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1. Purpose. Reissue regulations and guidance governing the
conduct of all members of the U.S. Navy. The regulations and
guidance are for the internal operation of the Department of the
Navy only and create no right or benefit, substantive or
procedural, enforceable at law against the United States, the
Department of Defense, or the Department of the Navy. This
instruction is a substantial revision and should be reviewed in
its entirety.

2. Cancellation. OPNAVINST 3120.32C.

3. Action

a. All members of the U.S. Navy will comply with the
regulations prescribed in this instruction.

b. Commanders, commanding officers, and officers in charge
will give the contents of this instruction the widest possible
dissemination to ensure that each Sailor in the U.S. Navy is
aware of their responsibility for complying with the regulatory
portions.

4. Enforceability and Scope. Rules printed in UPPERCASE
ITALICS govern individual conduct and are regulatory general
orders, and apply without further implementation. Penalties for
their violation include the full range of statutory and
regulatory sanctions, including the Uniform Code of Military
Justice (UCMJ) (10 U.S.C. §§ 801-940). A failure to comply with
other provisions of this instruction should be corrected by
timely disciplinary or administrative action.

5. Relationship to Other Guidance. This instruction issues
relevant Navy regulations and standard organization requirements
applicable to the administration of Navy units. Additional
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standard requirements Navy-wide for specific types of units,
established by the Type Commander (TYCOM) or higher authority,
are intended to supplement the Navy-wide guidance provided by
this instruction and serve to aid commanding officers and
executive officers in administering their units in the best

possible manner. Similarly, systems commands establish standard
requirements for the maintenance and use of equipment under
their cognizance. None of the guidance in this instruction is

intended to contravene or supersede any provision of law, or
other order, directive, or issuance of competent authority.

6. Records Management. Records created as a result of this
instruction, regardless of media and format, shall be managed
per Secretary of the Navy (SECNAV) Manual 5210.0 of January
2012.

M. BIRD
ice Admiral, U.S. Navy

Director, Navy Staff

Distribution:
Electronic only, via Department of the Navy Issuances Web site
http://doni.daps.dla.mil/
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Chapter 1 UNIT ADMINISTRATION

1.0. INTRODUCTION. To achieve superior readiness and execute
effective operations it is imperative that navy personnel
understand the command structure. An overview of the command
staff and unit administration is provided.

Unit Administration is comprised of the highest echelon of unit
command, the duties and responsibilities assigned, higher
headquarters’ written and verbal directives and Navy history and
traditions. Every Sailor must be capable of promptly and
correctly interpreting command objectives and executing complex
actions in consonance with their responsibilities. Individuals
and functional teams must perform rapidly, efficiently, and
effectively to contribute to successfully execute tasks and
achieve mission objectives. It is incumbent upon leadership to
prepare their work force for meeting these responsibilities.

1.1. PRINCIPLES OF UNIT ADMINISTRATION. The principles
comprising an effective administration include: hierarchy, unity
of command, span of control, specialization and delegation of
authority.

1.1.1 HIERARCHY. 1In order to operate efficiently each member
must understand where they fit within the organization and the
duties and responsibilities associated with that billet.
Therefore, every unit is defined by an organization chart which
clearly delineates where each Sailor fits within the
organization and establishes the chain of command.

1.1.2 UNITY OF COMMAND. The commanding officer is ultimately
responsible for the unit and the personnel assigned.

1.1.3 SPAN OF CONTROL. Span of control refers to the ideal
number of people who can be supervised effectively by one
person, but also recognizes the scope of the assigned functional
responsibilities and the time available to the supervisor.
Ordinarily, a supervisor should be immediately responsible for
not less than three or more than seven subordinates.

1.1.4 SPECIALIZATION. Each Sailor with the organization that
holds a billet within that chain of command should be uniquely
qualified to execute the duties and responsibilities required by
that position.
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1.2. COMMAND AND CONTROL.

1.2.1 COMMAND. Command is the authority which a leader lawfully
exercises over subordinates by virtue of rank or assignment.
Command includes the authority and responsibility for
effectively using available resources and for planning the
employment, organizing, directing, coordinating and controlling
of military forces for the accomplishment of assigned missions.

a. AUTHORITY. By virtue of their appointment to their unit
administration billets, leadership has been assigned positions
of command over the crew. The crew, by assignment to the unit
has affirmed that they will follow the lawful direction of those
appointed over them. Consequently, the command staff assumes
authority of the crew while the crew accepts that authority
thereby creating the basis for an effective working
relationship. Effective leadership is of primary significance
in that it provides the motivating force which leads to
coordinated action and unity of effort.

(1) DELEGATION OF AUTHORITY. When permitted, authority
should be delegated to the lowest level of competence
commensurate with the subordinate's assigned responsibility and
capabilities. The principles of delegation also recognize,
however, that officers at all levels are ultimately accountable
for the performance of their organizational segments even if
they have charged subordinates with immediate authority for
managing certain functions.

(2) LIMITATIONS OF AUTHORITY. Authority includes the
right to require actions of others by oral or written orders.
Orders must be lawful and must not be characterized by abusive
language or accompanied by tyrannical or capricious conduct.

b. RESPONSIBILITY. Unit administration is responsible for
providing an environment that motivates the crew to effectively
and efficiently execute their duties free from harassment and
secure in the knowledge that their families are safe. It is a
crucial element in setting and attaining goals.

(1) Responsibility to Crew. Motivation can take as many
shapes as there are crew members. A crew or its sailors can be
inspired through incentives both positive; liberty or
presentation of a commander’s coin, and negative, extra military
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instruction or non-judicial punishment. It is prudent to use
the positive and, when necessary, the negative to ensure the
crew does not become unmotivated.

(2) Responsibility to Family. OPNAVINST 1754.5 (series)
establishes Family Readiness Groups to support the flow of
information, provide practical tools for adjusting to Navy
deployments and separations, and serve as a link between the
command and Sailors’ families. Additionally, OPNAVINST 1750.1
(series) establishes the Navy Family Ombudsman Program to
improve mission readiness through improved family readiness.

C. REFERENCES:
(1) OPNAVINST 1754.5 (series), Family Readiness Groups

(2) OPNAVINST 1750.1 (series), Navy Family Ombudsman
Program

1.2.2 CONTROL. Unit administration constantly measures
performance and praises exemplary performance. Conversely,
where deficiencies exist, they provide corrective action.
Accountability from the commanding officer to the deck seaman is
paramount to ensure successful operations.

1.3. ACCOUNTABILITY. In connection with general and
organizational authority, the principles of accountability
include:

a. Each Sailor, regardless of rank or position, is fully
accountable for their actions, or failure to act when required.

b. Leaders and supervisors have a duty to assign clear
lines of authority and responsibility, reaching to the deck-
plate level, for all activity within their organization.

c. Leaders and supervisors have a duty to provide their
subordinates the resources and supervision necessary to enable
them to meet their prescribed responsibilities.

d. Leaders and supervisors have a duty to hold their
subordinates accountable, and to initiate appropriate
corrective, administrative, disciplinary, or judicial action
when sailors fail to meet their responsibilities.

1-3
Enclosure (1)


http://doni.daps.dla.mil/OPNAV.aspx?RootFolder=%2fDirectives%2f01000%20Military%20Personnel%20Support%2f01%2d700%20Morale%2c%20Community%20and%20Religious%20Services&View=%7bDEF0EB11%2d3785%2d4F67%2dB5A1%2dAE9F8EB752BC%7d
http://doni.daps.dla.mil/OPNAV.aspx?RootFolder=%2fDirectives%2f01000%20Military%20Personnel%20Support%2f01%2d700%20Morale%2c%20Community%20and%20Religious%20Services&View=%7bDEF0EB11%2d3785%2d4F67%2dB5A1%2dAE9F8EB752BC%7d
http://doni.daps.dla.mil/OPNAV.aspx?RootFolder=%2fDirectives%2f01000%20Military%20Personnel%20Support%2f01%2d700%20Morale%2c%20Community%20and%20Religious%20Services&View=%7bDEF0EB11%2d3785%2d4F67%2dB5A1%2dAE9F8EB752BC%7d

OPNAVINST 3120.32D
16 JUL 2012

1.4. MOTIVATION. Motivation can come through reward or
punishment. No motivational tool should be meted out to the
point where it becomes meaningless or so delayed that it becomes
ineffective.

1.4.1 INDIVIDUAL AWARDS.

a. The individual performance award process requires that
the unit commander establish standards, measure performance
against these standards, and require correction where deviations
from standards exist. This can be as simple as a commander’s
coin issued on the spot to formal award when a Sailor or small
group distinguishes itself through exemplary actions above and
beyond the call of duty. Resorting to the withholding of
privileges and extra military instruction should occur only when
counseling and normal training fail to accomplish the necessary
objective.

b. REFERENCES:

(1) SECNAVINST 1650.1 (series), Navy and Marine Corps
Awards Manual

(2) OPNAVINST 1700.10 (series), Sailor of the Year
Program

1.4.2 UNIT AWARDS. The command staff must identify
opportunities, measure unit performance against the standards,
and submit the command for awards for which they qualify. The
following list is a partial list of unit award instructions
which are awarded periodically to recognize unit achievements in
various areas:

a. OPNAVINST 1650.28 (series), Chief of Naval Operations
Aviation-Related Safety Awards

b. OPNAVINST 3590.24 (series), Chief of Naval Operations
Afloat-Related Safety Awards

c. OPNAVINST 5305.8 (series), Admiral Stan Arthur Awards
for Logistics Excellence

d. SECNAVINST 1650.1 (series), Navy and Marine Corps Awards
Manual
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e. SECNAVINST 5305.4 (series), Secretary of the Navy Safety
Excellence Awards

1.4.3 PUNISHMENT. Each commander may dispose of offenses (under
the Uniform Code of Military Justice (UCMJ) or state law) by
members of that command under the Manual for Courts-Martial
(MCM) . Allegations of offenses should be disposed of in a
timely manner.

1.5. COMMUNICATIONS. Effective communication sets the
cornerstone for efficient unit administration. Primary
communications are exercised through word of mouth and personal
contact through the chain of command. Additionally, the Plan of
the Day (POD) presents a routinely issued instruction to
personnel assigned to the unit, providing a vehicle for timely
guidance and current activities of the unit. Finally, the
command staff may issue unit instructions and notices to modify
unit policies and procedures as required by higher headquarters.

1.6. RECORDS AND INFORMATION MANAGEMENT. Records and
Information management is an adjunct to the administration
process. All departments and divisions are required to manage
their records. Record management is important to all aspects of
ships operation and is not limited to any single division. Each
department and division aboard ship should be aware of their
records management responsibilities.

a. RECORDS MANAGEMENT PROGRAM. Efficient administration
requires the development of a records management program within
the guidelines established by; National Archives and Records
Administration, DoD, and DON. All records follow an identical
life-cycle in that they are created, classified by record series
(Standard Subject Identification Code (SSIC)), stored and
maintained, retrieved when necessary, returned to storage, or
destroyed/transferred to the National Archives if required as a
permanent record. In order to manage these activities, the
command/unit must follow the guidance contained in SECNAV M-
5210.2 (series) and OPNAVINST 5210.2 (series).

b. REFERENCES:
(1) OPNAVINST 5210.20 (series), Navy Records Management
Program

(2) SECNAV M-5210.2 (series), Department of the Navy SSIC
Manual
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Chapter 2 STANDARD UNIT ORGANIZATION

2.0. INTRODUCTION. This chapter presents the fundamental
organization of commands and units. Commands should be
generally established using these departments and divisions.
Depending on the unit, some of these structures may require
slight modification or alteration. Significant departure from
these structures may require approval from the Chief of Naval
Operations (CNO) .

2.1. BASIS FOR ORGANIZATION. The requirements for battle shall
be the primary basis for unit organization; therefore this
command structure shall be applied to both combatant and non-
combatant units afloat or ashore. Organization for battle
consists of functional groups headed by key officers who are at
specified stations and who control the activities of personnel
under their direction. See Figure 2-1 Shipboard Organization.

Leading the battle organization is the commanding officer, who
exercises command and whose responsibility it is, during action,
to engage the enemy to the best of the unit's ability.
Subordinate officers have cognizance over the major control
functions which include unit operations, weapons (or combat
systems), engineering, damage control and primary flight
control. On ships with embarked detachments (Helo, UAV, EOD,
etc.) the detachment officer in charge (Det OIC) is responsible
to the commanding officer in matters affecting the readiness of
the detachment.

2.2. MANNING. The unit organization is defined by
organizational manning, and the unit's manpower authorization.

2.2.1 ORGANIZATIONAL MANNING. Organizational manning
requirements are issued in the ship manning document (SMD) or
squadron manning document (SQMD) developed from the required
operational capabilities and projected operating environment
statements. These documents delineate, by individual billets,
the required manpower to perform the unit's assigned missions.

2.2.2 MANPOWER AUTHORIZATION. Manpower Authorization is the
qualitative and quantitative expression of manpower requirements
sanctioned by CNO for a naval activity. It is the single
official statement of organizational manning and
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billets/positions authorized. Billets/positions authorized are
the billets/positions approved by the CNO for current operating
conditions and may, depending on the mission of the activity,
represent full organizational manning.

2.3. DEPARTMENTS OF A SHIP. Each ship shall be organized as
indicated in Figure 2-1 Shipboard Organization. Each ship class
obtains a SMD which delineates in more detail its organization.

2.3.1 DEPARTMENTAL ORGANIZATION. Each department has a
Department Head. In small commands, an officer may be head of
multiple departments. Deviation should occur only in
exceptional circumstances. The CNO will authorize other
departments.

2.3.2 DEPARTMENTAL ORGANIZATION VARIATIONS. Exceptions to
departmental organization may be authorized as follows:

a. Some classes of submarines and surface ships may have a
combat systems department in lieu of a weapons department.

b. On ships assigned a helicopter or Unmanned Aerial
Vehicle (UAV) detachment, there shall be an air department when
the detachment is embarked. The Det OIC shall be the head of
the air department.

c. On aircraft carriers and air capable amphibious class
ships, there shall be an air department and safety department.

d. On aircraft carriers and LHA/LHD air capable amphibious
class ships, there shall be an aircraft intermediate maintenance
department.

e. On ships with a major communications installation or
task, the CNO will authorize a communications/information

systems department.

f. On ships assigned a dental officer there shall be a
dental department.

g. On ships assigned a medical officer there shall be a
medical department.

h. On aircraft carriers there shall be an administrative
department.
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Figure 2-2 Shipboard Department Organization
i. On ships with an assigned judge advocate there shall be

a legal department.

7. On ships with an assigned chaplain there shall be a
religious programs department.

k. On hospital ships, the organization shall not include a
medical or dental department separate from the hospital. The
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organization of the hospital shall be as prescribed by the Chief
Bureau of Medicine and Surgery (BUMED).

1. Submarine Rescue Systems with crews regularly embarked
aboard a deep submergence system support ship shall retain their
basic organization. The officer-in-charge (OIC) reports to the
commanding officer of the support ship for readiness matters and
to the executive officer for routine administration. On ships
which do not have a deep submergence department, the Detachment
OIC assumes the duties of deep submergence Department Head.

m. On aircraft carriers and auxiliary aircraft landing
training ships, there shall be a Maintenance Management
Department (MMD) .

2.4. DIVISIONS OF A SHIP. The departments shall be organized
into divisions which establish battle organizations. The
divisions shall be organized into watches or sections or both.
Figure 2-3 Shipboard Division Organization, lists the standard
letter or numeral designations for ship divisions. This
establishes uniform designations for all types of ships. When a
new division is established or when listed functions are
combined, the Type Commander (TYCOM) will assign a designation.

2.5. ORGANIZATION CHARTS. Organization charts show the
arrangement of departments and divisions as well as the command
and staff relationships of all personnel in the organization.
Maximum efficiency of operation is promoted through a clear
understanding of the functional relationships within the
organization. This requires that the organization be set forth
in written form for all echelons of the command.

2.6. FUNCTIONAL GUIDES. The functional guide, consisting of
job descriptions, has been adopted to increase efficiency and to
improve the use of manpower. The functional guide sets forth
the following information for each billet to which it is
applied:

a. The basic objective.
b. Duties, responsibilities, and authority.
c. Organizational relationships. Collateral or cooperative

relationships are also included.

A functional guide constitutes a formal directive to the Sailor
detailed to the particular billet with respect to
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responsibilities, authority, and position within the unit. It
is in no way intended to restrict initiative or discourage
originality or resourcefulness.

Figure 2-3 Shipboard Division Organization
ONE OVER ONE
DEPARTMENT DIVISION | DIVISION FUNCTION
EMBARKED STAFF C c-1 ALL ENLISTED WITH AN
EMBARKED STAFF
C-2 ADMINISTRATIVE, OPERATIONS,
LOGISTICS AND CLERICAL
PERSONNEL
Cc-3 BARGE AND BOAT CREWS, AND
DRIVERS
C-4 ORDERLIES, MESSING AND
ASSOCIATED SERVICES
EXECUTIVE/ X X/1 ADMINISTRATIVE PERSONNEL
ADMINISTRATION ASSIGNED TO CAPTAIN’S
OFFICE, EXECUTIVE OFFICER’'S
OFFICE, CHAPLAIN’S OFFICE,
HOSPITAL CORPSMEN WHEN NO
MEDICAL OFFICER ASSIGNED.
N/X NAVIGATION AND
ADMINISTRATION (APPLIES TO
SHIPS WHERE THERE IS NO
NAVIGATION DEPARTMENT)
ADMINISTRATION WHEN | ADMIN EXEC ADMINISTRATION PERSONNEL
DESIGNATED ASSIGNED TO CAPTAIN’S
OFFICE, EXECUTIVE OFFICER’S
OFFICE
PERS PERSONNEL RECORD KEEPING
PRT PRINT SHOP
ADMIN POSTAL AND OTHER
ADMINISTRATION
T INDOCTRINATION (RECRUITS AND
NEWLY REPORTING PERSONNEL)
NAVIGATION N ASSISTANTS TO NAVIGATOR
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Figure 2-3 Shipboard Division Organization (Cont’d)
ONE OVER ONE
DEPARTMENT DIVISION | DIVISION FUNCTION
RELIGIOUS PROGRAMS RP ADMINISTRATION PERSONNEL
ASSIGNED TO ASSIST THE
CHAPLAIN
OPERATIONS OPS OPERATIONS
FIRST DECK SEAMANSHIP
OA METEOROLOGICAL/OCEANOGRAPHIC
SERVICES/MAPPING, CHARTING
AND GEODESY/PHOTOGRAPHY
ocC COMMUNICATIONS (AIR TRAFFIC
CONTROL ON LHA, LHD, AND
CVN)
oD DATA PROCESSING
OE ELECTRONIC REPAIR
OI CIC AND ELECTRONIC REPAIR
OoP PHOTOGRAPHY/PHOTO
INTELLIGENCE
0S COMMUNICATIONS INTELLIGENCE
OoX ELECTRONIC REPAIR
0z Intelligence/Information
Warfare/Electronic Warfare
Operations
MAINTENANCE MM QA QUALITY ASSURANCE
MANAGEMENT PC PRODUCTION CONTROL
LS LOGISTIC SUPPORT CENTER/3M
AIR INTERMEDIATE M AVIATION
MAINTENANCE IM-1 ADMINISTRATION,
DEPARTMENT MAINTENANCE/MATERIAL
CONTROL, PRODUCTION CONTROL,
QUALITY ASSURANCE, AVIATION
3M ANALYSIS
IM-2 GENERAL AIRCRAFT MAINTENANCE
(AIRFRAMES/POWER PLANTS)
ORGANIZATIONAL MAINTENANCE
OF SHIPS ASSIGNED AVIONICS
AND AVIATOR’S EQUIPMENT,
ARMAMENT SYSTEMS MAINTENANCE
IM-3 QUALIFICATIONS AND REPAIR
IM-4 SUPPORT EQUIPMENT
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Figure 2-3 Shipboard Division Organization (Cont’d.)

ONE OVER ONE

DEPARTMENT DIVISION | DIVISION FUNCTION
AIR \Y \Y AVIATION
v-1 PLANE HANDLING (FLIGHT
DECK)
V-2 CATAPULTS AND ARRESTING

GEAR, AIR CRAFT CARRIER
LAUNCH AND RECOVERY
EQUIPMENT MAINTENANCE AND
QUALITY ASSURANCE (ALREM-

QA)

V-3 PLANE HANDLING (HANGAR
DECK)

V-4 AVIATION FUEL

V-5 ADMINISTRATION

WEAPONS WEPS GUNNERY AND DECK

SEAMANSHIP

F FIRE CONTROL

F-1 MISSILE FIRE CONTROL

F-2 ANTI-SUBMARINE WARFARE

F-3 GUN FIRE CONTROL

G ORDNANCE /GUNNERY

G-1 GUNNERY, MAIN BATTERY

G-2 GUNNERY, SECONDARY BATTERY

GM GUIDED MISSILES

MAR MARINE DETACHMENT

MT BALLISTIC MISSILES

ST SONAR

TASS PASSIVE ASW SYSTEMS

™ TORPEDOES

W NUCLEAR WEAPONS ASSEMBLY

DECK DECK DECK SEAMANSHIP, ANTI-SHIP

MISSILE DEFENSE

BG BOAT OPERATIONS,
MAINTENANCE, AND REPATIR

D&SL DIVING AND SALVAGE

RAS REPLENISHMENT AT SEA
EQUIPMENT MAINTENANCE AND
OPERATION
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Figure 2-3 Shipboard Division Organization (Cont’d.)
ONE OVER ONE
DEPARTMENT DIVISION | DIVISION FUNCTION
COMBAT SYSTEMS CS COMBAT SYSTEMS
CA ANTI-SUBMARINE WARFARE
CB BALLISTIC MISSILES
CE ELECTRONICS REPAIR
CF FIRE CONTROL
CG GUNNERY, FIRE CONTROL,
ORDNANCE
CM MISSILE SYSTEMS, FIRE
CONTROL
CO GUNNERY AND GUIDED
MISSILES
ENGINEERING A AUXILIARTIES
A/E AUXILIARIES AND ELECTRICAL
AER AUXILTARTES AND ELECTRICAL
AND REPAIR
ASLT ASSAULT SYSTEM/BOAT
MAINTENANCE AND REPATR
(LMA ONLY)
BOILERS
ELECTRICAL AND INTERIOR
COMMUNICATIONS
IC INTERIOR COMMUNICATIONS
M MAIN ENGINES
MP MAIN PROPULSION
R REPATR
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Figure 2-3 Shipboard Division Organization (Cont’d.)
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Figure 2-3 Shipboard Division Organization (Cont’d.)

ONE OVER ONE
DEPARTMENT DIVISION | DIVISION FUNCTION
REPATR D REPATR
R-1 HULL REPATR
R-2 MACHINERY REPATR
R-3 ELECTRICAL REPATR
R-4 ELECTRONIC REPATR
R-5 ORDNANCE REPAIR OR
RADIOLOGICAL CONTROLS
R-6 NUCLEAR QUALITY ASSURANCE
WEAPONS REPAIR WR REPATR
W-1 TORPEDO WEAPONS
W-2 FIRE CONTROL
W-3 SUBROC
W-4 TORPEDO ASSEMBLY, QUALITY
ASSURANCE
W-5 WEAPONS LOGISTICS
SAFETY AS SHIP AND AVIATION SAFETY
LEGAL L LEGAL AND DISCIPLINE
MEDIA PA PA-1 VISUAL MEDIA
PA-2 MEDIA RELATION
PA-3 SOCIAL MEDIA
RESEARCH
ATRCRAFT MAINTENANCE
OFFICER
AVIATION OFFICER
COMMUNICATIONS COMM COMMUNICATIONS
CR RADIO COMMUNICATIONS
CS

VISUAL COMMUNICATIONS

2.7. AVIATION UNITS.

Figure 2-3 Shipboard Division Organization

Figure 2-4 Aviation Chain of Command

illustrates an aviation unit’s organization, based on primary

billets authorized by the CNO.

Aircraft squadrons are organized

into departments and divisions under the Squadron commanding
officer, as shown in Figure 2-5 Squadron Organization. The
squadron commanding officer administers the activities of the

departments through the squadron executive officer.

Department

heads may be assigned assistants to carry out department duties.

2-11

Enclosure (1)




OPNAVINST 3120.32D
16 JUL 2012

Unless directed otherwise, the squadron commanding officer
directs the specific assignments of officers.

2.7.1 DEPARTMENTS AND DIVISIONS OF AVIATION UNITS. Departments
of aircraft squadrons are divided into divisions and branches
which are organized by the Squadron commanding officer according
to the needs and responsibilities of that particular type
squadron.

COMMANDING
OFFICER
EXECUTIVE
OFFICER
OPERATIONS ADMINISTRATIVE MAINTENANCE SAFETY
DEPARTMENT DEPARTMENT DEPARTMENT OFFICER
ADDITIONAL
DEPARTMENTS NATOES

Figure 2-4 Aviation Chain of Command

Enclosure (1)



OPNAVINST 3120.32D
16 JUL 2012

SNOILVdHdO
HAONVNHINIVIN
ALHAAVYS
ONINIVAL
dHHLIO

SQUADRON TYPE

VEFA

VFA (FRS)
VAW

VAW (FRS)
VAQ

VAQ (FRS)
VEC

VP

VP (FRS)
VPU

VO

VR

VRC

VT

VX

HSC

HSC (FRS)
HSM

HSM (FRS)
HM

HT

NOILVALSININAY

RO IR IR e (el [ [ IS I o I Il [Pl e
RO I ol el (el e [ IS I I S I [l e

Rl R IR Il il
P IRl Il el e e

RT IP 1ol I ol el (el (e B S I ol IS I S o ol el el (el (e Bl IS I Sl I
RO IR T I I o e (e (e IS I o IS I I O ol e el (e (e (i I I I
RO IR T I I o e (e (e B S I o IS I I O ol e e (e (e (S I I I
'_\
w

Figure 2-5 Squadron Organization

Notes

1. Electronic Warfare

2. Evaluation Directorate

3. 1Intelligence

4. Training Departments for particular squadrons within each
community that must conduct a significant amount of FRS type
training.

5. Mission configuration (MCM)
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Chapter 3 ROLES AND RESPONSIBILITIES

3.0. INTRODUCTION. Chapter 3 highlights the specific billets
within the command structure. Individual units shall prepare
their unique organization chart. The duties, requirements and
relationships for individual billets are discussed, although
unit manning may tailor these descriptions to fit their
distinctive needs.

3.1. COMMAND STAFF.
3.1.1 THE COMMANDING OFFICER

a. BASIC FUNCTION. The commanding officer is charged with
the absolute responsibility for the safety, well-being, and
efficiency of the ship and crew until properly relieved by a
competent authority.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY. The duties and
responsibilities of the commanding officer are established by
U.S. Navy Regulations (NAVREGS), general orders, customs and
tradition. The authority of the commanding officer is
commensurate with their responsibility, subject to the
limitations prescribed by constitutional, statutory,
international, and regulatory law including NAVREGS.

c. DELEGATION OF AUTHORITY. The commanding officer may
issue a formal delegation of authority to the lowest level of
competence commensurate with the subordinate's assigned
responsibility and capabilities. Refer to NAVREGS articles;
0702, 0802, 0927.

d. REFERENCE. U.S. Navy Regulations 1990
3.1.2 THE EXECUTIVE OFFICER

a. BASIC FUNCTION. The executive officer is the direct
representative of the commanding officer and shall be primarily
responsible to the commanding officer for the organization,
performance of duty, training, maintenance, and good order and
discipline of the entire command. Figure 3-1 provides a
representation of the special staff that assists the command
staff manage the unit.
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1. In designated ships this officer heads a department and shall
be listed on the ship's organizational chart with the other
departments.
2. Assigned to Maintenance Management Department in CVN. Commanding
3. The Security Officer Billet onboard designated ships shall be , |
a 649X/749X designator with NOBC 2771. Officer
Equal
—— Operation Chain of Command opportunity
T~~~ Additional Reporting for Administrative Functions . Advisor
Executive
4. Reports to the CO for functional matters of the billet and to Officer
the XO for administrative matters.
1
H Command
Master Chief
Administrative
Assistant
NTCS System Security 4 Training Mgmt Ctrl Safety 1.4
Coordinator Manager Officer Program Officer
Coordinator
Chief Command 4 Reserve Recreational Personnel Information4
Master-At- Career Coordinator Services Officer Assurance
Arms Counselor Officer Manager
3-M 2 Educational Legal 1 Postal Lay Health Drug & 3,4
Coordinator Services Officer Officer Leader Benefits Alcohol Security
Officer Advisor Program Officer
Advisor
Figure 3-1 Special Assistants
3-2
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b. DUTIES, RESPONSIBILITIES, AND AUTHORITY. The executive
officer executes the policies of the commanding officer assisted
by subordinates. His/her orders will have the same force and
effect as if issued by the commanding officer. The executive
officer assumes command, should the need arise, as defined by
NAVREGS. The executive officer subject to the orders of the
commanding officer assisted by subordinates will:

(1) . Make frequent inspections in company, when
practicable, with the subordinates concerned; and to correct
defects.

(2) . Supervise and coordinate the work, exercises,
training, and education of the personnel command of the command.

(3). Supervise and coordinate the operational plans and
schedules of the command.

(4) . Prepare and issue a daily schedule of employment
and such other advance schedules as may aid subordinates in
planning their work.

(5). Ensure that all prescribed or necessary security
measures and safety precautions are understood and strictly
observed.

(6). Evaluate the performance of officers and enlisted
and personnel and make recommendations to the commanding officer
concerning their promotion and advancement.

(7). Regulate liberty and leave.

(8). Oversee all boards and committees unless otherwise
identified.

(9) . Supervise the organization and operation of the

unit’s Maintenance and Material Management System (3M) Program.

C. ORGANIZATIONAL RELATIONSHIPS. The executive officer is
directly responsible to the commanding officer.

d. RELIEVING PROCEDURES. The detaching executive officer
will prepare a comprehensive report for the commanding officer
listing any conditions having the potential to adversely affect
safety, well-being, readiness, fiscal integrity, or command
performance and specify proposed corrective actions. The

3-3
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relieving executive officer will endorse this report unless the
relieving officer does not concur with the report. The
relieving executive officer will specify wherein the report is
inaccurate or incomplete and will provide the outgoing executive
officer an opportunity to explain or resolve the errors. The
relieving executive officer will report assumption of duty as
executive officer in the endorsement. The original report of
detachment and endorsement will be forwarded expeditiously to
the commanding officer. Each officer will maintain a copy of
the report.

3.1.3 COMMAND MASTER CHIEF

a. BASIC FUNCTIONS. The command master chief (CMC), (chief
of the boat, command senior chief, is the enlisted advisor to
the command on the formulation and implementation of policies
pertinent to morale, welfare, job satisfaction, discipline,
utilization and training of all enlisted personnel. The CMC is
superior to all other enlisted members.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY. CMC reports
directly to the commanding officer and works closely with the
executive officer. The CMC ensures sailors are effectively led
and developed. Specific duties and authorities are identified
in OPNAVINST 1306.2 (series).

c. REFERENCE. OPNAVINST 1306.2 (series), Command Master
Chief Program

3.2 THE EXECUTIVE ASSISTANTS. The Executive Assistants support
specific programs. They report directly to the executive
officer in matters of their programs unless otherwise
identified. Positions should be well defined in the local
organization and regulations manual. Specific duties shall be
modified to meet individual command requirements.

3.2.1 ADMINISTRATIVE ASSISTANT

a. BASIC FUNCTIONS. The Administrative Assistant (AA),
serves as the X-division officer. The AA is an aide to the
executive officer in specific functions of administration and
accountability of ship's correspondence and directives and for
the maintenance of reports and the forms control program. When
the command is of sufficient size, the Ship's Secretary is
appointed to supervise the preparation of the commanding
officer's personal correspondence and administrative documents.
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b. DUTIES, RESPONSIBILITIES, AND AUTHORITY. The AA
observes and reports to the executive officer on the
effectiveness of administrative policies, procedures, and
regulations of the command. Duties include:

(1) Maintaining a reference library of all publications
required for ship's administration, a master list of all
publications and their location within the command and the
command's central directives files.

(2) Screen correspondence prepared for the signature or
review by the executive officer, ensuring that it conforms to
SECNAVINST M-5216.5 (series), and pertinent command directives.
The AA maintains the command's central correspondence files
following SECNAVINST 5210.11 (series).

(3) Initiate administrative actions where appropriate,
as in the case of senior officer present afloat (SOPA)
instructions and other administrative directives.

(4) Schedule visitor interviews with the executive
officer and other officers as appropriate.

(5) Coordinate the assignment of enlisted personnel to
Executive Assistants. Supervise the professional training and
education of enlisted personnel assigned to the administrative
and personnel offices.

(6) Exercise budgetary control of expenses of Executive
Assistants. Approve requisitions for operating supplies,
equipment, and services within the budget allowances the
division.

(7) Supervise preparation of the POD, and its review,
prior to submission for signature.

(8) Coordinate the indoctrination of newly reported
personnel.

C. ORGANIZATIONAL RELATIONSHIPS. The AA is the direct
representative of the executive officer and reports to the
executive officer. The ship's secretary, when assigned reports
to the commanding officer. The ship’s secretary reports to the
executive officer and to the AA regarding routine administration
of personnel assigned to the Captain's office.

d. REFERENCES:
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(1) SECNAV M-5216.5 (series), Department of the Navy
(DON) Correspondence Manual

(2) SECNAV M-5210.2 (Series), Department of the Navy
SSIC Manual

3.2.2 INFORMATION ASSURANCE MANAGER
a. BASIC FUNCTION. The ship's information assurance

manager (IAM) is responsible for ensuring adequate security for
information technology (IT) systems in accordance with

SECNAVINST 5239.3 (series). The Information Assurance program
protects the availability, integrity, authentication,
confidentiality, and non-repudiation of DON IT systems. This

includes software and hardware security features as well as
administrative, physical, and personnel security controls for
providing an adequate degree of security for IT systems.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY. The IAM shall
develop and maintain the activity's Information Assurance Plan
to support certification and accreditation responsibility and
requirements for Shipboard information, as prescribed by SECNAV
M-5239.1. The IAM provides guidance to the command to ensure
compliance with security directives and serve as the major
proponent of IT system security in discussions concerning
Information Assurance and the operation of the IT system. The
IAM establishes and maintains Classified Information Processing
System document file in accordance with OPNAVINST C5510.93
(series) .

C. ORGANIZATIONAL RELATIONSHIPS. The Ship's IAM has
direct access to the commanding officer in matters relating to
IT systems security. This IAM is expected to work closely with
the security manager.

d. REFERENCES:

(1) SECNAVINST 5239.3 (series), Department of the Navy
Information Assurance Policy

(2) SECNAV M-5239.1 (series), Department of the Navy
Information Assurance Manual

(3) OPNAV C5510.93 (series), Navy/Marine Corps

Implementation of National Policy on Control of Compromising
Emanations (U)
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3.2.3 INFORMATION ASSURANCE OFFICER

a. BASIC FUNCTION. The ship's information assurance
officer (IAO) provides oversight to and is responsible for
assisting the IAM.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY. Coordinate
with the IAM to ensure that all users have the requisite
security clearances, need-to-know authorization, and awareness
of their IA responsibilities for Information Technology systems.
The IAO shall execute the duties and responsibilities as defined
in SECNAVINST 5239.3 (series) and SECNAV M-5239.1.

C. ORGANIZATIONAL RELATIONSHIPS. The Ship's IAO has direct
access to the IAM in matters relating to IT system security.

d. REFERENCES:

(1) SECNAVINST 5239.3 (series), Department of the Navy
Information Assurance Policy

(2) SECNAV M-5239.1 (series), Department of the Navy
Information Assurance Manual

3.2.4 CHIEF MASTER-AT-ARMS

a. BASIC FUNCTION. A chief master-at-arms (CMAA) 1is
assigned in each unit and is responsible for the supervision,
direction, and employment of the assets of the security
department/division and assisting the commanding officer in
maintaining the security, good order and discipline of the ship.
When no security officer is authorized/assigned; the duties,
responsibilities, and authority are incorporated here.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY. The CMAA is
responsible for the organization and training the Master-at-Arms
(MAA) force in force protection (FP). The CMAA conducts
antiterrorism (AT), law enforcement and physical security in
accordance with OPNAVINST 5530.14 (series).

The CMAA ensures the MAA force is trained in and enforces Navy,
unit, and other directives which establish standards of dress,
grooming, behavior and performance.

C. ORGANIZATIONAL RELATIONSHIPS. The CMAA reports to the
executive officer or to the security officer, on vessels with a
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security department. For routine administration and
accountability of personnel assigned to CMAA, the CMAA reports
to the division officer or administrative officer, as
appropriate. Personnel of the MAA force report to the CMAA.

d. REFERENCE. OPNAVINST 5530.14 (series), Navy Physical
Security and Law Enforcement Program

3.2.5 COMMAND CAREER COUNSELOR

a. BASIC FUNCTION. The command career counselor (CCC) 1is
the command's career information program manager responsible for
providing each Sailor with a sufficient quantity of quality
career information, in a timely manner, to allow them to make
sound career decisions. The command’s career information
program shall be under the direction of the commanding officer.

b. DUTIES, RESPONSIBILITIES AND AUTHORITY. The CCC ensures
all Sailors are given every opportunity to develop their careers
to the fullest potential through effective management,
direction, development and training. The CCC will establish a
command development program as outlined in OPNAVINST 1040.11
(series). If a career counselor is not assigned, the commanding
officer shall appoint a senior enlisted with the counseling NEC
9588 or 9589 or who has the navy counselor rating.

C. ORGANIZATIONAL RELATIONSHIPS. The CCC is directly
responsible to the commanding officer and reports to the CMC for
all matter related to the Command Development Program.

d. REFERENCE. OPNAVINST 1040.11 (series), Navy Enlisted
Retention and Career Development Program

3.2.6 DRUG AND ALCOHOL PROGRAM ADVISOR

a. BASIC FUNCTION. The drug and alcohol program advisor
(DAPA) 1is responsible to the commanding officer for all drug and
alcohol abuse Level I programs. In accordance with OPNAVINST
5350.4, all Navy commands are required to have a minimum of one
member assigned to the collateral duty of DAPA. Larger commands
should assign DAPAs on the ratio of one DAPA per 300 personnel
attached and commands greater than 500 shall have at least one
full time DAPA. The commanding officer may appoint as many
DAPAs as necessary to satisfy command requirements.

b. DUTIES, RESPONSIBILITIES AND AUTHORITY. The DAPA will
administer the command’s alcohol and drug abuse, prevention, and
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education programs. The DAPA is the command's primary advisor
for all alcohol and drug matters and reports directly to the
commanding officer and executive officer. The DAPA will not be

assigned duties as Urinalysis Program Coordinator.

c. COLLABORATION WITH THE MEDICAL OFFICER. In the
performance of their duties the DAPA is to inform the medical
officer or medical department representative of any condition
which may require medical attention and is to consult with the
medical officer or medical department representative regarding
cases requiring collaborative efforts.

d. ORGANIZATIONAL RELATIONSHIPS. The DAPA reports to the
executive officer, regarding assigned duties and all drug and
alcohol abuse prevention, control, and enforcement programs.
Personnel associated with drug and alcohol abuse education,
rehabilitation, identification, and enforcement shall coordinate
with the DAPA. Additionally, the DAPA provides inputs to the
Planning Board for Training (PBFT) on drug and alcohol education
and to the Recreation Committee for development of positive
alternatives to alcohol and drug abuse.

e. REFERENCE. OPNAVINST 5350.4 (series), Navy Alcohol and
Drug Abuse Prevention and Control

3.2.7 EDUCATIONAL SERVICES OFFICER

a. BASIC FUNCTION. The educational services officer (ESO)
assists the executive officer in administering educational and
advancement programs. The ESO coordinates officer and enlisted
training and on-duty education programs in conjunction with
department heads, division officers and the PBFT. The ESO plans
for and coordinates command participation in the Navy Campus
Voluntary Education Program. The ESO schedules and administers
all examinations for advancement in rating.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY. The ESO
directs the command educational program by encouraging and
advising personnel on voluntary programs, assisting personnel
with processing applications for educational programs, and
assisting personnel in obtaining vocational/technical, high
school, and college certifications. The ESO is to participate
in the PBFT.

The ESO is the command’s liaison to the educations program and
is the point of contact to the Navy Campus Office.
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The ESO is the command’s advocate for maximum participation in
advancement exams and ensure exams convene on dates established
as necessary to conduct examinations.

c. ORGANIZATIONAL RELATIONSHIPS. The ESO reports to the
executive officer, regarding educational program issues. The
ESO provides liaison with Navy Campus educational advisors to
obtain professional assistance in using Navy Campus Voluntary
Educational Programs. The ESO coordinates with training
officers/assistants and CCC as required. OPNAVINST 1560.9
(series) provides additional guidance on the various Navy Campus
programs.

d. REFERENCES:

(1) OPNAVINST 1560.9 (series), Voluntary Education
(VOLED) For Navy Sailors

(2) CNETINST 1560.3 (series), Navy Voluntary Education
Programs

(3) NAVEDTRA 10460, Educational Services Officer Manual
(4) Naval Military Personnel Manual 15560

(5) BUPERSINST 1430.16 (series), Advancement Manual for
Enlisted Personnel of the U.S. Navy and U.S. Navy Reserve

3.2.8 EQUAL OPPORTUNITY ADVISOR

a. GENERAL DUTIES. The equal opportunity advisor (EOA)
serves as the command’s primary advisor and subject matter
expert to command managed equal opportunity managers on equal
opportunity (EO) issues. An EOA facilitates training for EO
matters, formulates and revises pertinent local EO directives
based on the command duties and DoD guidelines/Navy Policy and
provides assistance to other members in the chain of command on
EO issues.

b. SPECIFIC DUTIES. Advise commanders on formulation and
implementation of changes to EO and sexual harassment policy and
diversity issues. The EOA reviews and monitors all command
investigations into EO issues with judge advocates or legal
officers and provide assistance as needed. The EOA shall not
conduct EO investigations due to possible perceived conflicts of
interest. Details are found in OPNAVINST 5354.1.
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c. ORGANIZATIONAL RELATIONSHIP. The EOA reports directly
to the commander/commanding officer concerning Equal Opportunity
issues. The EOA reports to the higher echelon EOA regarding all
EO matters.

d. REFERENCE. OPNAVINST 5354.1 (series), Navy Equal
Opportunity Policy

3.2.9 HEALTH BENEFITS ADVISOR

a. BASIC FUNCTION. The health benefits advisor (HBA) 1is
responsible to the senior medical department representative
(SMDR) for the general awareness of health benefits by assigned
personnel and their dependents. At selected medical facilities,
the HBA is a full time primary billet. For activities where the
HBA is assigned as a collateral duty, the HBA is not expected to
be expert in all aspects of health benefits, but refers those
requiring health benefits assistance to the appropriate
authority.

b. DUTIES AND RESPONSIBILITIES. The HBA maintains a file
of appropriate health benefits literature, publishes frequent
awareness material in the POD, and assists assigned personnel
and their dependents in obtaining benefits, as required.

C. ORGANIZATIONAL RELATIONSHIPS. The HBA reports to the
Senior Medical Department Representative.

3.2.10 LEGAL OFFICER

a. BASIC FUNCTION. For units without Judge Advocates
assigned, the legal officer, who shall be a commissioned
officer, is an advisor and staff assistant to the commanding
officer and the executive officer concerning the interpretation
and application of the UCMJ, the Manual for Courts-Martial
(MCM) , JAGINST 5800.7 (series) (JAGMAN), and other military laws
and regulations.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY.
(1) Consult a judge advocate, when circumstances permit,
when preparing documents or other related activities associated

with the administration of Military Justice and JAG Manual
investigations
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(2) Draft charge sheets, the orders convening courts-
martial, and the appointing orders of those assigned to conduct
investigations in accordance with JAGINST 5800.7 (series).

(3) Supervise the technical and clerical preparation of
all court-martial documents and administrative documents related
to legal matters.

(4) Ensure that officers and enlisted personnel assigned
to courts-martial, investigations, and other legal duties are
familiar with those duties.

(5) Collaborate with the training officer to ensure that
all officers and enlisted personnel are fully acquainted with
their rights and obligations under the UCMJ.

(6) Participate, as required, in processing cases
involving non-judicial punishment and recommend that appropriate
cases be referred to trial by courts-martial.

(7) Review court-martial records, and prepare a
recommendation in accordance with the MCM to assist the
convening authority in deciding what action to take on the
findings and sentence. Consult a judge advocate when
circumstances permit.

(8) Review for accuracy, clarity, consistency,
completeness and compliance with applicable directives,
investigative reports prepared in accordance with the JAG Manual
and prepare command endorsement, as appropriate.

(9) Refer personnel needing assistance with personal
legal matters to the attending Region Legal Service Office,
Defense Service Office, or nearest Armed Forces legal office, as
appropriate. (See JAG Manual, Chapter VII.)

(10) Draft orders convening formal pretrial
investigations pursuant to Article 32, UCMJ; and

(11) Draft the Convening Authority's action on the
record of trial and the court-martial issuing order with the
assistance of the servicing Region Legal Service Office.

c. ORGANIZATIONAL RELATIONSHIPS. The legal officer reports

to the executive officer. When a judge advocate is assigned,
the judge advocate shall lead a legal department. Officers and
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enlisted personnel assigned to the legal office report to the
legal officer.

d. REFERENCES:
(1) 10 USC Chapter 47 - Uniform Code of Military Justice
(2) Manual for Courts—-Martial

(3) JAG M-5800.7 (series), Manual of the Judge Advocate
General

3.2.11 PERSONNEL OFFICER

a. BASIC FUNCTIONS. The personnel officer is responsible
for enlisted personnel placement in accordance with the
Personnel Assignment Bill and for the administration and custody
of enlisted personnel records. SECNAVINST 5720.42 (series) shall
govern all requests for Department of the Navy records that can
reasonably be interpreted as Freedom of Information Act
requests. Additionally, SECNAVINST 5211.5 (series) shall govern
the collection of personal information and safeguarding,
maintaining, using, accessing, amending, and disseminating
personal information maintained in systems of records. Carefully
scrutinize requests for lists of names and duty addresses, home
addresses or home phone numbers of crew members, or similar
records; release of such records must comply with the Privacy
Act. Security concerns may restrict otherwise releasable
information for routinely deployable, deployed, and overseas
units. Consult a judge advocate if there is any doubt about the
propriety of a contemplated release. See paragraph 5.1.64.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY.

(1) Supervise the administration of the personnel
office.

(2) Maintain the service records of enlisted personnel.
Supervise the accounting of enlisted personnel, including the
submission of Personnel Diary, maintenance of Enlisted
Distribution and Verification Reports, and review Enlisted
Manpower Authorization and Ship/Squadron Manning Documents.

(3) Ensure that all directives and communications
relating to transfers, receipts, advancements or reductions in
rating, reenlistments, or any other changes in the status of
enlisted personnel are executed and recorded.
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(4) Supervise the processing of enlisted performance
evaluations, leave papers, identification cards, and orders.

(5) Comply with directives pertaining to administration
of enlisted personnel.

(6) Supervise the compilation and forwarding of
information from personnel files for the use at legal
proceedings in accordance with the UCMJ and JAG Manual, and
maintain the appropriate records if a judge advocate is not
assigned to the command.

(7) Review the eligibility of personnel to attend
service schools.

(8) Initiate correspondence concerning the unit's
allowance and use of personnel to the TYCOM or Chief of Naval
Personnel.

c. ORGANIZATIONAL RELATIONSHIPS. The personnel officer
reports to the executive officer, for the performance of duty
and to the appropriate division officer/department head
regarding the routine administration of assigned enlisted
personnel.

d. REFERENCES:

(1) SECNAVINST 5720.42 (series), Department of the Navy
Freedom of Information Act (FOIA) Program

(2) SECNAVINST 5211.5 (series), Department of the Navy
(DON) Privacy Act (PA) Program

3.2.12 POSTAL OFFICER

a. BASIC FUNCTION. The postal officer supervises the
detailed postal functions of the command.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY. The postal
officer organizes and supervises the postal functions of the
unit to ensure timely distribution of the mail through mail
orderlies appointed from each division.

c. ORGANIZATIONAL RELATIONSHIPS. The postal officer

reports to the commanding officer via the executive officer and
the supply officer on postal matters. When the supply officer
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is acting as postal officer, he or she reports to the commanding
officer via the executive officer

d. REFERENCE. OPNAVINST 5112.6 (series), Navy Postal
Instruction

3.2.13 RECREATIONAL SERVICES OFFICER

a. BASIC FUNCTION. The recreational services officer (RSO)
manages the commands recreational services program.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY. Develop and
conduct programs and services designed to maintain and improve
the morale of the ship's crew and their dependents utilizing the
resources that are available. The RSO maintains custody and
control of recreation equipment. The RSO executes the
recreation program afloat as defined by the OPNAVSINST 1710.9
(series).

c. ORGANIZATIONAL RELATIONSHIPS. The RSO is responsible to
the commanding officer for the proper functioning of recreation
programs. Personnel assigned to recreational services shall
report to the RSO. The recreation fund custodian shall assist
the RSO in administering the recreation program.

d. REFERENCE. OPNAVSINST 1710.9 (series), Administration
of the Morale, Welfare, and Afloat Recreation Program

3.2.14 SAFETY OFFICER

a. BASIC FUNCTION. For units without a safety department,
primary duty safety officers shall be assigned. The safety
officer, when not a department head, will be of department head
status and seniority in order to coordinate the safety program
effectively. The safety officer is responsible for coordinating
the implementation of a comprehensive safety program based on
objectives established by the commanding officer, promoting
maximum cooperation in safety matters at all levels, ensuring
wide distribution of safety information, monitoring the
submission of required safety reports to ensure accuracy and
timeliness, and maintaining appropriate safety records and
statistics.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY. Principal
advisor to the commanding officer on safety and occupational
health matters and manages the Navy Safety and Occupational
Health (SOH) Program. For a complete description of the safety

3-15
Enclosure (1)


http://doni.daps.dla.mil/OPNAV.aspx?RootFolder=%2fDirectives%2f05000%20General%20Management%20Security%20and%20Safety%20Services%2f05%2d100%20Safety%20and%20Occupational%20Health%20Services&View=%7bDEF0EB11%2d3785%2d4F67%2dB5A1%2dAE9F8EB752BC%7d
http://doni.daps.dla.mil/OPNAV.aspx?RootFolder=%2fDirectives%2f05000%20General%20Management%20Security%20and%20Safety%20Services%2f05%2d100%20Safety%20and%20Occupational%20Health%20Services&View=%7bDEF0EB11%2d3785%2d4F67%2dB5A1%2dAE9F8EB752BC%7d
http://doni.daps.dla.mil/OPNAV.aspx?RootFolder=%2fDirectives%2f01000%20Military%20Personnel%20Support%2f01%2d700%20Morale%2c%20Community%20and%20Religious%20Services&View=%7bDEF0EB11%2d3785%2d4F67%2dB5A1%2dAE9F8EB752BC%7d
http://doni.daps.dla.mil/OPNAV.aspx?RootFolder=%2fDirectives%2f01000%20Military%20Personnel%20Support%2f01%2d700%20Morale%2c%20Community%20and%20Religious%20Services&View=%7bDEF0EB11%2d3785%2d4F67%2dB5A1%2dAE9F8EB752BC%7d

OPNAVINST 3120.32D
16 JUL 2012

officer’s functions, duties, responsibilities, authority, and
organizational relationships refer to OPNAVINST 5100.19 9
(series). Periodically monitor the Navy’s Medical Surveillance
Programs. Collaborate with all Department Heads, executive
assistants and division safety petty officers in safety matters
and safety program management.

c. ORGANIZATIONAL RELATIONSHIPS. The safety officer
reports to the commanding officer, for matters regarding safety
and to the executive officer for matters relating to the
administration of programs and the correction of deficiencies.
The safety officer collaborates with all department heads,
executive assistants, and division safety petty officers in
safety matters and program management. All hands have direct
access to the safety officer.

d. REFERENCE. OPNAVINST 5100.19 series, Navy Safety and
Occupational Health (SOH) Program Manual for Forces Afloat

3.2.15 SECURITY MANAGER

a. BASIC FUNCTION. The officer designated as the command’s
security manager must be a U.S. citizen and have a satisfactory
background investigation. The security manager is responsible
to the commanding officer for the management of the command’s
information and personnel security programs. The security
manager remains responsible for coordinating all aspects of the
information security program to ensure proper classification
management, personnel security, information systems security,
physical measures for protecting classified material, industrial
security, and security education and training.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY. The security
manager is the principal advisor and representative to the
commanding officer in matters pertaining to the classification,
safeqguarding, transmission, and destruction of classified
material personnel security. The security manager develops and
monitors personnel and information security procedures, ensures
protection of classified information, prepares recommendations
for release of classified information to foreign governments and
other duties as described by SECNAVINST 5510.36 (series) and
5510.30 (series).

The security manager maintains liaison with the command's public
affairs officer to ensure security review of press releases and
proposed nonofficial works/speeches for classified information
under SECNAVINST 5720.44 (series), and NAVREGS. The security
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manager also ensures protection of classified information during
all visits to the command and ensures that access to classified
information is limited to those with the need to know.

c. ORGANIZATIONAL RELATIONSHIPS. The security manager
reports to the commanding officer, on matters of security and to
the executive officer for administration of the information and
personnel security program. When assigned, the top secret
control officer and the information systems security officer
report to the security manager. The security manager
collaborates with department heads, the security officer,
communications security material custodian, nuclear safety
officer, IAM and others as necessary to ensure the safeguarding
of classified information.

d. REFERENCES:

(1) SECNAVINST 5510.36 (series), Department of the Navy
(DON) Information Security Program Instruction

(2) SECNAVINST 5510.30 (series), Department of the Navy
(DON) Personnel Security Program (PSP) Instruction

(3) SECNAVINST 5720.44 (series), Department of the Navy
Public Affairs Policy and Regulations

(4) U.S. Navy Regulations 1990

(5) SECNAVINST 5239.3 (series), Department of the Navy
Information Assurance Policy

(6) SECNAV M-5239.1 (series), Department of the Navy
Information Assurance Manual

3.2.16 SECURITY OFFICER

a. BASIC FUNCTION. The security officer is responsible for
establishing the command’s physical security through the
application, employment, and training of the security division
personnel. When no security officer is authorized/assigned, the
duties, responsibilities, and authority are assumed by the CMAA
or an assigned officer assisted by the CMAA.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY. The security
officer plans, manages, implements, and directs the ship's
physical security, law enforcement, antiterrorism, and loss
prevention programs, including development and maintenance of
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comprehensive physical security instructions and regulations.
The security officer develops the command physical security plan
and submits the draft plan to the Physical Security Committee
for comment prior to implementation.

c. ORGANIZATIONAL RELATIONSHIPS. The security officer
reports to the commanding officer, in matters relating to the
physical security of the ship and to the executive officer for
the administration of the physical security plan. The security
officer collaborates with department heads, the security
manager, and others as necessary to ensure the physical security
of the ship. The CMAA, the brig supervisor, and the physical
security petty officer report to the security officer when
assigned.

d. REFERENCES:

(1) OPNAVINST 5530.14 (series), Navy Physical Security
and Law Enforcement Program

(2) SECNAVINST 5500.29 (Series), Use of deadly force and
the Carrying of Firearms by Personnel of the Department of the
Navy in Conjunction with Law Enforcement, Security Duties and
Personal Protection

(3) SECNAVINST 5239.3 (series), Department of the Navy
(DON) Information Security Program Instruction

3.2.17 SENIOR WATCH OFFICER

a. BASIC FUNCTION. The senior watch officer, under the
direction of the executive officer, is responsible to the
commanding officer for the assignment and general supervision of
all deck watch standers, both underway and in port.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY. Maintain a
data file of officer underway and in-port deck watch standers,
including watch standing qualifications, assignment to watches,
and section assignment. Assist the executive officer by
coordinating training of watch standers, preparing watch bills
and scheduling of the command’s in-port duty rotation.

c. ORGANIZATIONAL RELATIONSHIPS. The senior watch officer
reports to the commanding officer, for approval of officer watch
bills and to the executive officer for the training of deck
watch officers. Department heads recommend qualified enlisted
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personnel of their departments for departmental watches to the
senior watch officer.

3.2.18 NAVY TACTICAL COMMAND SUPPORT SYSTEM COORDINATOR

a. BASIC FUNCTION. Naval Tactical Command Support System
(NTCSS) is a multi-application information system program that
provides standard information resource management to afloat and
shore-based fleet activities. NTCSS was established by the
merger of three key programs: the shipboard non-tactical
automated data processing program, the naval aviation logistics
command management information system, and maintenance resource
management system. The NTCSS Coordinator, normally an officer
or chief petty officer, is assigned the primary duty to
coordinate the implementation, operation and maintenance of the
NTCSS program afloat.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY. The NTCSS
Coordinator acts as the primary point-of-contact between off-
ship activities interfacing with the NTCSS. They are
responsible for the operation and maintenance of the NTCSS
following Navy NTCSS guidelines and responsibilities set forth
in NAVSEAINST 4790.8 (series).

C. ORGANIZATIONAL RELATIONSHIPS. The NTCSS Coordinator is a
primary billet aboard ships. The NTCSS Coordinator is
designated to provide a single point-of-contact and act as a
data manager for NTCSS administration and operation. The NTCSS
Coordinator is assisted by an IT or an Information Systems
Technician Submarine who has completed the NTCSS II Manager
Course.

d. REFERENCE. NAVSEAINST 4790.8 (series), Ships’
Maintenance and Material Management (3M) Manual

3.2.19 TRAINING OFFICER

a. BASIC FUNCTION. The training officer assists the
executive officer in the formulation and administration of the
unit training program. This spans indoctrination courses for
newly reported personnel, preparing a training program for
Midshipmen and reserve personnel to overseeing the
implementation of personnel qualification standards (PQS) system
within the command.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY. The training
officer serves as a member of the PBFT. The training officer
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advises on the availability and use of training facilities,
managing formal school quotas, TAD target funds management, and
service record entries.

c. ORGANIZATIONAL RELATIONSHIPS. The training officer
reports to the executive officer regarding assigned duties.
They collaborate with other division/departments to develop the
overall training program for the command.

3.2.20 3M SYSTEM COORDINATOR

a. BASIC FUNCTION. The 3M system coordinator is the
functional manager of the 3M System. This position will be
assigned in writing as the PRIMARY DUTY of an officer, chief
petty officer or first class petty officer (who has been
assigned a secondary NEC of 9517). The 3M system coordinator
shall be assigned the primary duty of coordinating and managing
all facets of the 3M program. As an exception to this policy,
ships not having an allowance for a 3M system coordinator shall
assign these duties, in writing, as the most significant of
collateral duties of an appropriately qualified officer, chief
petty officer or first class petty officer.

b. DUTIES AND RESPONSIBILITIES. Carry out duties and
responsibilities set forth in NAVSEAINST 4790.8 (series).
Coordinate efforts as they relate to current ship’s maintenance
project/maintenance data collection system (CSMP/MDCS) with the
ship’s maintenance management officer (SMMO) .

c. ORGANIZATIONAL RELATIONSHIPS. 3M system coordinator
reports to the executive officer for coordination and direct
supervision of all facets of the 3M Program. Department heads,
division officers, departmental 3M assistants, and work center
supervisors collaborate with the 3M system coordinator on
matters relating to the 3M system. The ship's 3M system
coordinator shall coordinate efforts as they relate to CSMP/MDCS
matters with the ship's maintenance management officer (On CVs
and CVNs this is the maintenance management department head).

d. REFERENCE. NAVSEAINST 4790.8 (series), Ships’ Maintenance
and Material Management (3M) Manual

3.2.21 LAY LEADER
a. BASIC FUNCTION. A lay leader may be appointed in

writing by the commanding officer to serve for a specified
period of time not to exceed one year to accommodate the
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identified religious requirements of a specific religious
organization (RO). Commanding officers should seek the advice
and assistance of the command chaplain or chaplain attached to a
higher echelon regarding the selection of an appropriate lay
leader. There is no civilian credential or approval implied in
the appointment by the commanding officer. In addition,
appointment as a lay leader terminates when the particular
requirement has ceased such as at the end of a deployment or
when the lay leader is transferred. Lay leaders shall be
selected on the basis of high moral character, motivation,
religious interest and certification by the appointee’s RO. 1In
order to facilitate their work with chaplains and lay leaders of
all faith groups, religious program specialists (RP) will not be
assigned as lay leaders.

MILPERSMAN 1730-010 and NTRP 1-05.1 set the foundation for the
Lay Leader program. NAVREGS, establishes lay-led services as an
appropriate means of meeting religious-ministry requirements in
the absence of chaplains or CRMPs. SECNAVINST 1730.7 (series)
establishes lay leaders as part of the religious ministry team.
SECNAVINST 1730.9 (series) and SECNAVINST 7010.6 (series)
establish limits of the lay leader with respect to
confidentiality and the use of religious offering funds.
OPNAVINST 1640.8 (series), establishes lay-leader
responsibilities for brigs afloat.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY.

(1) Provide lay religious services of their specific RO
if authorized and certified to do so by the RO. Lay Leader
conducted services are part of the commanding officer’s Command
Religious Program and are not to be considered a substitute for
divine services conducted by chaplains. Additionally, Lay
Leader conducted services, by their very nature, are not a
substitute for the full range of religious activities of an RO,
some of which can only be met by religious ministry
professionals.

(2) Offerings shall not be taken at lay-conducted
services, except as authorized by the commanding officer. Any
monies collected will be part of the command religious offering
fund and shall be administered in accordance with SECNAVINST
7010.6A (series).

(3) Commanding officers will ensure that lay leaders are
properly trained.
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c. ORGANIZATIONAL RELATIONSHIPS. Lay leaders aboard ships
without assigned chaplain’s report to the executive officer
regarding their responsibilities. Coordination and training
with a chaplain of the next higher echelon is required unless
precluded by military necessity and lay leaders aboard ships
without chaplains should request a chaplain-mentor from their
RO. Lay leaders aboard ships with chaplains’ report directly to
the chaplain.

d. REFERENCES :
(1) Naval Military Personnel Manual 15560

(2) Navy Tactical Reference Publication 1-05.1,
Religious Ministry Lay Leader

(3) U.S. Navy Regulations 1990

(4) SECNAVINST 1730.7 (series), Religious Ministry
Support within the Department of the Navy

(5) SECNAVINST 1730.9 (series), Confidential
Communications to Chaplains

(6) OPNAVINST 1640.8 (series), Manual for the Operation
and Administration of Afloat Brigs

3.2.22 NAVY RESERVE COORDINATOR

a. BASIC FUNCTION. The Navy Reserve Coordinator assists
the executive officer in the proper utilization and
administration of assigned Navy Reserve Sailors; both assigned
to mobilization billets or at the command for assigned training.
The Reserve Coordinator shall liaison with reserve unit
representatives to plan and coordinate training for Selected
Reserve sailors executing Annual Training (AT), Active Duty
Training (ADT), Active Duty for Special Work, Inactive Duty
Training (IDT) or Inactive Duty Training with Travel.

b. DUTIES, RESPONSIBILITIES AND AUTHORITY. The reserve
coordinator manages the reserve training program by planning for
personnel arrival (berthing, messing), monitoring PQS, and
evaluating the mobilization training of assigned reserve
units/sailors. The reserve coordinator shall assist reserve
personnel with school quotas or short courses of instruction
available relevant to reserve training. As a member of the
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PRFT, coordinate time periods for scheduling of AT and IDT to
maximize reserve training.

c. ORGANIZATIONAL RELATIONSHIPS. The reserve coordinator
reports to the executive officer regarding assigned duties and
interfaces with the Selected Reserve unit representative for
input prior to the training period and while the unit is present
to ensure training objectives are achieved. The reserve unit
representative shares equally in the responsibility to
coordinate training with the reserve coordinator. The Navy
Reserve Coordinator collaborates with the appropriate
division/departments to facilitate the command's reserve
training program.

3.2.23 MANAGEMENT INTERNAL CONTROL PROGRAM COORDINATOR

a. BASIC FUNCTION. The management internal control program
coordinator (MICPC) is responsible under the executive officer
for coordinating a management internal control program (MICP) to
fulfill the requirements of the Federal Managers' Financial
Integrity Act. Per SECNAVINST 5200.35 (series), it is the
Department of the Navy policy that commands establish managers’
internal control (MIC) programs to evaluate and report on the
effectiveness of ICs throughout their organizations and make
corrections when necessary.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY. OMB Circular
No. A-123 defines management's responsibility for internal
control in Federal agencies. Accordingly, the MICPC executes a
system of internal controls to provide reasonable assurance that
programs achieve their intended results, resources are used
consistent with the Department of the Navy mission, and
resources are protected from waste, fraud, and mismanagement.
OPNAVINST 5200.25 (series) defines the MICP identifying and
correcting material weaknesses at all levels of command.

C. ORGANIZATIONAL RELATIONSHIPS. The MICPC reports to the
executive officer regarding assigned duties, and coordinates
with appropriate department heads and division officers
concerning the relationship of departmental/ divisional
management controls with the MICP. In commands with an
inspection or auditing responsibility over subordinate commands,
coordinates appropriately to incorporate Management Control
Program into the existing inspection/audit programs.
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d. REFERENCES:

(1) Federal Managers' Financial Integrity Act (FMFIA) of
1982 (31 U.S.C. §3512)

(2) Office of Management and Budget (OMB) Circular A-123

(3) SECNAVINST 5200.35 (series), Department of the Navy
(DON) Managers' Internal Control (MIC) Program

(4) OPNAVINST 5200.25 (series), Managers’ Internal
Control Program

3.2.24 TECHNICAL LIBRARIAN

a. BASIC FUNCTION. The technical librarian is responsible
for ensuring either digital or paper copies of appropriate
Technical Manuals (TM) are maintained current with the Ship's
Index of Technical Publications and with current equipment
configuration. The Technical Librarian will dispose of
superseded, cancelled, or obsolete TMs and requisition paper
copies if required.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY. The technical
librarian shall ensure TMs are loaded onto the Navy
Information/Application Product Suite (NIAPS) server either
using CDs or through synchronization with the shore-based
technical data knowledge management broker (electronically
pushed) . They shall report deficiencies/problems with TMs by
submitting a TM deficiency report or Manual Change Request as
appropriate. To accomplish assigned duties, the technical
librarian shall receive NIAPS, advanced technical information
support, and tech data knowledge management training.

c. ORGANIZATIONAL RELATIONSHIPS. The technical librarian
is responsible to the executive officer. Department heads shall
inform the technical librarian of equipment installation and
removal to ensure the library remains up to date. The technical
librarian will coordinate with the IAM to ensure server
connectivity as required.

3.3. BOARDS AND COMMITTEES
a. PURPOSE. A board or committee is a group tasked with
advising the command on issues that are policy in nature and

should not be assigned functions requiring supervision or
direction.
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b. MEMBERSHIP. The commanding officer or executive officer
establishes the board or committee and any limits or special
conditions governing the assigned duties in a formal letter to
members of the board or committee. This instruction identifies
recommended membership based on best practice, but the executive
officer tailors membership based on specific scenarios,
balancing experience development in these duties in as many
officers and enlisted personnel as possible while maintaining
expertise and continuity of membership.

c. ORGANIZATION. A board or committee is created when
required functions cannot be performed within the duties already
assigned to an individual. Boards and committees will only meet
at a periodicity required to execute the charter under which
they were created.

d. ACTIVATION. The guides which follow provide for the
activation and functioning of boards and committees. Additional
boards and committees may be established as required by the
command.

3.3.1 AWARDS BOARD

a. PURPOSE. The Awards Board is responsible for assisting
the commanding officer in evaluating recommendations for awards
to personnel (military/civilian) in the command and to ensure
compliance with all directives of higher authority. See
SECNAVINST 1650.1 (series) regarding personnel awards procedures
and OPNAVINST 1650.8 (series) for cash awards.

b. MEMBERSHIP. The board will be composed of two or more
officers designated by the commanding officer, one of whom will
be designated as the incentive awards officer, and the CMC. A
chief warrant officer or chief petty officer may also be
assigned.

c. PROCEDURE. Specific requirements and procedures for
military/incentive are found in the governing instructions. The
Awards Board will review all recommendations for awards and
ensure applicable directives are met. The Awards Board will
ensure the acts or services described in the recommendation
fulfill all requirements for the recommended level of the award
and is consistent with the commanding officer’s policy. The
awards boards do NOT have the authority to approve/disapprove
awards, but makes recommendations to the commanding officer.
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d. CONVENING DATES. This board will be convened by the
senior member when required or as directed by the commanding
officer.

e. REFERENCES:

(1) SECNAVINST 1650.1 (series), Navy and Marine Corps
Award Manual

(2) OPNAVINST 1650.8 (series), Cash Awards for Military
Personnel for Suggestions, Inventions, Scientific Achievements
and Disclosures

3.3.2 OPERATIONS SECURITY PLANNING BOARD

a. PURPOSE. The Operations Security (OPSEC) Planning Board
is responsible for the principles and practice of OPSEC focused
on command involvement, planning, assessments, surveys and
training and administers the command OPSEC program as directed
by DoD Manual 5205.02-M.

b. MEMBERSHIP. This board will consist of the unit’s
appointed OPSEC Officer and a sufficient number of qualified
officers to support this effort. Recommended board members
include, but are not limited to; the executive officer,
operations officer, intelligence officer, administration
officer, information warfare officer and combat systems officer.

c. PROCEDURE. The procedures for conducting an OPSEC
program are outlined in OPNAVINST 3432.1 (series).

d. CONVENING DATES. The OPSEC Planning Board should
convene periodically as well as meet ad-hoc, especially prior to
getting underway, conducting sensitive operations and overseas
port visits.

e. REFERENCES:

(1) DoD 5205.02-M, DoD Operations Security (OPSEC)
Program Manual

(2) OPNAVINST 3432.1 (series), Operations Security
3.3.3 CONTROLLED MEDICINAL INVENTORY BOARD

a. PURPOSE. The Controlled Medicinal Inventory Board is be
responsible for conducting quarterly inventories of all
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controlled medicinal items, except for bulk stock carried in a
stores account.

b. MEMBERSHIP. This board will be composed of three
members of which at least one member shall be a commissioned
officer. Enlisted personnel in pay grades E-7, E-8 or E-9 may
serve as the third member at the discretion of the commanding
officer. An officer of the Medical, Dental, Nurse, or Medical
Service Corps, if assigned, shall be a member provided the
officer is not accountable for such substances. On small ships
and shore stations (less than 300 personnel), one officer and an
individual in pay grades E-7, E-8, or E-9 may constitute the
board.

c. DPROCEDURES. The board conducts inventory quarterly
(more frequently if required) in accordance with NAVMED P-117.
The board will submit a written inventory report for approval of
the commanding officer.

d. REFERENCE. NAVMED P-117, Manual of the Medical
Department

3.3.4 FLIGHT ORDER AUDIT BOARD

a. PURPOSE. To assist commanding officers in ensuring
adequate control and recording of flight order funding and
ensure personnel meet required administrative requirements.

b. MEMBERSHIP. This board will consist of the appointed
officers and senior enlisted to support this effort.

c. PROCEDURE. Flight Order Audit Board meeting
requirements are outlined in BUPERSINST 1326.4 series.

d. REFERENCE. BUPERSINST 1326.4 (series), Administration
of Enlisted Flight Orders, Career Enlisted Flyer Incentive Pay
(CEFIP), and Hazardous Duty Incentive Pay (HDIP) for Aerial
Flight

3.3.5 FORMAL SURVEY BOARD

a. PURPOSE. The Formal Survey Board investigates the loss
or damage to certain classes of materials. A formal survey is
required for classes of materials or articles designated by the
Secretary of the Navy or as specifically directed by the
commanding officer.
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b. MEMBERSHIP. The commanding officer appoints a Formal
Survey Board consisting of either one commissioned officer or a
board of three officials which includes as many commissioned
officers as practicable. The board will be led by the survey
officer. Neither the commanding officer, nor the officer who
carries the article, nor the officer who had custody of the
article shall serve on the Survey Board.

c. PROCEDURES. The survey officer or a survey board
thoroughly inspects the articles to determine their condition at
time of survey. If articles are missing, the officer or board
will thoroughly review the circumstances. A full report will be
made to the commanding officer on the survey form including
condition, cause, and accountability, together with a
recommendation regarding disposition, replacement, or
continuance in service as described in Naval Supply (NAVSUP)
Publication 485. Missing-lost-stolen-recovered government
property reports will be coordinated with the security officer.

d. CONVENING DATES. This board is appointed by the
commanding officer and will convene whenever a formal survey is
required.

e. REFERENCE. NAVSUP PUB 485, Afloat Supply Procedures
3.3.6 MENU PRODUCTION REVIEW BOARDS

a. PURPOSE. Menu Production Review Boards review the menu
within the food service division.

b. MEMBERSHIP. This board is composed of culinary
specialists (CS) and is chaired by the leading CS, leading petty
officer, or watch captain(s) who provide feedback for menu
production.

c. PROCEDURES. Menu Production Review Boards plan and
discuss preparation techniques. Feedback results should be
submitted to commands regional TYCOM/Regional galley program
director for consolidation then sent to NAVSUP navy standard
core menu (NSCM) program manager. Emphasis should always be
placed on the resources and limitations of the food service
operation (storage/manning/equipment), while maintaining quality
nutritious meals as described in NAVSUP PUB 486.

d. CONVENING DATE. It is recommended that the menu
production review board meet monthly. The menu production
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review boards should periodically survey the command’s food
preferences.

e. REFERENCES:

(1) NAVSUP NOTICE 7330, Promulgation of Daily Monetary
Ration Rates (Allowances) and Fixed Price List

(2) NAVSUP Publication 486, Food Service Management
General Messes

3.3.7 MENU REVIEW BOARDS

a. PURPOSE. Menu Review Boards act as advisors on the
command’s food preferences to the Food Service Division.

b. MEMBERSHIP. Menu Review Boards consists of
representatives from as many divisions across the command as
possible, but will be tailored to meet the needs of the command.
The board will be chaired by the food service officer, and in
their absence, by the Leading CS.

c. PROCEDURES. The Menu Review Board will review the menu
with the food service management team and provides
recommendations for future menu revisions. These comments and
recommendations are forwarded to the TYCOM/Regional Galley
Program Director for consolidation then sent to NAVSUP NSCM
program manager.

d. CONVENING DATE. It is recommended that a menu review
board be conducted quarterly. Menu Review Board minutes shall
be recorded and routed through the chain of command for
signature.

e. REFERENCES:

(1) NAVSUP 7330; Promulgation of Daily Monetary Ration
Rates (Allowances) and Fixed Price List

(2) NAVSUP Publication 486, Food Service Management
General Messes

3.3.8 HULL BOARD

a. PURPOSE. The Hull Board is established to inspect the
hull, tanks, free flood spaces, outboard fittings, valves, and
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appendages at time of dry docking and prior to undocking to
ensure proper condition for waterborne operations.

b. MEMBERSHIP. The board is composed of the engineer
officer, first lieutenant (1LT), damage control assistant (DCA),
and operations officer. The senior officer is designated the
senior member of the board.

c. PROCEDURES. The board conducts hull inspections at time
of docking and undocking in company with the docking officer.
The senior member of the board reports the findings of the Hull
Board to the commanding officer.

d. CONVENING DATE. The board meets at the call of the
senior member. Normally the board convenes at time of dry
docking and just prior to undocking.

3.3.9 MONIES AUDIT BOARD

a. DPURPOSE. The Monies Audit Board ensures that all
government property and monies are accounted for and are
properly protected and disposed of; that personnel adhere to
regulations and instructions; and that irregularities are
corrected. The Monies Audit Board will audit the following in
accordance with current directives:

(1) Disbursing cash verification, governed by DoD
7000.14-R, Volume 5.

(2) Post office funds, governed by OPNAVINS 5112.4
(series) .

(3) Imprest funds, governed by Navy Marine Corps
Acquisition Regulations Supplement (NMCARS) .

(4) Recreation fund, governed by OPNAVINST 1710.9
(series) .

(5) Mess treasure/wardroom officer accounts, governed by
NAVSUP P-486.

b. MEMBERSHIP. This board will consist of three or more
commissioned officers appointed by the commanding officer. One
of the appointed officers should be a supply corps officer. Any
officer that has control over the account being audited is not
eligible to participate in that specific audit. Any two or more
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of the audit board members may make audits as outlined in the
governing instructions.

c. PROCEDURES. Each board convenes at unannounced and
irregular intervals to audit the cash accounts. Each fund has
specific audit requirements in their specific reference. The
verifying officers will report their findings in writing to the
commanding officer immediately upon completion of verification.

d. REFERENCES:

(1) DoD 7000.14-R, DoD Financial Management Regulation,
Volume 5: Disbursing Policy and Procedures

(2) OPNAVINST 5112.6 (series), Navy Postal Instruction

(3) NMCARS, Navy Marine Corps Acquisition Regulations
Supplement

(4) OPNAVINST 1710.9 (series), Administration of the
Morale, Welfare, and Afloat Program

(5) NAVSUP PUB-486, Food Service Management General
Messes

3.3.10 NUCLEAR WEAPONS SAFETY COUNCIL

a. PURPOSE. The Nuclear Weapons Safety Council meets to
ensure that all facets of the nuclear safety program are in
effect.

b. MEMBERSHIP. The Council will consist of the commanding
officer, executive officer, weapons or combat systems officer,
engineer officer, security officer, nuclear weapons safety
officer, nuclear weapons handling supervisor, anti-submarine
warfare (ASW) officer and/or missile officer, DCA, 1LT,
explosive ordnance disposal (EOD) officer (when assigned), a
supply officer, the medical officer, senior hospital corpsman,
senior enlisted person from each nuclear weapons system,
security manager, and command master chief.

c. PROCEDURES. The council will ensure that nuclear safety
procedures are strictly observed by all command personnel. The
council will review all aspects of nuclear weapon handling to
include personnel reliability, weapon safety, training and
qualifications, inspections and documentation.
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d. CONVENING DATES. The council will be convened by the
executive officer quarterly or as required to maintain an
effective nuclear safety program.

3.3.11 ENLISTED CANDIDATE BOARD

a. DPURPOSE. The Enlisted Candidate Board will examine
applicants for recommendation to special programs within the
U.S. Navy. Examples include the United States Naval Academy,
LDO program, Medical Enlisted Commissioning Program or other
officer candidate programs.

b. MEMBERSHIP. This board will consist of three line
officers of the grade of Lieutenant or above and will supplement
with additional personnel as required by the situation.

c. PROCEDURES. The board reviews the applicant’s
application, service record and will personally interview each
applicant and members of the applicant’s chain of command. The
board evaluates each applicant on the basis of education,
aptitude for military life, desire to become an officer and
other matters concerning character or qualifications to the
commanding officer. Only personnel who have outstanding records
and are considered exceptional candidates for commissioning
shall be recommended.

d. CONVENING DATES. This board convenes when directed by
the commanding officer.

e. REFERENCES:

(1) OPNAVINST 1420.1 (series), Enlisted to Officer
Commissioning Programs Application Administrative Manual

(2) Naval Military Personnel Manual 15560

(3) BUPERSINST 1430.16 (series), Advancement Manual for
Enlisted Personnel of the U.S. Navy and U.S. Navy Reserve

3.3.12 PHYSICAL SECURITY REVIEW COMMITTEE
a. PURPOSE. The Physical Security Review Committee (PSRC)
will be responsible to the commanding officer for advising and

assisting in applying standards and implementing the command's
physical security and loss prevention program.
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b. MEMBERSHIPS. The security officer chairs the PSRC.
Membership includes: comptroller/disbursing officer, security
manager, public works/facilities manager, supply officer, legal
officer, department heads, CMAA, weapons officer, naval criminal
investigative Service (NCIS) Official (if available).

c. PROCEDURES. This committee assists in determining
requirements for and evaluating effectiveness of the security in
place, advises on establishment of restricted areas, reviews
draft physical security and loss prevention plans or recommended
changes prior to submission to the commanding officer, and
reviews reports of significant losses or breaches of security
and recommends improvements to the physical security and loss
prevention program. Duties of the PSRC are separate from the
duties of the antiterrorism/force protection (AT/FP) board.

d. CONVENING DATES. The PSRC convenes as required and at
least quarterly.

e. REFERENCE. OPNAVINST 5530.14 (series), Navy Physical
Security and Law Enforcement Program

3.3.13 PLANNING BOARD FOR TRAINING (PBFT)

a. PURPOSE. The PBFT is responsible to the commanding
officer for developing a comprehensive unit training program
with the ultimate goal of well-trained and qualified personnel.

b. MEMBERSHIP. The PBFT is chaired by the executive
officer and consists of; CMC, department heads, DCA, ESO,
training officer, medical representative, safety officer and
reserve coordinator.

c. PROCEDURES. The board considers the operations
employment of the unit and establishes immediate and long-range
objectives to ensure operational readiness. The board will
coordinate formal schools requirements and PQS to ensure
adequate qualified personnel. The board coordinates
departmental training activities and integrated exercises. 1In
addition, the board functions as a habitability board when
required.

d. CONVENING DATES. This board will convene at least
monthly.
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3.3.14 PRECIOUS METALS AUDIT BOARD

a. PURPOSE. The Precious Metals Audit Board will be
responsible to the commanding officer for auditing precious
metals in the custody of the dental officer.

b. MEMBERSHIP. The Precious Medals Audit Board will
consist of three members. The members will include at least one
commissioned officer (a dental officer, whenever possible) and
two other members, who may be commissioned officers or
master/senior chief petty officers. The dental officer charged
with the custody of the precious or special dental metals will
not be a member of the audit board.

c. PROCEDURES. The board audits the inventory records,
make a physical inventory of the metals, and dates and signs the
report.

d. CONVENING DATES. This board will convene monthly.

e. REFERENCE. NAVMED P-117, Manual of the Medical
Department

3.3.15 RECREATION COMMITTEE

a. PURPOSE. The Recreation Committee represents all
enlisted personnel in matters concerning the recreational
services program and makes recommendations regarding the conduct
of the program to the commanding officer who will be the fund
administrator.

b. MEMBERSHIP. The Recreation Committee size and
composition should ensure that the interests of all groups of
enlisted personnel are adequately represented. At a minimum
each department should have one representative on the Committee.

c. PROCEDURES. The Recreation Committee provides
recommendations for the recreation program to the commanding
officer via the Recreation Council. Meetings are usually
governed by parliamentary procedure with recommendations being
made by majority rule. FEach member has one vote with the
exception of the RSO who serves in an advisory capacity and does
not vote. The committee meets prior to each council meeting and
reviews the status of recreation funds, equipment and programs.
A written report of the meeting with recommendations is
submitted to the commanding officer with a copy to the
Recreation Council.
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d. CONVENING DATES. The Recreation Committee shall be
convened not less than quarterly and prior to each meeting of
the Recreation Council.

e. REFERENCE. OPNAVINST 1710.9 (series), Administration of
the Morale, Welfare, and Recreation Afloat Recreation Programs

3.3.16 RECREATION COUNCIL

a. PURPOSE. The Recreation Council reviews the
administration of the Recreational Services Program and makes
recommendations to the commanding officer (Fund Administrator)
regarding the program.

b. MEMBERSHIP. Recreation Council members shall be
designated in writing by the commanding officer. The Recreation
Council shall include at least three commissioned and/or warrant
officers in addition to the RSO and the Recreation Fund
Custodian. The total membership of the Recreation Council
should equitably represent all embarked personnel, participating
units, and any special interests. The ship's store officer, the
athletics officer and representative of the recreation committee
should attend meetings in an advisory capacity.

c. PROCEDURES. The Recreation Council shall meet to review
recreational services matters including expenditures of
recreation funds, reports of advisory groups (where
established), and reports of the Recreation Committee to offer
recommendations to the commanding officer concerning recreation
matters, including recreation fund expenditures. Minutes of
each Recreation Council meeting shall be posted in conjunction
with the minutes of the Recreation Committee meeting.

d. CONVENING DATES. The Recreation Council shall meet at
times designated by the chairperson, but not less than
quarterly. In addition, the Recreation Council will meet
whenever the custodian of the recreation fund is relieved or at
any other time as may be directed by the fund administrator.

e. REFERENCES:

(1) OPNAVSINST 1710.11 (series), Operation of Morale,
Welfare and Recreation (MWR) Programs

(2) OPNAVINST 1710.9 (series), Administration of the
Morale, Welfare, and Recreation Afloat Recreation Programs
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3.3.17 ENLISTED SAFETY COMMITTEE

a. PURPOSE. The Enlisted Safety Committee makes
recommendations concerning the unit's safety program to the
safety council and enhances interdepartmental communication in
mishap prevention at division and work center levels. The
Enlisted Safety Committee may be combined into the Safety
Council if desired.

b. MEMBERSHIP. At a minimum the Enlisted Safety Committee
is comprised of; unit's safety officer (senior member), division
safety petty officers, CMAA, representative from each embarked
unit, and recorder.

c. PROCEDURE. The Enlisted Safety Committee will convene
to review the most recent safety bulletins and messages;
exchange information, review mishaps and injuries, suggest
improvements, and provide written recommendations to the safety
council and commanding officer. The safety officer shall retain
minutes of each meeting (electronic or hard copy).

d. CONVENING DATES. The Enlisted Safety Committee shall
convene Quarterly or more often as required.

e. REFERENCE. OPNAVINST 5100.19 (series), Navy Safety and
Occupational Health (SOH) Program Manual for Forces Afloat

3.3.18 SAFETY COUNCIL

a. PURPOSE. The Safety Council will develop
recommendations for policy in safety matters and analyze
progress of the overall safety program.

b. MEMBERSHIP. The council is chaired by the commanding
officer with membership including; unit safety officer (advisor
-recorder), department heads, medical department representative,
CMC, training officer, and representative from each embarked
unit (e.g. air wing safety officer).

c. PROCEDURE. The unit's safety officer will prepare an
agenda for the chairperson's issuance prior to each meeting.
Agenda information should show the extent of any problem(s) and
suggested approaches to problem resolution. The Safety Council
will review statistics compiled by the safety officer and
department heads from the mishap/near mishap reports, inspection
reports (including zone inspections), safety related messages
and directives from higher authority, and reports from the
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medical department representative. The Safety Council will
establish mishap prevention goals and plans, as well as, program
improvement plans based on mishap experience, program
deficiencies and other information. The council will review
issues and recommendations submitted by the enlisted safety
committee. The Safety Council will review compliance with
Operational Risk Management (ORM) implementation in all
applicable operations and evolutions. The council will
continually review and monitor results of procedures and
training. The council will recommend to the commanding officer
action to correct an unsafe or unhealthful condition, any safety
training required unit wide or in a particular area, and provide
an evaluation as to the unit's overall safety status as related
to material, personnel, and training. Since many safety council
members are also on the PBFT and training is integrated with
safety, these boards could meet concurrently or consecutively.
The safety officer will keep records of the safety council
meetings, and minutes will be issued by the chairperson.

d. CONVENING DATES: The safety council shall convene
quarterly or more often if required.

e. REFERENCE. OPNAVINST 5100.19 (series), Navy Safety and
Occupational Health (SOH) Program Manual for Forces Afloat

3.3.19 INFORMATION DOMINANCE PLANNING BOARD

a. PURPOSE. The Information Dominance Planning Board
(IDPB) and its sub-elements, as required by unit type, advises
the commanding officer on the components of information
operations, intelligence integration into ship’s movements,
ship’s acoustic silencing, DoD global information grid
operations, and defensive Cyberspace Operations, electronic
warfare (EW) spectrum management, OPSEC and MILDEC planning
considerations. Sub-elements as required: ship’s acoustic
silencing board, information operations planning and
coordination board, DGO / DCO planning board, IDC-operations
synchronization board, and OPSEC planning board.

b. MEMBERSHIP. The full IDPB shall be chaired by the CO
with the lead from each sub-element.

(1) Ship’s acoustic silencing board consists of the;
executive officer (chairperson), engineer officer, weapons
officer/deck officer, ASW officer, oceanography officer (if
assigned), Intel officer (if assigned), other officers or petty
officers as directed by the commanding officer.
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(2) IO Planning Board consists of the: Senior IDC member
(chairperson), IW officer, Intel officer, operations officer,
navigator (as appropriate), handler (CVN/LHA/LHD), engineer
officer, EW officer, IP officer or senior IT (if assigned), the
assigned or designated Staff Judge Advocate (SJA) and others as
required.

(3) DGO/DCO planning board consists of the; senior IDC
officer (chairperson), CSO, Intel officer, IW officer, CICO,
COMMO, and the assigned or designated SJA.

(4) IDC-operations synchronization board consists of
the; Intel officer (chairperson), IW officer, EW officer, IP
officer or senior IT (if assigned), operations officer, CSO,
CDCO, air operations, navigation officer, and the assigned or
designated SJA.

c. PROCEDURES. 1IDPB advises the commanding officer on
requirements and long range planning objectives for the sub-
elements. IDC should be fully aware of and informed of ship’s
schedule, projected operating environment, and anticipated
threat.

(1) The Ship Silencing Board advises the commanding
officer in developing and executing long range plans for
enhancing the acoustic environment of the ship and recommends
ship silencing procedures. The board assists the engineer
officer in formulating a detailed ship silencing program. It
periodically reviews the plans and instructions for currency.
The board examines the silencing program and recommends steps
necessary for the coordination of all elements in the ship.

(2) IO planning board informs the commanding officer on
incorporating the components of IO into the ship’s schedule,
unit level instructions, and training.

(3) DGO/DCO planning board advises the commanding
officer on planning efforts, training, and threats associated
with protecting the unit from a cyberspace attack.

(4) IDC operations synchronization board ensures proper
synchronization of operations and information efforts throughout
the ship’s planning and execution phases. With the inherent
dependencies between operations and information, synchronization
is necessary for deconfliction and unity of effort.

Enclosure (1)



OPNAVINST 3120.32D
16 JUL 2012

d. REFERENCE. Fleet Intelligence Collection Manual
3.3.20 SPECIAL COURTS-MARTIAL

a. PURPOSE. Special courts-martial exercise military
jurisdiction as set forth in the UCMJ and the MCM.

b. MEMBERSHIP. Each special courts-martial is convened in
accordance with the provisions of the UCMJ and the MCM and

consists of such personnel as are required by law.

c. PROCEDURES. Special courts-martial is conducted in
accordance with the UCMJ and the MCM.

d. CONVENING DATES. Courts convene when directed by the
Convening Authority.

e. REFERENCES:
(1) 10 USC Chapter 47 - Uniform Code of Military Justice
(2) Manual for Courts-Martial, United States

(3) JAG M-5800.7 (series), Manual of the Judge Advocate
General

3.3.21 SUMMARY COURTS-MARTIAL

a. PURPOSE. Summary courts-martial exercise military
jurisdiction as set forth in the UCMJ and the MCM.

b. MEMBERSHIP. Each summary courts-martial will consist of
one commissioned officer appointed by the Convening Authority in

accordance with R.C.M. 1301, MCM.

c. PROCEDURES. Summary Courts-Martial will be conducted in
accordance with the UCMJ and the MCM.

d. CONVENING DATES. Courts shall convene when directed by
the Convening Authority.

e. REFERENCES:
(1) 10 USC Chapter 47 - Uniform Code of Military Justice

(2) Manual for Courts-Martial, United States
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(3) JAG M-5800.7 (series), Manual of the Judge Advocate
General

3.3.22 ENVIRONMENTAL COMPLIANCE BOARD

a. PURPOSE. The Environmental Compliance Board assists the
commanding officer in executing their responsibilities under
environmental laws and regulations.

b. MEMBERSHIP. The board is chaired by the executive
officer with membership including; CMC, safety officer,
department heads, environmental protection/compliance officer
and legal officer.

c. PROCEDURES. The board will monitor the installation’s
compliance with environmental laws as they affect mission and
operations, assess the need for special training, equipment, and
support personnel. The board shall ensure compliance by tenant
commands.

d. CONVENING DATES. The board meets quarterly or as
required.

e. REFERENCE. OPNAVINST 5090.1, Environmental Readiness
Program Manual

3.3.23 ANTITERRORISM/FORCE PROTECTION BOARD

a. PURPOSE. The Antiterrorism/Force Protection (AT/FP)
Board coordinates development and implementation of AT/FP plans
under the direction of the commanding officer.

b. MEMBERSHIP. The working group, whose composition is
determined by the commandeering officer, consists of personnel
from a variety of departments and activities. Membership is
defined in NTTP 3-07.2.1 but typical members include;
antiterrorism officer (ATO), intelligence officer, security
officer, public affairs officer and operations officer.

c. PROCEDURES. 1In addition to assisting the ATO in creating
and maintaining the standing AT/FP plan, the working group also
assists the ATO in drafting required additional plans (e.g., a
foreign port visit).
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d. REFERENCE. NTTP 3-07.2.1, Antiterrorism/Force
Protection

3.4. COLLATERAL DUTIES. All collateral are assigned in a
ship's notice, signed by the commanding officer.

3.4.1 ATHLETICS OFFICER

a. BASIC FUNCTION. The athletics officer plans, promotes,
organizes, and administers the athletic aspects of the
recreational services program.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY. The athletics
officer organizes athletic activities including intramural and
informal athletic activities. They manage the funds, equipment,
and encourage participation in the athletic phase of the
recreational services program. The athletics officer assists
personnel who want to attempt to qualify for national and
international competition as outlined in the Afloat Recreation
Manual.

The athletics officer is also responsible for the procurement
and maintenance of athletic equipment and assigned facilities as
approved by the RSO and commanding officer. Equipment shall
comply with national safety standards and national sports
governing body standards. The athletics officer serves as a
member or an advisor to the Recreation Committee and Recreation
Council, as appropriate.

c. ORGANIZATIONAL RELATIONSHIPS. The athletics officer
reports directly to the RSO regarding the effective management
of the athletic program.

d. REFERENCES:

(1) OPNAVSINST 1710.9 (series), Administration of the
Morale, Welfare, and Afloat Recreation Programs

(2) OPNAVINST 6110.1 (series), Physical Readiness
Program

(3) DoD 7000.14-R, DoD Financial Management Regulation,
Volume 5: Disbursing Policy and Procedures
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