UNITED STATES MARINE CORPS

PERSONNEL ADMINISTRATION SCHOOL

MARINE CORPS COMBAT SERVICE SUPPORT SCHOOLS

TRAINING COMMAND

PSC BOX 20041

CAMP LEJEUNE, NC 28542-5050

                                                 CJ0507

                                                 May 02

STUDENT OUTLINE

STAFF PLANNING

1.  LEARNING OBJECTIVES:

    a.  Terminal Learning Objective:  Given an operational mission, participate in the staff planning process, per the FMFM 3-1 and local SOPs.

    b.  Enabling Learning Objective:  With the aid of references and given an operational mission, identify the main factors of supportability, in accordance with the references.  

2.  ASSISTANT CHIEF OF STAFF (AC/S), G-1, (PAR 1205a-i, PG 8).  The AC/S, G-1 is the principle staff assistant in matters pertaining to personnel management, internal organization and operation of the headquarters, and miscellaneous administration functions not specifically assigned to another general staff section.  The G-1 has staff responsibilities for the following:

a. Strengths.

(1) Planning and coordinating functions 

Relative to personnel strength control

(2) Estimating casualties in coordination with 

the G-3.

(3) Compiling statistical information necessary 

to keep the commander informed of the strength of the command.

b. Replacements.

(1) Determine present and anticipated 

replacement requirements.

(2) Planning and coordinating the procurement 

of replacements.

        (3) Allocating replacements in accordance with priorities established by the G-3.

        (4) Supervising the processing and moving of replacements.

        (5) Recommending the mission, composition, and disposition of replacement units and personnel.

c. Discipline, Law, and Order.  

(1) Preparing orders from the enforcement of 

laws and regulations.

(2) Preparing regulations for troop conduct and 

appearance.

        (3) Planning for the control and disposition of stragglers.

        (4) Preparing plans and orders pertaining to the administration of military justice, except court-martial orders.

        (5) Planning the location and supervising the operation of confinement facilities.

        (6) Supervising and coordinating relations with civilians.

    d.  Prisoners of War.

        (1) Planning and coordinating the collection, safeguarding, administration, and evacuation of prisoners of war.

        (2) Planning, coordinating, and supervising prisoner of war employment.

        (3) Preparing plans, orders, and instructions relating to the treatment of prisoners of war.

        (4) Planning and supervising measures to ensure 

the discipline, indoctrination, and repatriation of prisoners of war.

    e.  Graves Registration.

(1) Planning, coordinating, and supervising 

measures pertaining to the collection, identification, and evacuation of the deceased; the conduct of ceremonies and funerals; and the disposition of personnel effects.

        (2) Preparing plans for the establishment and maintenance of cemeteries.

f. Morale and Personnel Services.  

        (1) Maintaining a current appraisal of morale and influencing factors.

(2) Determining requirements for leave and for 

rest and recreation facilities. 

(3) Preparing amplifying instructions 

concerning decorations, medals, and awards.

(4) Planning, coordinating, and supervising 

religious activities, special services, exchange facilities, postal services, legal assistance and welfare services.

    g.  Personnel Procedures.

        (1) Planning and coordinating personnel procurement, classification, reclassification, assignment, promotion, and reduction.    

        (2) Supervising personnel management procedures relating to transfer, retirement, separation, and rotation.

    h.  Civilian Employees.

        (1) Planning and supervising the employment of civilians and indigenous personnel.

        (2) Determining the measures for the organization, administration, and control of civilian employees.

    i.  Interior Management.

        (1) Organizing, determining the internal arrangement, and supervising activities relating to the operation of the headquarters.

        (2) Selecting specific command post (CP) sites in conjunction with the headquarters commandant and communication officer. 

3.  ADJUTANT RESPONSIBILITIES (PAR 1302, PG 20).  The adjutant performs the general duties of a special staff officer under the staff cognizance of the G-1 with respect to personnel administration and office management.  The adjutant’s responsibilities include: 

a.   Plans and supervises the procurement, 

classification, assignment, transfers, and replacement of the unit’s personnel assets. 

    b.  Supervises the flow of paperwork to ensure the correct staffing of all documents.

    c. Routes messages and monitors those requiring action.

    d.  Coordinates personnel matters with the other commands.

    e.  Conducts staff inspections to ascertain the effectiveness of personnel administration.

    f.  Establishes and maintains a report control system.

    g.  Coordinates and arranges boards, meetings, and conferences.

    h.  Prepares duty rosters, read boards, and welcome aboard letters/packages for the command.

    i.  Drafts standard operating procedures (SOPs) for the command and writes special awards, such as meritorious masts.

j. Drafts and reviews directives.

k. Maintains the office of record for the 

headquarters.

l. Coordinates and plans the movement of documents 

and reports required for Automated Data Processing Systems (ADPS) operations via mail messenger and external guard mail, internal and external to the command. 

    m.  Performs other administrative services assigned by the commander to relieve other staff sections of routine administrative responsibilities. 

4.  COMMAND CHRONOLOGY (PAR 1705, PG 78).  The command chronology is the commander’s documented report to the Commandant of the Marine Corps of significant events relating to his command.  It includes, or references, basic research material, which can be exploited by headquarters Marine Corps or other intermediate headquarters as required.  

    a.  Designation.  The CMC specifies which major command will submit this report.  Frequency of submission will be either annually, semiannually, or in time of emergency and periods of extended combat, at more frequent intervals.

    b.  Scope.  The command chronology will provide concise review of the highlights in the experiences of the command.

        (1) FMF organizations will note, in particular, events related to their preparation for and execution of assigned mission.

        (2) Support, development, and training organizations will emphasize significant events related to their preparation for and execution of assigned missions.

        (3) Support, development, and training organizations will emphasize significant events related to the accomplishment of missions, paying particular attention to progress made on existing programs, institutions of new programs and procedures, policy decisions made or implemented, and experimentation with doctrine and equipment. 

    c.  Format.

(1) The format and content will vary with the 

functions of the reporting organization, but each chronology will include as a minimum the following organizational data:

            (a) designation/location(s).

            (b) Period covered by the report.

            (c) Name/rank of commanding officer and staff or chief subordinates, including T/O billet assignments.

            (d) Average monthly strength during the period.

        (2) Additional guidance concerning format will be provided by the CMC.
5.  AUTOMATED DATA PROCESSING SYSTEM (ADPS), (PAR 2713, 

PG 2-119).  ADPS in the FMF support the administrative command and control function of mission accomplishment.  This being the case, support planning is a command responsibility.  All staff officers have specific responsibilities for ADPS support planning and operations.  The most critical element in the operation of FMF ADPS is communications! (e.g. telecommunications, courier, U. S. mail, and guard mail). 

6.  PERSONNEL (PAR 2714, PG 2-121).  

a. Early in the planning phase, replacement 

requirements are determined by the Commander, Landing Force (CLF) and submitted to higher echelon.  Loss estimates, both administrative and combat, are computed as a part of the Combat Service Support (CSS) estimate.   These replacement requirements are used as a basis for determining both individual and unit replacement requirements.

        (1) Administrative losses are estimated based on current experience and existing personnel policies. 

        (2) Combat losses are based on past experience and estimated intensity of the forth coming operation.

    b.  Replacement drafts are administrative organizations of varying strengths and composition.  Drafts must be assigned sufficiently in advance of embarkation to permit:

        (1) orientation into standard operating procedures (SOP).

        (2) training in combat skills.

(3) training in interim duties, such as landing 

support.  

        (4) administrative processing as required.

    c.  A portion of the replacement drafts may be assigned to the force landing support party for use as a labor force during embarkation and in the early part of the assault.  In such an instances, personnel organized into ships’ platoon will not be available as replacements until unloading of assault shipping is completed; therefore, plans should provide for retaining the remaining replacements under centralized control for assignment as the need arises.

    d.  When the landing force is committed to an operation of extended duration, plans must provide for a replacement center to receive, process and assign replacements.

    e.  If a unit replacement policy will be utilized, the plan must be published as an appendix to the CSS annex to the operation order.  Since unit replacements are not an integral part of the landing force, this plan is to indicate the commander’s concept of their employment.  This plan will provide direction as the method of requesting unit replacements and general instructions concerning their integration when the unit becomes a part of the landing force.

    f.  If the landing force is committed to an operation for an extended period, requirements must be determined for postal, post exchange, and special services facilities.

    g.  Requirements for leave and for rest and recreation facilities must be determined also.
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