under Instruction (TEMINS). TEMINS at one or more locations, other
than the PDS, at which a Marine performs TDY at a school or installation as a student to
pursue a course (or courses) of instruction, under orders that provide for further assignment to
a new PDS or for return to the old PDS upon completion of training/instruction. TEMINS
orders are for a duration of less than 20 weeks at one location.

Transfer. The action taken to affect a change of reporting unit for the Marine used in
connection with PCS. It involves the physical movement of an individual or unit from one
geographical location to another, for duty or personnel reporting responsibility.

Transfer by Service Records (TR BY SR). This procedure is used to administratively
affect a change of reporting unit for a Marine who is attached to the rolls of one organization
but is joined to the rolls of a different organization without the individual returning to the old
command.

Unauthorized Absence. See Absence Without Leave (AWOL).

ENCLOSURE (1)
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PLATOON CODES FOR HEADQUARTERS AND SERVICE BATTALION

HEADQUARTERS COMPANY

RUC 34001, CHARGEABLE

PLT CODE SECTION

HCMD DEPOT COMMAND SUPPORT GROUP, EQUAL OPPORTUNITY ADVISOR

HDCH DEPOT CHAPLAIN

HISP DEPOT INSPECTOR, QUALITY MANAGEMENT DIVISION

HPAO PUBLIC AFFAIRS OFFICE

HPMO PROVOST MARSHAL OFFICE

HDGH1 AC/S G-1, DEPOT CAREER PLANNER, DEPOT ADJUTANT, DEPOT POSTAL,
DEPOT SUBSTANCE ABUSE COUNSELING CENTER

HPAC DEPOT CONSOLIDATED PERSONNEL ADMINISTRATION CENTER

HMCC MARINE CORPS COMMUNITY SERVICES

HCIS COMMUNICATIONS AND INFORMATION SYSTEMS DEPARTMENT

HDG3 AC/S G-2/3

HVIS TRAINING AND VISUAL INFORMATION SUPPORT CENTER (TVISC)
AND TVISC REPRODUCTION

HBAN BAND

HCER CEREMONIAL DETAIL

HCPT DEPOT COMPTROLLER/FINANCE

HACS AC/S RECRUITING

HSJA STAFF JUDGE ADVOCATE

HBAJ BN ADJUTANT/CAREER PLANNER/BN CHAPLAIN

HBS3 BN S-3

HBS4 BN S-4

HQCO HEADQUARTERS COMPANY STAFF

HMLN MARINE LIAISON, PERMANENT PERSONNEL (BALBOA)

RUC 34024, CHARGEABLE (NOT ON HQSVCBN T/0)
PLT CODE SECTION

HAEL ADVANCED ELECTRONIC SCHOOL, STUDENTS (32ND STREET)
HAES ADVANCED ELECTRONIC SCHOOL, PERM PERS (32ND STREET)
HFIC FLEET INTELLIGENCE CENTER

HNAF NON-APPROPRIATED FUNDS AUDIT SERVICE

HNMS NAVMASSO (32ND STREET)

HTB7 FORMAL PE BOARD (BALBOA)

HTTG TACTICAL TRAINING GROUP (PT LOMA)

HSPA SPACE AND NAVAL WARFARE SYSTEMS COMMAND

HCAD COMMANDER, NAVAL REGION, SOUTHWEST

ENCLOSURE (2)
CH 1 (14 Apr 99)
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HARC
HDAC

HKO8
HK17
HK28
HK51
HMCP

HMHP
HW95

DRUG AND ALCOHOL REHABILITATION CENTER (PERMANENT
PERSONNEL) (SUB BASE)

NAVY DRUG AND ALCOHOL COUNSELORS COURSE/OR PATIENTS AT THE
DRUG AND ALCOHOL REHABILITATION CENTER

COLLEGE DEGREE PROGRAM

EXCESS LEAVE LAW PROGRAM

SNCO DEGREE COMPLETION PROGRAM

FUNDED LAW PROGRAM

MARINE ENLISTED COMMISSIONING EDUCATION PROGRAM, PREP
SCHOOL

MEDICAL HOLDING PLATOON (PATIENTS AT NAVHOSP BALBOA)
MARINES ON W95 ORDERS

SERVICE COMPANY
RUC 34001, CHARGEABLE
PLT CODE SECTION
SDG4 DEPOT G-4
SARM ARMORY
SCAP CONTRACTING AND PURCHASING
SCLO CLOTHING
SDHQ SUPPLY DIVISION HEADQUARTERS
SPCO PROPERTY CONTROL OFFICE
STMO TRAFFIC MANAGEMENT OFFICE
SFAC FACILITIES DIVISION
SFSD FOOD SERVICES DIVISION
SMTP MOTOR TRANSPORT DIVISION
SSAF SAFETY OFFICE
SVCO SERVICE COMPANY STAFF

RECRUITERS SCHOOL

RUC 34001, CHARGEABLE

PLT CODE SECTION

RCTR RECRUITER SCHOOL STAFF (PERM PERS)
RUC 34024, NONCHARGEABLE

PLT CODE SECTION

RSTU STUDENTS

ENCLOSURE (2)
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MORNING REPORT

HEADQUARTERS AD SERVICE BATTALION
(FOR BATTALION ADJUTANT USE ONLY)

RUC 34001 (HQSVCBN)

T/0

TOTAL STRENGTH
NON EFFECTIVES
EFFECTIVES

RUC 34024

TOTAL STRENGTH
NON EFFECTIVES
EFFECTIVES

GRAND TOTAL (34001 + 34024)

TOTAL STRENGTH
NON EFFECTIVES
EFFECTIVES

CONFINED IHCA

DATE:
USMC NAVY
OFF/ENL OFF/ENL
90/582 6/3

/ /

/ /

/ /
USMC NAVY
OFF/ENL OFF/ENL

/

/

/

USMC NAVY
OFF/ENL OFF/ENL

/ /

/ /

/ /
UA/TIME & PLACE HOSPITAL

SIGNATURE

ENCLOSURE (3)
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MORNING REPORT (CONTINUED)
COMPANY/SECTION MORNING REPORT

RUC: , SECTION: : COMPANY

AS OF 0730 ON (DATE)
OFFICER ENLISTED

. START (Total Strength from Previous Report)

. GAINS

. LOSSES

. TOTAL STRENGTH (Line 1 plus line 2 minus Line 3)

B ON A

NON EFFECTIVES (List by name on reverse) OFFICER ENLISTED
5. Unauthorized absence (UA/AWOL)

6. Leave (Ann, Emerg, Sick, AOS, Appl! Lv)
7

8

. TAD/PTAD

Hospitalized

. Special Liberty

10. Sick in Quarters (Not to exceed 72 hours)

11. Confined

12. In Hands of Civil Authorities

13. TOTAL NON-EFFECTIVES (Sum of Lines 5 to 12)

o .

14. EFFECTIVES STRENGTH (Line 4 - Line 13)

EFFECTIVES BUT NOT AVAILABLE TO WORK SECTION (List by name on reverse)
15. Combat Readiness Training

16. Rifle/Pistol Range

17. Range Verifier

18. Mess Duty

19. Funeral or other Ceremony

20. Transition Assistance Program (TAP Class)
21. Other (Explain)

22. TOTAL (Sum Lines 15 through 21)

U. S. NAVY OFFICER ENLISTED
23. Total Strength

24. Non-Effective (list by name and category)

25. Effective but not available (list by name and category)

Signature CO/XO/1STSGT/Section Head
ENCLOSURE (3)
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MORNING REPORT
REPORTING RESPONSIBILITIES

1. RUC 34001. For purposes of accountability on the morning report, those sections identified
in enclosure (2) are responsible for submitting their morning reports directly to their respective
companies, except as noted below:

a. Personnel assigned to AC/S G-1 (HDG1), Depot Career Planner, Depot Adjutant, Postal,
Depot SACC and Depot Consolidated Personnel Administration Center will be accounted for
and reported by AC/S G-1.

b. Personnel assigned to Safety Branch (SSAF) will be accounted for and reported by the
AC/S, G-4 (SDG4).

c. Personnel assigned to Contracting and Purchasing (SCAP), Clothing (SCLO), Property
Control Office (SPCO), Depot Armory (SARM) and the Traffic Management Office (STMO) will
be accounted for and reported by the Services and Supply Division (SDHQ).

d. Personnel assigned to Ceremonial Detail (HCER) will be accounted for and reported by
the the AC/S G-2/3.

2. RUC 34024. The Depot Adjutant will account for the sections indicated below. The
following sections are not required to submit daily morning reports: Advanced Electronics
School, Permanent Personnel (HAES) and students (HAEL); Drug and Alcohol Rehabilitation
Center, (HARC) and students/patients (HDAC); Fleet Intelligence Center (HFIC); Non
Appropriated Funds Audit Service (HNAF); NAVMASSO (HNMS); Formal PE Board (HTB7);
Tactical Training Group (HTTG); College Degree Program (HK08), Excess Leave Law Program
(HK17); SNCO Degree Completion Program (HK28); Funded Law Program (HK51); Space and
Naval Warfare Systems Command (HSPA), Commander, Naval Region, Southwest (HCAD).
Those sections are required to notify Depot Adjutant only when any Marine falls into any one of
the following categories: TAD, leave, hospital, IHCA, IHMA, or UA. When it is a scheduled
event (TAD, leave, hospital) the section will notify the Depot Adjutant a minimum of one day
prior. Unscheduled events (emergency hospitalization, emergency leave, IHCA, UA, etc.) will
be reported immediately.

ENCLOSURE (3)
CH 1 (14 Apr 99)
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MORNING REPORT (CONTINUED)

BY NAME LISTING
GAINS (Name, Rank, SSN, Section, Date) :
LOSSES (Name, Rank, SSN, Date) :
UNAUTHORIZED ABSENCE (Name, Rank, Time/Date) :
LEAVE (Name, Rank, Date Departed, Date to Return) :
TAD (Name, Rank, Date Departed, Date to Return) :
HOSPITALIZED (Name, Rank, Time/Date) :
SPECIAL LIBERTY (Name, Rank, Time/Date) :
SICK IN QUARTERS (Name, Rank, Date Departed, Date to Return) :
CONFINED (Name, Rank, Date) :
IN HANDS OF CIVIL AUTHORITIES (Name, Rank, Time/Date) :
COMBAT READINESS TRAINING (Name, Rank, Date Departed, Date to Return) :
RIFLE/PISTOL RANGE (Name, Rank, Date Departed, Date to Return) :
RANGE VERIFIER (Name, Rank, Date) :
MESS DUTY (Name, Rank, Date Departed, Date to Return) :
FUNERAL OR OTHER CEREMONY (Name, Rank, Date) :
TAP CLASS (Name, Rank, Date Departed, Date to Return) :
OTHER (Name, Rank, Date, Explanation) :

REMARKS (Optional) :
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MORNING REPORT
REPORTING RESPONSIBILITIES

1. For purposes of accountability on the morning report, those sections identified in enclosure
(2) are responsible for submitting their morning reports directly to their respective companies,
except as noted below:

a. Personnel assigned to AC/S G-1 (HDG1), Depot Career Planner, Depot Adjutant,
Postal, Family Services Center, Depot SACC and Depot Consolidated Personnel
Administration Center will be accounted for and reported by AC/S G-1.

b. Personnel assigned to Safety Branch (SSAF) will be accounted for and reported by the
AC/S, G-4 (SDG4).

C. Personnel assigned to Contracting and Purchasing (SCAP), Clothing (SCLO), Property
Control Office (SPCO), Depot Armory (SARM) and the Traffic Management Office (STMO) will
be accounted for and reported by the Services and Supply Division (SDHQ).

d. Personnel assigned to Ceremonial Detail (HCER) and the Museum (HMUS) will be
accounted for and reported by the the AC/S G-2/3.

2. The Depot Adjutant will account for the sections indicated below. The following sections
are not required to submit daily morning reports: Advanced Electronics School, Permanent
Personnel (HAES) and students (HAEL); Drug and Alcohol Rehabilitation Center, (HARC) and
students/patients (HDAC); Fleet Intelligence Center (HFIC): Non Appropriated Funds Audit
Service (HNAF); NAVMASSO (HNMS); Formal PE Board (HTB7); Tactical Training Group
(HTTG); College Degree Program (HK08), Excess Leave Law Program (HK17); SNCO Degree
Completion Program (HK28); Funded Law Program (HK51); Space and Naval Warfare
Systems Command (HSPA), Commander, Naval Region, Southwest (HCAD). Those sections
are required to notify Depot Adjutant only when any Marine falls into any one of the following
categories: TAD, leave, hospital, IHCA, IHMA, or UA. When it is a scheduled event (TAD,
leave, hospital) the section will notify the Depot Adjutant a minimum of one day prior.
Unscheduled events (emergency hospitalization, emergency leave, IHCA, UA, etc.) will be
reported immediately.
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Line 2.

Line 3.

Line 4.

Line 5.

Line 6.

Line 7.

Line 8.

Line 9.

Line 10.

Line 11.

Line 12.

BnO 1080.1L

MORNING REPORT
LINE BY LINE INSTRUCTION
The total officer and enlisted strength from line 5 of the previous report.

All new additions since previous report (Provide name, rank, SSN, section and
date on reverse of Morning Report).

All losses since previous report (Provide name, rank, section and date on
reverse of Morning Report).

Record total officer and enlisted strength of the unit (Line 1 plus Line 2 minus
Line 3).

List the number of Marines that could not be accounted for as of 0730 on the
date of the report. Immediate follow-up action is required to determine the
whereabouts of the individual. Ensure that the name, time, and date of
UA/AWOL is recorded.

Total number of Marines who are in any leave status described in enclosure
(1) of this Order.

Total number of Marines on Temporary Additional Duty (TAD). This includes
both funded, non-funded, and permissive TAD orders, but does not include
Marines on quotas on at Combat Readiness Training (CRT).

Number of Marines who were admitted to the hospital. Ensure the names of

* the Marines and the time (if available) and dates of their admittance is

included.

The number and identity of any Marine granted Special Liberty. This is not
applicable when the entire Company or Battalion is granted Special Liberty.
The appropriate company will report for any section granted a Special Liberty.

Total number of Marines placed on bed rest or other self-treatment at home, in
the barracks, or other nonhospital facilities as prescribed by competent
medical authority.

Total number of personnel who are currently confined in a military facility such
as Camp Pendleton Base Birig.

Total number of personnel who are currently held by civilian authorities (e. g.
San Diego Police).
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Line 13.
Line 14.

Line 15 to 21.

Line 22.
Line 23.

Line 24.
Line 25.
SIGNATURE

REMARKS

MORNING REPORT

LINE BY LINE INSTRUCTIONS (CONTINUED)
The sum of lines 5 through 12.
Subtract line 13 from line 4.
Number of Marines that are not available to the section but are considered
onboard and/or available for duty. THESE MARINES WILL NOT BE
INCLUDED IN LINES 6 THROQUGH 14.
Sum of lines 15 through 21.

Enter the total number of U. S. Navy personnel assigned to the unit.

Total number of Navy officers and enlisted in one of the appropriate
non-effective categories identified in lines 5 through 21.

Total number of Navy officers and enlisted in one of the appropriate effective
but not available categories identified in lines 15 through 21.

This block will be signed by an officer/SNCO who certifies that they have
reviewed the report and it is correct.

The remarks section is used to explain when a Morning Report was corrected
from the previous report. It may also be used to provide any other amplifying
information.
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From: Commanding Officer
To: Distribution List

Subj: PERSONNEL ACCOUNTABILITY
Encl: (1) New Page inserts to BnO 1080.1L
1. Purpose. To transmit new page inserts to the basic Order.

2. Action. Remove enclosure (2), page 1 and enclosure (3), page 4 and replace with
corresponding pages in the enclosure.

3. Eiling Instructions. File this change transmittal immediately following the signature page of

P. J. MULLIN

DISTRIBUTION: A



