ADMINISTRATIVE SUPPORT

1.  CO, RESERVE UNIT
a.  Ensure all AT travel orders are group travel orders, whenever possible.

b. Turn all original travel orders into the RSU S-1 (Personnel Officer) in Building 1211 for endorsement on the first normal working day after arrival at Camp Lejeune.  The RSU will return endorsed orders to the reserve unit on the last day of training once check-out procedures have been completed.

c. Provide the RSU S-1 (Personnel Officer) an accurate, by-name, roster of all personnel (including I-I Staff Personnel) on the first normal workday after arrival at Camp Lejeune.

d.  Have available an updated copy of each Marine’s Record of Emergency Data with current SGLI information.

e.  Issue meal cards to all personnel prior to arrival at Camp Lejeune.

f.  Ensure personnel have valid ID cards in their possession.

g.  Provide mail orderlies to pick up mail from the RSU between 1330-1400, Monday through Friday.  The mailing address below will be used while training at Camp Lejeune.  Mail for Selected Augmentation Units (SAU’s) will be handled by the host unit.  See page A-2 (CO, HOST UNIT) for the SAU address format.

Cpl John Doe Temporary USMCR

[Complete name of RESERVE UNIT]

c/o RESERVE SUPPORT UNIT

PSC BOX 20086

CAMP LEJEUNE, NC 28542-0086

     
h.  Notify RSU and higher headquarters of RESERVE UNIT of any serious incidents, investigations, legal action, and injuries requiring treatment greater than first aid, or medical/legal holds involving RESERVE UNIT personnel.

i.  Conduct all RESERVE UNIT investigations, as required.

j.  Generate Serious Incident Reports (SIRs) and Personnel Casualty Reports (PCRs) with assistance from HOST UNIT.  See MCO 5740.2E for specific instructions.

   
k.  Assume disposition for non-judicial punishment of RESERVE UNIT personnel.

l.  Authorize the termination of an individual’s training period that has a family emergency at home, once authenticated by the American Red Cross.

 
m.  Provide the CO, HOST UNIT and/or the OIC, Personnel Support Activity Detachment and/or CO, RSU the following augmentation personnel to assist, on a full time basis, with the necessary administrative, training, and logistical support. (List by MOS, billet, and all special qualifications, e.g., three explosive ordnance licensed 5-ton drivers, one yeoman/personnel-man, etc.)

n.  Ensure doctors, physician assistants, and nurses organic to RESERVE UNIT forward, via Fax or mail, a copy of their Credential File to:

Commanding Officer

Attn:  Credentials Office

Naval hospital 

PO BOX 10100

Camp Lejeune NC 28547-0100

Fax (910) 451-4012 (Commercial)

  

   484-4012 (DSN)

o.  Submit a morning report (Annex II to Appendix A) to CO, HOST UNIT and CO, RSU prior to 0800 each day during the training period.

2.  CO, HOST UNIT

a.  Provide administrative assistance as necessary and within the HOST UNIT capabilities.

b.  Assist the RESERVE UNIT in handling SIR/PCRs.

c.  Ensure the HOST UNIT Officer of the Day is aware of the RESERVE UNIT location and is able to contact them at all times.

d.  Provide postal service (for SAU’s only) in Building _______.  The mailing address for SAU personnel while training is:

Cpl John Doe Temporary USMCR

[Complete name of RESERVE UNIT]

c/o Complete Name of HOST UNIT

PSC #_______

HOST UNIT Major Command [2d MarDiv, 2d FSSG, MCB]

Camp Lejeune, North Carolina 28542-[+ 4 digit add-on]

3.  CO, RSU
a.  Endorse orders for all RESERVE UNIT personnel reporting for annual training.  (Indicate if government quarters and messing will/will not be available for officer and enlisted personnel.)

b.  Assist HOST UNIT in providing administrative assistance to RESERVE UNIT as necessary, and within the capabilities of the RSU such as: reporting endorsements and auditing procedures.

4.  OIC, Personnel Support Activity Detachment, Camlej (For U.S. Navy Reserve Personnel/Units, only.)

a. Process all travel claims for Navy personnel.

b. Coordinate and issue all U.S. Navy Reserve training duty pay. 

c. Resolve and pay discrepancies encountered by Navy reserve personnel.

d. Issue a per diem checkage memorandum for officers who use field rations.

5.  Coordination.   The following individuals are the primary points of contact for their respective units regarding personnel/administrative matters.


a.
RESERVE UNIT:  (Name/Rank)




Billet Title:  


   


    
Commercial:







            DSN:









            FAX:







b. HOST UNIT:  (Name/Rank)

Billet Title:

Commercial:

           DSN:

           FAX:

c. 
MCB, Camlej:  (Name/Rank)


  Billet Title:  RSU S-1 (Personnel Officer)

    Commercial:  (910) 451-2221/5415


         DSN:  484-2221/5415


         FAX:  3652 (Commercial or DSN)

d.
Other

Enclosure (1)



Enclosure (1)


