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INTEGRATED SUPPORT COMMAND PORTSMOUTH INSTRUCTION 5060.2F

Subj:
PROCEDURES FOR PERSONNEL INSPECTIONS

Ref:
(a) COMDTINST M1020.6D, Coast Guard Uniform Regulations

1.
PURPOSE. This instruction establishes procedures and responsibilities for personnel inspections.

2.
ACTION. Division officers shall ensure their personnel comply with the contents of this Instruction.

3.
DIRECTIVES AFFECTED. INTSUPRTCOM PORTSVA INST 5060.2E is

hereby cancelled.

4.
DISCUSSION. Official personnel inspections will be held on a quarterly basis to ensure personnel are maintaining proper uniforms and meeting the grooming standards. Normally, personnel inspections will be held on the second Wednesday of the quarter. Award presentations will be held immediately after the personnel inspection at Portside. It is each member’s responsibility to ensure his/her own familiarization and compliance with the uniform regulations (reference (a)).

5.
RESPONSIBILITIES. To ensure each personnel inspection is properly prepared, the following divisional responsibilities are assigned:

a.
Personnel Services Division:

(1)
Color Guard

(2)
Traffic Control

b.
Facilities Engineering Division: Site preparation.

c.
Industrial Services Division: Public address system.

      d.  Comptroller Division: Reserve Portside and arrange seating.
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6.
UNIFORMS. The uniform shall be in the Uniform of the Day (either Tropical Blue Long, Operation Dress Uniform or Service Dress Bravo depending on the season) with combination cap or ball cap as applicable. Women shall wear trousers and service dress shoes. Changes to the prescribed uniform will be announced at the Commanding Officer’s staff meetings and through the Plan of the Week.

7.
PROCEDURES.

a.
Personnel inspections will normally be held quarterly on the second Wednesday of each quarter. Formation plans are contained in enclosure (1) for outside, in front of the Command Building. For foul weather, inspections will be held in designated areas in each division.   The Division Officer will inspect at foul weather parade unless stated otherwise.  The inspection will normally proceed as outlined in enclosure (2). Formation areas will be announced at the Commanding Officer’s staff meetings and through the Plan of the Week.

b.
Personnel will muster 10 minutes prior to the scheduled personnel inspection. Personnel shall take formation within the division by rank, forming two or three squads as necessary to “open ranks” spacing. Division Officers will muster their respective divisions. In the absence of the division officer, the next senior officer in that division will be the mustering officer.

c.
Approximately five minutes prior to the event, division officers will call their division to “Attention.” They shall then order “Dress Right” and check the alignment of each rank. Division Officers will assume a position three paces forward of and centered on their division. Divisions may be placed at “Parade Rest”, pending arrival of the Executive Officer.

d.
Reports from division officers will be conducted in sequence, commencing with the Health Services Division.

e.
When the command “Prepare for Inspection” is given, division officers will take a position one pace to the right of the senior person in the first squad of their division.

f.
Upon arrival of the official inspection party, the Division Officer will properly greet the inspecting officer and fall in with the inspection party behind the recording yeoman. The Division Officer will normally inspect divisions not inspected by the official inspecting party.

g.
After each division is inspected, it will be placed at parade rest. The Division Officer will assume a position three paces forward of and centered on their division.

h.
Upon completion of the inspection and the departure of the Commanding Officer, the Executive Officer will give the command, “Company Attention, Division Officers, take charge of your divisions and prepare for the presentation of awards.” Divisions may then be dismissed and proceed to the site of the awards ceremony.




//S//

T.R. CAHILL

End:
(1) Outdoor Fair Weather Parade Formation

(2)
Ceremony Scenario

Dist:
List I
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Personnel Inspection

Muster Personnel

Division Officers
“At Close Interval, Dress right, Dress:


(When ranks are aligned)


“Ready Front”

Official Party Arrives

Executive Officer
“Company, Attention”


“Report”


(Division Officer provide their reports)

Executive Officer (If outdoors)
(As attention to colors is played)


“Hand Salute”


(After the last note is played)


“Ready Two”

Executive Officer (If indoors)
“Present the Colors”


“Hand salute”


(When the Colors are in place)


“Ready, Two”

Executive Officer
(CO and XO face each other after colors) 


“Sir, all hands are present or accounted for”

Commanding Officer
“Prepare for Inspection”

Executive Officer
“Division Officers prepare for inspection”


(Division Officers take position at the front row next to the senior person in formation.)

Executive Officer
“The CO will inspect ________________ Division” 


“I will inspect ____________________ Division” 


“Division Officers of the other Divisions will inspect their own Divisions.”


(Division Officers may place their Divisions at parade rest when they complete their inspection.)

Executive Officer
(After all Divisions have completed inspection)


“Company, Attention”


“Division Officers, take charge of your Divisions and prepare for the awards Presentation”
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