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9 November 1998

INTEGRATED SUPPORT COMMAND PORTSMOUTH INSTRUCTION 1301.4C

Subj:
OFFICER PRIMARY AND COLLATERAL DUTY ASSIGNMENTS

Ref (a) COMDTINST M5000.3 (series), USCG Regulations, Article 7-5-1

1.
PURPOSE. To assign primary and Collateral duties to all Commissioned and warrant officers aff ached to Integrated Support Command Portsmouth.

2.
ACTION.

a.
All assigned officers shall comply with the provisions of this instruction and all existing regulations and pertinent directives as may be issued in the execution of their duties.

b.
Upon relief, when required by regulation or other directive, both parties shall sign a joint letter, addressed to the Commander, acknowledging the transfer of duties and responsibilities. Any discrepancies should be noted, along with recommended solutions.

3
DIRECTIVES AFFECTED. INTSUPRTCOM PORTSVA INST 1301.4B is hereby cancelled.

4.
DISCUSSION. In accordance with the provisions of reference (a), primary and collateral duties for all commissioned and warrant officers attached to Integrated Support Command Portsmouth are generally designated in enclosure (1). However, certain duties may be temporarily detailed to surplus officers or reassigned as circumstances dictate by the Deputy Commander. Those officers shall abide by all existing regulations and pertinent directives as may be issued for execution of their duties.



//S//

R. R. HOUCK

Encl:
(1) Duty Assignments

Dist:
 List I and II

All ISC Portsmouth Officers
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DUTY ASSIGNMENTS

1.
Commanding Officer **

District Director, Coast Guard Mutual Assistance 

Unit Mutual Assistance Representative

2.
Executive Officer **

Chairman, Personnel Management Board

Alternate District Director, Coast Guard Mutual Assistance *

Chairman, Safety Board

Member, Human Relations Committee

TQM Coordinator

Member, Training Board

Chairman, Civilian of the Quarter/Year Board

3.
Personnel Services Division Chief * *

Administrative Officer*

Educational Services Officer*

Security Manager *

Communications Officer

Classified Material Control Officer

Voting Officer

Morale Officer

Senior Member, Examining Board

Unaccompanied Personnel Housing (UPH) Officer *

Mutual Assistance Alternate Check Signing Agent

Member, Civilian of the Quarter/Year Board

4.
Personnel Officer

Personnel Reporting Unit Supervisor

Assistant Representative, CG Mutual Assistance*

Senior Member, Controlled Substances Inventory Board*

Member, Examining Board

Red Cross Blood Drive Coordinator

Barracks Inspection Officer

Discharge Certificate Officer

Transportation Officer

Household Goods Officer

Indebtedness Counselor *

1

*
Requires a designation letter from ISC Commanding Officer

**
Requires a relief letter.
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5.
Area Housing Officer - No collateral duties * **

6.
Leased Housing Contracting Officer/Leased Housing Manager - No collateral duties.

7.
Traffic Manager - No collateral duties.

8.
Local Housing Officer - No collateral duties.

9.
Security Officer

Ordnance Officer

Ordnance Safety Inspector *

Bomb Threat Officer

Assistant Disaster Control Officer

Key Issuing Officer

Classified Material Custodian

Barracks Inspection Officer

Drug Urinalysis Sampling Coordinator *

Member, Control Substances Inventory Board*

Member, Safety Board

Member, Examining Board

10.
Force Optimization and Training Branch Chief- No collateral duties.

11.
AFC-90 Manager

Public Affairs Officer *

12. Reserve Officer Assignment Officer Unit Wellness Coordinator *

13. Training Section Chief

OCS Board Coordinator ISC Training Coordinator

14.
Worklife Officer - No collateral duties.

15.
Decedent Affairs Officer - No collateral duties.

16. Health Services Division Officer (normally the senior of the SDO and SMO). *, **


Chairman, Patient Advisory Committee
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*
Requires a designation letter from ISC Commanding Officer

* * Requires a relief letter.
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17.
Senior Medical Officer Physician

Chairman, Quality Assurance Focus Group

Regional Tri-Services Board

18.
Senior Dental Officer

Assistant, Health Services Division Chief

Member, Quality Assurance Focus Group

Member, Pharmacy and Therapeutics Committee

19.
Medical Administrative Staff Officer

Member, Quality Assurance Focus Group

Member, Examining Board

Member, Pharmacy and therapeutics Committee

Command Representative Regional Tricare Committee

Assistant Chairman, Patient Advisory Committee

20.
Pharmacist

Regional Pharmacy Officer

Secretary, Pharmacy and Therapeutics Committee

Member, Quality Assurance Focus Group

Control Substance Custodian *

21.
Medical Officer Physician's Assistant

Health Services Division Training Officer

Designated Supervising Medical Officer (DSMO) *

Designated Medical Officer Advisor (DMOA)*

Member, Quality Assurance Focus Group

Member, Pharmacy and Therapeutics Committee

22.
Medical Officer Physician's Assistant

Designated Supervising Medical Officer (DSMO) *

Designated Medical Officer Advisor (DSMO) *

Member, Quality Assurance Focus Group

Member, Pharmacy and Therapeutics committee

23.
Medical Officer Physician's Assistant

Designated Supervising Medical Officer (DSMO) *

Designated Medical Officer Advisor (DSMO) *
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*
Requires a designation letter from ISC Commanding Officer

· * Requires a relief letter.
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Member, Quality Assurance Focus Group

Member, Pharmacy and Therapeutics committee

24.
Dentist - No collateral duties

25.
Dentist - No collateral duties.

26.
Comptroller **

Comptroller Division Chief

Chairman, Human Relations Council

Member, Training Board

Command Civil Rights Officer

Survey Officer *

27.
Assistant Comptroller

Assistant Comptroller Division Chief

Member, Examining Board

Member, Audit Board

Local Computer Control Board Member

28.
Chief Accounting Branch - No collateral duties.

29.
Chief Procurement and Supply Branch.

Member, Civilian of the Quarter Board

30.
Chief Property and Logistics Branch *

Supply Officer *

Accountable for Supplies Officer *

Savings Bond Program Coordinator

Claims Investigating Officer

Postal Administration Officer *

Qualified Recycling Program (QRP) Manager *

Member, Controlled Substances Inventory Board*

Member, Examining Board

Member, Audit Board

Property Officer *

31. Contracting Officer's Technical Representative (COTR) for Food Service



Military Civil Rights Counselor *
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*
Requires a designation letter from ISC Commanding Officer

* * Requires a relief letter. 
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32.
Moral, Welfare and Recreation Officer - No collateral duties

33.
Facilities Engineer **

Facilities Engineering Division Chief

Energy Coordinator

Motor Pool Officer

SSMR Officer

Fire Prevention Officer

Driver's License Issuing Officer

NBC Officer

Disaster Control Officer

Casualty Report Officer

Member, Training Board

Member, Audit Board

34.
Deputy, Facilities Engineering Division

Member, Civilian of the Quarter Board

Member, Safety Board

35.
Civil Engineering Coordinator - No collateral duties

36.
Environmental Protection Specialist

Pollution Prevention Coordinator

Hazardous Material Control Officer

37.
Industrial Manager **

Industrial Division Chief

Management Representative, Labor-Management Relations

Landlines Communications Officer

Safety Officer

Member, Training Board

Member, Audit Board

38.
Industrial Manager Assistant

Small Boat Officer

Naval Engineering Officer

Quality Control Officer (Boats)

Assistant Safety Officer

Shipyard Competent Person

Member, Controlled Substances Inventory Board*
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*
Requires a designation letter from ISC Commanding Officer

* * Requires a relief letter. 
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Member, Examining Board

Industrial Pollution Control Officer

Industrial C3 System Manager

Member, Civilian of the Quarter Board

39.
The following collateral duties are not assigned by billet held but on a voluntary basis. Individuals volunteering for these collateral duties will receive an appointment letter the ISC Commanding Officer.

Command Master Chief

Special Ceremonies Detail Coordinator

Command Drug & Alcohol Representative *

Civilian Equal Employment Opportunity Counselor *

Chair, Morale Committee
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*
Requires a designation letter from ISC Commanding Officer

* * Requires a relief letter.
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