


Appendix D: Example of Commander’s Guidance to HQ Staff

General Guidance: Your main purpose is to help me control and administer our unit.
Each of you provides a specific functional role and | expect you to be subject matter
experts in your role. Your core competency, as a Staff, is two fold: Staff Work and
Staff Action. You must excel at both. Below are some broad and general guidelines:
Commit all regular, recurring events to our planning calendar and TEEP
Develop a regular and consistent battle rhythm for recurring meetings and
events

Regularly review our Planning Calendar/TEEP and ensure proper scheduling,
timing, and de-confliction
Seek stability and continuity in Staff assignments. Ideally, 24-month tour
lengths, but no-less-than 12 months

Focus on the Marines, and serving the Marines
Coordinate and communicate with the MAG Staff
Things the CO must view and/or sign personally:

« Serious Incident Reports

* Anything that states a formal command postion

* Any change to a formal policy or order

* Anything that says “no” to higher or adjacent commanders

* Anything that commits our major resources

* Anything that is sensitive or could embarrass the command or MAG
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Specific Guidance:

& Staff Meetings
* Frequency: Weekly
* Run by XO, and attended by HQ Staff and Dept Heads/Chiefs
* Last week of every month: Key indicators brief
& Production Dept Head Meetings
* Frequency: Weekly
*  AMO, AvnSupO, OrdO, AviO
& HQ Staff Updates
* Frequency: Weekly
«  With XO
& Formations

* Frequency: Monthly (All hands)
* Purpose: Awards, troop information, Safety

& All-Hands PT
+ Frequency: Once per month
« Green on green
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Inspections
» Uniform Inspections: Once per quarter

+ BEQ Inspections: Monthly

& Social Events

* Frequency: Two major parties per year: One Summer, One Winter
+ Conduct an all-hands USMC Ball

& CGl Assessments
+ Conduct a preliminary (internal) assessment within 3 months of my taking

command
* Once per year, thereafter

& Block Training
+ Develop a block training construct (integrate all ground training into a

single week-long event) “;
» Frequency: Once per quarter
« Target a certain percentage of Marines per event
# PME
. Officer PME Monthly (led by CO and XO)
+ SNCO PME Monthly (led by SgtMaj) f
* NCO PME Monthly (led by SgtMaj) v
& Holiday Liberty
» Follow Liberty Plan published by HHQ (MEF, MAW, MAG) A
* HARP Forms mandatory s
* Dept Heads: Hold formations prior to liberty sounding

& Frost Calls
« “All Officer” calls are mandatory
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Appendix E: Example of Commander’s Guidance to AvhSu

From: Commanding Officer
To: Aviation Supply Officer

Subj: COMMANDER’s GUIDANCE

1. | want to establish your principle roles and responsibilities regarding the successful
execution of your duties. My guidance to you will entail a solid understanding of my
command philosophy, and my expectation of you as a Marine Officer and Department Head.

1a. Guidance

(1) Command Philosophy — My philosophy of command must be fully understood
by every Marine. The key principles represent a baseline of core ethos that is
indicative of the institutional values of our Corps. Our occupational mission is
to provide effective, efficient, and responsive aviation logistics support to MAG-
XX squadrons. We need to prioritize and balance the unit’s efforts, energy and
productivity by sustaining our core competencies related to aviation logistics and
readiness. The underlying nexus associated with the mission will always stem from
proactive leadership and care of our Marines. We can not succeed without strong,
consistent leadership at all levels.

(2) Principles — Engage your department and ensure your Marines are energetic,
involved, and provide quality leadership. Ensure the following principles are
adhered to and reinforced:

a. Operational Risk Management

b. Leadership by example
c. Proficiency

d. Readiness

e.

Esprit de Corps

1b. Specified responsibilities. You are my trusted Supply Advisor. | want you to be the face/
expert on all Aviation Supply issues for MAG-XX. Additionally, | will count on your feedback
and advice regarding matters that concern the MAG Commanding Officer. | expect the
following from you regarding Department Head leadership:
(1) Lead by example in everything you do and mentor your Officers constantly.
(2) Be visible and continue to work with the Squadrons regarding supply support.
(3) Hold your Marines accountable for their actions and continue to reward them for
their performance when just and warranted.
(4) Encourage your Marines to be physically fit and maintain established weight
standards.
(5) Work with the XO to implement and enforce the CO’s policies (EO, Safety, Sexual
Harassment, etc).
(6) Maintain a trusted relationship with the XO and SgtMa;.
Enforce Marine Corps Training and insure basic requirements are met (dental,



medical, motorcycle safety, personal/professional readiness) within your

Department.

(8) Encourage Resident/Non Resident PME completion. School quotas that are not
met will require explanation to the SgtMaj, XO and |.

(9) Instill in your Marines to do the right thing, the first time, every time and advocate a

basic knowledge of aviation logistics and not just their MOS core competency.

1c. Function. Duties and responsibilities will consist of the following but are not limited in
scope or function:

(1)  Continue to learn and educate your Marines about Airspeed and continuous
process improvement. You will be the sub-level owner of any airspeed process/
event within your department. We will focus on the following:

i. Aircraft availability/readiness
ii. Right Sizing the Inventory
iii. Focusing on mission set inventories
iv. Supply effectiveness by category (O-level IPG-I/Il and I-level IPG-I/II).
v. Rapid deployability and flexibility — reduced footprint and scalable :
modular support W
vi. IMA production while achieving “common sense” cost savings; reduce
BCM-4 actions and increase Supply Material Availability
vii. Help manage and direct the productivity of the IMA through BMT and
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vii. 100% involvement by all (change culture)
ix. Improve process times 4;4‘;

(2)  Continue to attend and represent MALS-XX at aviation logistics conferences.

(3)  Serve as the lead AvnSupO for the XX T/M/S team.

(4)  Continue to work with Wing ALD Supply. You have direct liaison to coordinate any
issues with the Wing AvnSupO but keep me apprised of any significant actions.

(5) Ensure any changes in the command’s policy, formal position on logistics support,
or resource allocation is reviewed by me

(6) Be proficient, objective, professional, and highly informed when dealing with

Contractors. .
(7) Ensure you understand what the CO expects. If you disagree, voice ;
your opinion privately. | will always listen and respect your observations.

2. Inclosing, | will provide you the necessary authority and latitude to serve as an effective gz i
AvnSupO. You are my trusted advisor and must act in this capacity. | will provide basic
guidance, priorities, and mission requirements as a necessary obligation to you. L



Appendix F: Example of Commander’s Guidance to AMO

From: Commanding Officer
To: Aircraft Maintenance Officer

Subj: COMMANDER’S GUIDANCE

1. As the MALS-XX AMO, | want to establish your principle roles and responsibilities
regarding the successful execution of your duties. My guidance to you will entail a solid
understanding of my command philosophy, and my expectation of you as a Marine Officer
and Department Head.

A. Guidance

(1) Command Philosophy. My philosophy of command must be fully understood
by every Marine. The key principles represent a baseline of core ethos that is
indicative of the institutional values of our Corps. Our occupational mission is
to provide effective, efficient, and responsive aviation logistics support to MAG-
XX squadrons. We need to prioritize and balance the unit’s efforts, energy and
productivity by sustaining our core competencies related to aviation logistics and
readiness. The underlying nexus associated with the mission will always stem from
proactive leadership and care of our Marines. We can not succeed without strong,
consistent leadership at all levels.

(2) Principles. Engage your department and ensure your Marines are energetic,
involved, and provide quality leadership. Ensure the following principles are
adhered to and reinforced:

a. Operational Risk Management

b. Leadership by example
c. Proficiency

d. Readiness

e.

Esprit de Corps

B. Specified responsibilities. As the Aviation Maintenance Officer, you are my trusted
Maintenance Advisor. Your numerous years of experience and knowledge are absolutely
critical to the aviation logistics support of our squadron. | will count on your feedback and
advice regarding matters that concern the MAG Commanding Officer. As the Commander,
| am the senior aviation logistics advisor to the MAG CO and | will count on your technical
knowledge to keep me informed. | expect the following from you regarding Department
Head leadership:

(1) Lead by example in everything you do and mentor your Officers constantly.

(2) Be visible and continue to work with the Squadron AMOs (peer to peer regarding
Aviation Maintenance), mentor and develop the MMCOs to be more effective,
efficient, and well.

(3) Hold your Marines accountable.

(4) Encourage your Marines to be physically fit and maintain established weight

standards.
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Work with the XO to implement and enforce the CO'’s intent.
Maintain a trusted relationship with the XO and SgtMaj.
Enforce Marine Corps Training and insure basic requirements are met (dental,
medical, motorcycle safety, personal/professional readiness, rifle/pistol range).
Encourage Resident/Non Resident PME completion (fully qualified). School
quotas that are not met will require explanation to the SgtMaj, XO and |I.

Instill in your Marines to do the right thing, the first time, every time.

C. Function. Your overall duties and responsibilities will consist of the following but is not
limited in scope or function:

(1)

Continue to learn and educate your Marines about Airspeed and continuous
process improvement. You will be the sub-level owner of any airspeed process/
event within your Department. We will focus on the following:
i. Aircraft availability/readiness
ii. IMA production
iii. Improve process times/reliability (quality)
iv. Improve safety and workplace quality of life
v. Improve cross functional relationships and foster technical cross
pollination between the Ordnance, Maintenance and Supply
vi. Partner with external agencies (FST, FRC, Engineering, DLA, NAVICP,
DEPOT, OEM)
Continue to attend and represent MALS-XX at aviation logistical conferences.
Serve as the lead AMO for the XX T/M/S team.
Foster partnership between the MMCOs, Supply, Maintenance and Ordnance.
Continue to work with Wing ALD Maintenance. You have direct liaison to
coordinate any issues with the Wing AMO but keep me apprised of any significant
actions (transfer of aircraft, change in IMP schedules, Downing TDs, etc).
Ensure any changes in the command’s policy, formal position on logistics support,
or resource allocation is reviewed by me.
Be proficient, objective, professional, and highly informed when dealing with
Contractors.
Ensure you understand what the CO expects. If you disagree, voice
your opinion privately. | will always listen and respect your observations.

2. In closing, | will provide you the necessary authority and latitude to serve as an effective
AMO. You are my trusted advisor and must act in this capacity. | will provide basic

guidance, priorities, and mission requirements as a necessary obligation to you.
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MCO 1553.3A

MCO 3500.27B
MCO 4450.12A

MCO 5040.6H

MCO 5100.19E
MCO 5100.29A
MCO 5100.30B

MCO 5100.32
MCO 5104.1B
MCO 5104.2

MCO 5104.3A
MCO 5110.1C
MCO 6200.1E
MCO 6260.1E

MCO 8020.13

MCO 10330.2D

MCO P1710.30E
MCO P3040.4E

NAVMC Dir 5100.8

MCO P5102.1B

MCO P8020.10A

MCO P8020.11

MCO P11000.11B

Marine Corps Orders

Unit Training Management (UTM)

Operational Risk Management (W/ Erratum)
Storage and Handling of Hazardous Material

Marine Corps Inspections & Assessments
Marine Corps Traffic Safety Program (DRIVESAFE)
Marine Corps Safety Program

Marine Corps Off-Duty & Recreation (RODS) Safety Pro-
gram

Marine Corps Safety Awards Program

Navy Laser Hazards Control Program

Marine Corps Radio Frequency Electromagnetic Field Per-
sonnel Protection Program

Marine Corps Radiation Safety Program

Motor Vehicle Traffic Supervision

Heat Injury Prevention Program (W/Ch1)

Marine Corps Hearing Conservation Program

Explosive Safety Review, Oversight, and Verification of
Response Actions Involving Military Munitions

Storage and Handling of Liquefied and Gaseous Com-
pressed Gasses and Their Full and Empty Cylinders

Marine Corps Children & Youth Programs (CYTP)
Marine Corps Casualty Procedures Manual

Marine Corps Occupational Safety and Health (OSH) Pro-

gram Manual
Navy & Marine Corps Mishap and Safety Investigation,

Reporting, and Record Keeping Manual
Marine Corps Ammunition Management and Explosives

Safety Policy Manual

Department of the Navy Explosives Safety Policy (W/ Er-
ratum)

Marine Corps Fire Protection & Emergency Services Pro-
gram

01/22/04
08/20/04

01/13/99
03/18/07
12/29/00
07/01/04

07/29/08

10/01/01
09/24/02

04/27/95

06/13/03
07/08/88
06/06/02
04/05/00

10/14/03

06/16/00

06/24/04
02/27/03

05/15/06

01/07/05

04/03/02

02/15/00

01/09/97



DoD Directives & Instructions

DoDD 4715.1E Environmental Safety & Occupational Health (ESOH) 03/19/05
DoDI 6050.5 DoD Hazard Communication Program 08/15/06
DoDI 6055.1 DoD Safety and Occupational Health (SOH) Program 08/19/98
DoDI 6055 .4 DoD Traffic Safety Program 07/20/99
DoDI 6055.5 Occupational and Environmental Health (OEH) 11/11/08 i
DoDI 6055.6 Fire and Emergency Services (F&ES) Program 12/21/06 4
DoDI 6055.7 Accident Investigation, Reporting, and Record Keeping 10/03/00
DoDI 6055.8 Occupational Radiation Protection Program 05/06/96

Protection of DoD Personnel from Exposure to Radiofre-

DoDI6055.11 quency Radiation and Military Exempt Lasers 05/06/96 "'
DoDI 6055.12 DoD Hearing Conservation Program (HCP) 03/05/04 .

Executive / Federal :
Public Law 91-596  Occupational Safety and Health Act of 1970 -

Executive Order12196 Occupational Safety and Health Programs for Federal Employees

29 CFR Part 1960 Basic Program Elements for Federal Employee OSH Programs

-----
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