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LETTER OF PROMULGATION

1. Purpose. This publication prescribes the pattern of organiza-
tion for the Coast Guard and fixes the areas of authority and
responsibility which are hereby delegated to subordinate components
by the Commandant. The manual assigns to various components of
organization those functions which must be performed in order to
attain the overall objectives of the Coast Guard.

2. Applicability. The provisions of this manual are mandatory,
not merely suggestive. A sound organization plan, clearly defined
and well understood, is indispensable to the successful conduct of
the Coast Guard program.

3. Cancellation. This manual supersedes and cancels the previous
Organization Manual, issued 12 October 1966.

4. Amendments. Changes will be published in consecutively numbered
amendments.
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ORGANIZATION MANUAL

SUMMARY OF CHANGES

1. All referencesto the Coast Guard as a component of the Treasury
Department have been changed to reflect the transfer of the Coast
Guard .to the Department of Transportation as a major component there-
of.

2. A Chart of the Department of Transportation has been added as
Chart No. 1.

3. District boundary lines for the Eastern Area have been revised as
shown on Chart No. 1B. (Complete description outlined in U.S. Coast
Guard Regulations, CG-300).

4. Chart No. 2A has been revised to show major changes in Coast Guard
organization structure.

5. The Office of Public and International Affairs (A) has been estab-
lished directly under the Commandant, with the transfer of certain organi-
zational units and specific functions, and the addition of newly created
units. The new organizational structure is summarized on page 2-1 .
Principal changes include:

(a) Transfer of the Public Information Division from the Chief of

Staff, without change.

of Staff and the transfer of functions to the newly created ILegislative
Affairs Division.

(b) Abolishment of the Congressional Liaison Officer under the Chief .

(c) Abolishment of the Deputy Employment Policy Officer under the
Chief of Staff and the transfer of functions to the newly created Equal
Opportunity Division.

(d) Abolishment of the International Maritime Safety Coordinating
Staff and the transfer of functions to the newly created International
Affairs Division.

(e) Transfer of functions of the Telecommunications Liaison Staff
from Chief of Staff and elevation to Division status.

(f) Establishment of the Ports and Waterways Liaison Division to
assume additional responsibilities in that area.

6. The Office of the Chief of Staff (CCS) has been reorganized, re-

aligning present Chief of Staff and other Headquarters functions under -
two newly created staff elements reporting directly to the Chief of Staff --

an Assistant Chief of Staff for Management (CSMA) and an Assistant Chief of

Staff for Planning, Programming and Budgeting (CSPA). The former position

of Deputy Chief of Staff is abolished. The new organizational structure

is summarized on page _ 2-1 .
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The reofganization provides for the shifting of numerous functions
within the Headquarters organization with the principal changes being
centered on the establishment of the two Assistant Chiefs of Staff as
follows:

a. Assistant Chief of Staff for Management (CSMA)

(1) The Management Analysis Division (CMA) will replace the
former CAM and assume the following additional functions:

(a) The total Position Management Program, including man-
power utilization and position classification, which were formerly as-

signed to CPA and PC, respectively.

(b) The administration of mail and postal matters, previously
a function of the Comptroller.

(¢) The coordination and investigation of General Accounting
Office reports, administered by CPA in the past.

(2) The Data Systems Division (CDS) will replace FD, formerly
under the Comptroller, and take on the following additional functions --
carried out jointly in the past by FD and CAM:

(a) Data processing planning and research.

(b) Recommend appropriate action concerning contracts and pro-
posals relating to data processing equipment and services.

(c) Monitoring and evaluating the performance of automatic
data processing equipment.

(3) The Administrative Services Division. (CAS) will replace- CHS,
and assume the following.additional functions:

(a) Administration of the Headquarters Civilian Personnel Pro-
gram, formerly a PC function.

(b) Supervision over the Headquarters Military and Civilian
Health Units and Dental Clinic, all directed by PM in the past.

(c) Supervision of the Headquarters Special Order Exchange,
a Comptroller function previously.
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(4) The Safety Staff (CSMA-1) will function under the Assistant
Chief of Staff for Management (CSMA).

b. Assistant Chief of Staff for Planning, Programming and Budgeting (CSPA) '

(1) The newly established Plans Evaluation Division (CPE) will
assume the functions of the Long-Range Plans Branch of the former CPA,
as well as the operations research function formerly under CAM.

(2) The new Programs Division (CPA) will be made up of the Pro-
grams Branch and part of the Personnel Allowance Branch of the former CPA.

(3) The Budget Division (CBD) will retain its present functions, .
and only its title will be changed. |

(4) The Federal Aviation Administration and Chief, Naval Operations -

Liaison Officers will report directly to the Assistant Chief of Staff for Plah-
ning, Programming and Budgeting(CSPA),instead of to the Chief of Staff.

¢. Legal Staff (CL),formerly the Legal Division, will continue to
function under the general direction of the Chief of Staff.

7. A Special Projects Staff has -been established in the Office of Merchant
Marine Safety.

8. The Hazardous Materialsand the Merchant Vessel Documentation Divisions
have been established in the Office of Merchant Marine Safety.

9. The Office of Operations has been reorganized to realign present func- .
tions under six Divisions and four staffs. The new organization structure
is summarized on page 2-2 . Principal changes include:

(a) Disestablishment of the Aviation Units, Floating Units, and Shore
Units Divisions and the absorption of their functions by the Aids to Navi-
gation and the Search and Rescue Divisions.

(b) Redesignation of the former\Auxiliary, Communications, and Intel-
ligence Divisions as "Staffs" and the addition of the Plans and Program
Staff.

(c¢) Change of name of the "Port Security and Law Enforcement Division
to "Law Enforcement Division'”; and "Recreational Boating Safety Division"
g y
to "Boating Safety Division'.

10. The Great Lakes Pilotage Staff has been assigned as a component of
the Ninth Coast Guard District.

11. The functions of the Contract Appeals Board have been transferred from
the Chief of Staff to the Department of Transportation.
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12. The following functions were transferred from Corps of Engineers
to Department of Transportation by PL 89-670 and then delegated to the
Coast Guard by DOT Order 1100.1:

(a) Approval of the location and clearances of bridges over the
navigable waters (33 USC 401, 491 et seq. 525 et seq).

(b) Administration of the alteration of obstructive bridges
(33 USC 511 et seq).

(¢) Regulation of drawbridge operation (33 USC 499).

(d) Establishment and administration of anchorages (33 USC 180,
258, 332, 471).

(e) Administration of 0il Pollution Act of 1961 (33 USC 1001 et
seq).

13. The Coast Guard Institute, formerly under the Training Center at
Groton, is now an independent Headquarters Unit, relocated in Oklahoma
City, Okla,
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METHOD OF AMENDING

All changes to the Organization Manual will be issued in the form of
signed, serially numbered amendments. Each amendment will transmit
new or revised pages and will contain a brief descripticon of the
change being effected together with such other specific instructions
as may be necessary. New or revised pages will bear a notation of
the amendment by which they were transmitted. Commanding Officers
shall insure up-to-date maintenance of all copies of the manual fur-
nished to their units (see CG Regulations, Chapter 1, Part 4).

DISTRIBUTION OF AMENDMENTS

Amendments will be distributed by Headquarters only to units required
to have the manual. Distribution will be as indicated on the letter
of promulgation to this manual. The Directives, Publications and
Reports Index (CG-236) will reflect the distribution and any changes
made thereto and will indicate the number of the last issued amendment.

RECORD OF AMENDMENTS

Amendment No. Dated Date Entered Entered by

9

10

11

12

13

14
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ORGANIZATION MANUAL
PREFACE

CHARACTERISTICS OF ORGANIZATION

There are certain fundamental characteristics which are the founda-
tions of the principles of organization. These characteristics and
principles have applicability in every organization, regardless of its
over~all mission, objectives, and size.

Organization is the form of every human associlation for the attain-
ment of a common purpose. An organization 1is created where two or more
individuals combine their efforts to accomplish a task which no single
individual can accomplish unaided. Such organization presupposes that:

1. The task to be accomplished cannot be accomplished by the
sole efforts of an individual.

2. The task when accomplished will benefit all elements of the
organization in some manner, thus establishing a community of
interest.

3. The community of interest will cause all elements com-
prising the organization to pool their efforts in cooperative
endeavor.

4, The associated, cooperative efforts of all elements of the
organization will be so directed as to secure unity of effort, . ‘
i.e., the work must be coordinated, Such coordination becomes !
the fundamental reason for organization.

In most cases the size, complexity, and operations of an organization
preclude the singular assumption of the coordinator's role by the head of
the organization. It becomes necessary, therefore, for that individual to
multiply himself, in effect, by dividing his responsibilities among sub-
heads in successively lesser areas of responsibility. This division of re-
sponsibility establishes different fields of endeavor, effort in which when
combined serves to accomplish the common mission. In passing down re-
sponsibilities, the head of the organization, at the same time, passes down
so much of his authority as is commensurate with the responsibilities to be
discharged.

In this connection, it is important to emphasize that the head of .
the organization, in passing down or delegating a part of his authority
and responsibility, does not in any manner divorce himself of his end or
total responsibility in the matter, nor does he divest himself of any
degree of his authority. He must retain end responsibility; with regard
to authority, action by a subordinate can result only from the exercise
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‘ of authority in the name of the head. Rarely can there be an outright
delegation of a responsibility and commensurate authority; where such
is intended it must be definitely so specified and clearly understood
by all concerned.

PRINCIPLES OF ORGANIZATION

In developing the pattern of Coast Guard organization and the
Organization Manual every effort has been made to assure, insofar as
- possible, adherence to and consistency with the commonly accepted
basic principles of organization. These principles have, in fact,
established the objectives of Coast Guard organization. A recognition
- and understanding of these principles should lead to a clearer compre-
hension of the purposes of Coast Guard organization generally, and of
this Manual particularly. ‘

Recognition of the characteristics of organization, as stated above,
results in the establishment of four basic principles:

1. The Principles of Unity of Command, which requires that each
individual in the organization be responsible to only one
superior, and be responsible for all elements below him in the
scalar chain.

2. The Principle of Delegation of Authority, which requires that

whenever a subordinate be assigned a responsibility, he, at the

’ same time, be delegated so much authority as will enable him to
perform the task attached to the responsibility.

3. The Principle of Homogeneous Assignment, which requires that
the delegation of responsibility and authority be clearly
defined into like or related fields of endeavor, insofar as
possible.

4. The Principle of Span of Control, which requires that the scope
and amount of executive direction imposed upon an individual be

tempered by a recognition of the limitations of professional
ability and knowledge, personality and energy, numbers of
individuals to be supervised, time, distance, etc.

More completely stated, adherence to these principles of organi-
zation establishes these requirements, that within the organization:

1. Every necessary function involved in the over-all mission and
- objective is assigned to a component of the organization.
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2. No function is assigned to more than one individual component of ‘
organization. Overlapping responsibility causes confusion and
delay. While several such components may contribute to the
accomplishment of a specific function, in reality the components
perform individual tasks which make up the whole.

3. Within a component of organization the responsibility of higher
authority for action of its subordinates is absolute.

4. The line of formal authority (chain of command) from top to -
bottom is clearly defined.

5. The responsibilities assigned to each component of an organi- -
zation are well defined in writing and capable of being understood,

6. Responsibility for a function is matched by the authority neces-
sary to perform that function.

7. Channels of command are not violated by any individual or by any
component.

8. Channels or lines of communications (as distinct from channels
of command) from working levels to supervisory levels are un-
encumbered as possible, through elimination, wherever possible,
of intermediate levels.

9. Authority for action is decentralized to the components and the ‘
individuals responsible for actual performance of an operation to
the greatest extent possible, so long as such decentralization
does not hamper necessary control over policy or the standard-
ization of procedures.

10. Each member of an organization from top to bottom knows (a) to
whom he reports, and (b) who reports to him.

11. No member of an organization reports to more than one superior.

12, Individuals or components reporting directly to a superior do not
exceed a number which can be feasibly and effectively coordinated
and directed by that superior; at the same time excessive

"layering'" is avoided.

13. Components of organization are not permitted to grow so elaborate
as to hinder effective performance of work.

THE FUNCTIONS OF MANAGEMENT (EXERCISE OF COMMAND) .

The over=all job of management or the exercise of command may be
broken down into the following functions:
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1. Planning, which consists of forecasting from present or past con-
ditions the future probabilities and possibilities, and of pre-
paring the operations for the job.

2. Organizing, which is the provision and arrangement of the appropriate
human and material resources for the purpose of effecting the plan.

3. Directing, which is the setting of the organization to work and
keeping it working in accordance with the plan.

4. Coordinating, which means giving things and actions their proper
proportions, adapting the means to the end, and unifying the dis-
connected efforts into an integrated whole. It involves close
attention to the organization in action to insure that harmony and
balance are preserved in working toward one general objective.

5. Controlling, which is seeing that everything is carried out in
accordance with: (a) the plan that has been adopted; (b) the
organization which has been set up; and, (c¢) the instructions
which have been issued. It is the constant checking of results.

The Commandant, as the '"manager' of the Coast Guard, and all other
officers exercising command are concerned with these functions as they
relate to the echelon of organization for which each is responsible
within the limits of policy, doctrine and procedure established by
higher authority in the chain of command.

When an organization is small, the manager himself can execute all
of his functions. However, as the organization becomes larger it is
increasingly necessary for the manager to delegate part or parts of his
functions to subordinates. These subordinates as a group comprise his
staff. The concept of staff is an essential feature of Coast Guard
organization and is reflected in this Manual.

THE CONCEPT OF STAFF

The basic elements underlying the concept of staff may be summarized
as follows:

1. The staff is a completely organized, informative, advisory, and
supervisory group rendering service to the manager in regard to one
or more of the functions of management.

2. The relationship between line and staff is constant.

3. A staff officer has no authority to issue instructions or orders

except to his immediate component directly, or as he may be
specifically delegated to do so 'by direction."
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When a commander delegates this authority, he does not delegate his

own responsibility. The authority and responsibility he delegates is a '
personal matter between himself and the staff officer concerned. To .
the outsider and subordinate, the authority and responsibility is that

of the commander.

4., In the exercise of his function, while the staff officer may give
orders in the name of superior authority, he possesses no power of
command. His function is theory and interpretation. To this the
staff officer adds the duty of supervision to see that plans are
carried out, but even this duty in itself confers no powers of command.

5. The staff is not merely the advisory coordinator of plans. It is
the channel through which decisions, based on these plans, become
effective.

6. The vital element is the plan and the preparation of a completely
coordinated plan requires collective and coordinated staff effort.

7. The general plan is passed down the normal line with full under-
standing, while the technical details pass, in effect, through the
technical side lines until they reach the technicians charged with
the actual performance of these functionms.

THE FUNDAMENTAL OBJECTIVE OF COAST GUARD ORGANIZATION

The intent of the foregoing material is to provide a summary de-
scription of the broad aspects of organization and the manner in ‘
which these elements are applicable to Coast Guard organization. Since
the Organization Manual in its present form is primarily concerned with
staff components of organization, emphasis has necessarily been placed
upon the assignment and definition of staff functions within the Coast
Guard pattern of organization. The functional statements which make up
the Organization Manual comprise the specific charges of responsibility
upon the organizational components to which they have been assigned.

However, there must be in the mind of each member of the Coast Guard
organization a constant awareness of the fundamental charge upon the
Service which is paramount to and superimposed upon the specific duties
of each segment of the organization. That basic charge demands at all
times the performance of every Coast Guard duty in the most efficient
and economical manner. Each operation, each newly-designed procedure,
each action of the Service must meet the test of compatibility with =
this requirement. Only if this objective is maintained - only if
effectiveness is a constant byword - can the expenditure of the tax-
payers' money be considered fully justified. This is an objective .
uniformly and jointly imposed upon each individual and each unit in the
Service and one to which all effort individual and collective must in-
cessantly contribute.
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GLOSSARY

A common understanding and interpretation of the language of organ-
ization is essential. For convenience, a listing of definitions of about
one hundred selected terms frequently used in connection with organization
is included at this point. Every effort has been made to use each of
these terms in its proper sense wherever it appears in the Manual in order
to best achieve clarity of statement and consistence of intent.

DEFINITIONS

ACTION - An act or thing done; the act or process of producing an effect
or performing a function; the doing of something.

ACTIVITY - (1) A unit, organization or component thereof performing a
function or mission.

(2) A function or mission.

ADMINISTER - To manage or direct the execution, appllcation or conduct of,
as in administering a program.

ADVISE -~ To recommend a course of actionj to counsel; to give advice to
(not simply to tell or inform).

AUTHORITY - Legal or rightful power; a right to command or act; dominion
or jurisdiction.

CLEAR - To obtain the concurrence, approval or nondissent of other offices
prior to final signature.

COLLABORATE - To work and act jointly with others.

COMMAND - (1) The authority that an individual exercises over his sub-
ordinates because of his rank and assignment.

(2) An order given by a commander; that is, the will of the
commander expressed in a definite form for bringing about a
particular action in a specific way.

(3) A unit or units, or an area, under the command of one
individual.

COMMAND, CHAIN OF -~ The succession of commanding officers from a superior
to a subordinate through which command is exercised (also called command
channel).
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CONTROL (VERB) - To exercise directing, guiding or restralning power over;
to check or regulate, to keep within limits. ‘

CONTROL (NOUN) - Authority which may be less than full command exercised
by a commander over part of the activities of subordinate or other
organizations.

CONTROL, ADMINISTRATIVE -~ Authority to direct the logistic activities of
a unit in fiscal, supply, engineering, and personnel matters.

CONTROL; OPERATIONAL - Authority to direct the activities of a unit in the
performance of its operational mission (including the operational require-
ments common to all Coast Guard units (see Sec. III, p A-2, OPFAC) and
such additional tasks as may be assigned by competént authority.

CONTROL, TECHNICAL - The spec1alized or professional guidance and direction
exercised in technical matters.

COORDINATE - To bring into common action; to harmonize.

DECISION - In an estimate of the situation, a clear and concise statement
of the line of action intended to be followed by the commander as the one
most favorable to the successful accomplishment of his mission. '

DIRECT - To give an order or instruction to; to cause the following of a
course of action.

DIRECTIVE - (1) A military communication in which a policy is established ‘
or a specific action is ordered.

(2) A plan issued with a view to placing it in effect when so
directed, or in the event that a stated contingency arises.

(3) Generally, any communication which initiates or governs
action, conduct, or procedure.

DISSEMINATE - To spread information or ideas (usually in the sense of a
diffused or widespread audience).

DISTRIBUTE -~ To apportion or deal out (as in distributing literature, mail,
etc.).

DOCTRINE - A compilation of policies and principles, applicable to a
subject, which have been developed through experience or by theory, that
represents the best available thought, and indicate and guide but do not
bind in practice. Its purpose is to provide that understanding within a
force or organization which generates mutual confidence between the
commander and his subordinates in order that timely and effective action
will be taken by all concerned in the absence of instructions.
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ECHELON - Each of the several layers or levels of organization or command.

ESTABLISHMENT, SHORE ~ The collective shore organization and physical
plant; also used to denote a single unit comprising the collective estab-
lishment. '

EXECUTE - To give effect toj to folldw out or through to the end as a
purpose.

EXERCISE - To bring to bear or employ actively (as in exercising authority
or influence).

FACILITY - Generally, any part or adjunct of an activity which contributes
to the performance of its function by providing some specific type of
physical assistance.

FORMULATE - To develop or devise a statement of policy or procedure; to
put in a systematized statement as in a statement of procedure; to develop
the details or terms of.

FUNCTION - A responsibility, mission, duty, or task, special purpose or
office.

GUIDE - To regulate or manage; to govern; (guide implies more personal or
immediate conduct or supervision than direct).

IMPLEMENT - To carry out; to perform acts essential to the execution of a
plan or program; to give effect to.

INDOCTRINATE - To instruct in the principles, to teach, or imbue with
doctrine.

INITIATE - To originate; to introduce in the first instance; to cause or
bring to pass by original act, as in originating a plan, policy, or pro-
cedure. ,

ISSUE - To release or send; to publish.

LIAISON - That contact or intercommunication maintained between parts of
an organization or between two or more organizations to insure mutual
understanding and unity of purpose and action. It is often aided by ex-
change of or collateral duty assignment of personnel in order to keep up
an exchange of information.
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LOGISTICS ~ That part of the entire activity which deals with: (1) design
and development, acquisition, storage, movement, distribution, maintenance,
evacuation and disposition of materiel; (2) induction, classification,
training, assignment, separation, movement, evacuation, and welfare of per-
sonnel; (3) acquisition or construction, maintenance, operation, and dis-
position of facilities; and (4) acquisition or furnishing of services. It
comprises both planning (including determination of requirements) and
implementation.

MAINTENANCE - (1) All action taken to retain materiel in a serviceable
condition or to restore it to serviceability where it is
unserviceable. Thus, maintenance of materiel includes .
inspection, testing, servicing, classification as to
serviceability, repairs, rebuilding, and reclamation.

(2) All supply, repair and personnel replacement action
taken to keep a force or organization in condition to
carry out its misgsion.

MATERIEL ~ Supplies, stores, and equipment of all types.

MISSION -~ (1) The objective; that is, the task, together with its purpose,
thereby clearly indicating the action to be taken and the reason

therefor.

(2) In common usage, especially when applied to lower level units, ‘
a duty assigned to an individual or unit; a task.

OBJECTIVE ~ An end in view to be attained by the proper employment of
available materiel and personnel.

OPERATE ~ To conduct or perform an activity.

OPERATION - An action, or the carrying out of a mission, whether strategic,
tactical, service, training, or administrative; applied either to a
specific action, or to the whole or aggregate of such actions.

ORDER - A communication written or oral, which conveys instructions from a
superior to a subordinate. In a broad sense the terms "order" and '"command"
are synonymous. However, an order implies discretion as to details of
execution whereas a command does not.

ORGANIZATION - The organic structure; a systematically arranged structure
reflecting the assignment of authority and responsibility and the de-~
lineation of channels of command.
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PERFORM - To carry out or execute some action; to carry out to the finish;
to accomplish.

PLAN (VERB) - To devise or project a method or course of action.

PLAN (NOUN) - (1) A proposed method or scheme of action, procedure, or
arrangement; a '"blueprint" for a course of action.

(2) The form of directive employed by higher echelons of
command in order to permit subordinate commands to prepare
their supporting plans or orders.

POLICY - (1) A settled course adopted and followed by an organization.
(2) Prudence or wisdom in the management of affairs.

PRESCRIBE - To lay down as a guide, direction, or rule of action; to give
direction to with authority.

PROCEDURE - Manner or method of proceeding in a process or course of action;
the continuance of a process or operation; the customary method of con-
ducting an activity.

PROCESS - To subject to some special treatment; to handle in accordance
with a prescribed procedure, as in processing work or requisitions.

PROGRAM - The method of proceeding, generally construed as being the cause
of action envisaged in the plan evolved in the matter; in a broad sense

the term program is descriptive of over-all activity or action, while in a
limited sense, the term is applied restrictively to that action con-
templated in implementation of a specific plan.

RELEASE - To set free (as in releasing information), to permit at a
specified time the publication or dissemination of.

REPRESENT - To serve with delegated or deputed authority; to act for or in
place of.

RESPONSIBILITY - (1) The charge for the accomplishment of a task; account-
ability for a charged duty; whether direct or indirect.

(2) (Primary): the immediate charge or accountability

for the accomplishment of a task; '"working-level" re-
sponsibility not final or complete in character (generally
assigned to subordinate levels within a superior component
with a higher and more final degree of responsibility re-
tained at the higher level).
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RESPONSIBILITY - (3) (Ultimate): the charge or accountability for the \ .
(Continued) accomplishment of a task inherent in the superior level

of a component; last or conclusive in the immediate

chain of consequence (used to distinguish office=-level

responsibility from primary or divisional-level re-

sponsibility, and indicating a degree of responsibility

next below the over-all responsibility of the Commandant).

(4) (General): not specific or concrete; applicable to
the whole; not limited to a precise import; distinct from
a specific charge or accountability.

REVIEW - To go over or examine deliberately or critically (usually with a
view to approval or clearance).

SUBUNIT - A shore establishment added to a shore unit as defined below and
under the latter's duly assigned commanding officer or officer-in-charge,
provided with personnel and materiel for the performance of a specific
operational mission.

SUPERVISE - To oversee for direction; to inspect with authority; to guide
and instruct with immediate responsibility for purpose of performance; to
superintend or lead.

SURVEY - To determine and delineate the form, extent, position, etc., of
a situation; (usually in connection with the gathering of information). .

UNIT - An establishment, floating or shore, under a duly assigned commanding
officer or officer-in-charge, provided with personnel and materiel for. the
performance of a specific operational mission. Units are divided into two
classes for command purposes as follows:

(1) Headquarters units, and

(2) District units.
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PART 1

SUMMARY OF COAST GUARD ORGANIZATION

A. Place of the Coast Guard in the Governmental Structure

I.

III.

The Coast Guard, pursuant to the Act of January 28, 1915, as
amended, is a military service at all times and constitutes
a branch of the armed forces of the United States, operating
as a Service under the Department of Transportation in time
of peace, and as a Service in the Navy in time of war, or
whenever the President shall so direct.

When operating under the Department of Transportatiomny the

" Commandant, as chief of the Service, is responsible to and

reports to the Secretary of the Department of Transportation.
Top representation in the Executive Branch of the government
is afforded by the Secretary of the Department of Transporta-
tion as a member of the Cabinet of the President.

When operating under the Navy Department, the Coast Guard

has status as a Service. The Commandant, as chief, reports

to the Secretary of the Navy and the Chief of Naval Operations
in a manner prescribed by the Navy in wartime directives.

. B. Development of the Coast Guard

I.

The Coast Guard represents in its historical development

since 1790 an amalgamation into one integral Service of the

former Revenue Cutter -Service, the Lifesaving Service, the
Lighthouse Service, and the Bureau of Marine Inspection and

Navigation, the original establishment of which are listed
below. : o

(a) The Revenue Cutter Service - by the Act of August 4, 1790.
(b) The Lifesaving Service - by the Act of June 20, '1874.

(c) The Lighthouse Sexrvice - by ‘the Act of August 7, 1789.

(d) The Bureau of Marine Inspection and Navigation ‘= by the
Act of July 7, 1838, as the Steamboat Inspection ‘Service,
and by the Act of July 5, 1884, as the Bureau
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of Navigation; - by the Act of June 30, 1932, the Bureau

of Navigation and the Steamboat Inspection Service were ‘ ‘
consolidated to form a new bureau known as the Bureau of

Navigation and Steamboat Inspection; - by the Act of May .

27, 1936 the name of this bureau was changed to the Bureau

of Marine Inspection and Navigation.

II. The Coast Guard, as now constituted, developed as a’résult of
the following actions:

(a) By the Act of January 28, 1915, the Revenue Cutter Service N
and the Lifesaving Service were merged to form the Coast
Guard.

(b) By virtue of the Act of April 3, 1939, and in accordance
with Reorganization Plan II of the President proposed
thereunder, approved 9 May 1939, and effective 1 July
1939, the Lighthouse Service was integrated into the
Coast Guard.

(c) By virtue of Executive Order No. 9083, approved and
effective 27 February 1942, the Bureau of Marine In-
spection and Navigation and its functions were trans-
ferred on a temporary basis to the Coast Guard; this
transfer was subsequently made permanent by virtue of
the Act of December 20, 1945, and in accordance with
Reorganization Plan III of the President proposed there-
under, approved and effective 11 July 1946. .

III. By the Act of October 15, 1966 the Coast Guard was transferred
from the Treasury Department to the Department of Transportation,
effective 1 April 1967.

C. Functions of the Coast Guard

I. The Coast Guard, in general terms:

(2) Enforces or assists in the enforcement of all applicable
Federal laws upon the high seas and waters subject to the
jurisdiction of the United States.

(b) Administers laws and promulgates and enforces regulations
for the promotion of safety of life and property on the “
high seas and on waters subject to the jurisdiction of the
United States, covering all matters not specifically dele-
gated by law to some other executive department or reserved .
to the States.
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(c) Develops, establishes, maintains, operates, and conducts, with
due regard to the requirements of national defense, aids to
maritime navigation, icebreaking facilities, oceanographic re-
search, and rescue facilities for the promotion of safety on
and over the high seas and waters subject to the jurisdiction
of the United States.

(d) Maintains a state of readiness to function as a specialized
service in the Navy in time of war.

II. These functions are delineated in detail elsewhere.

D. General Organization

I. The basic organization pattern of the Coast Guard reflects an
assignment of military command and operational and administrative
responsibility and authority among components in Coast Guard Headquarters,
in the District Offices, and in individual units in the field. The Com-
mander, Coast Guard Activities Europe, and European Command shall be
deemed included within the terms District Commanders and District respectively
for general purposes. Duties of the Coast Guard are in most instances
actually performed by individual operating units such as ships, aircraft,
air, light, radio, and lifeboat stations; marine inspection offices; and
individual logistics units such as training centers; bases, depots; and
repair shops. Current listings of and information relative to these
units may be found in the effective edition of Operating Facilities of
the U. S. Coast Guard (OPFAC).

II. The Commandant, assisted by the Headquarters staff, plans, supervises,
and coordinates Coast Guard activities within the several districts, and
gives immediate direction to those special service units in the field which
report directly to Headquarters, even though located within the geographical
limits of a district.

III. The Area Commander, acting as an intermediate echelon of operational
command between the Commandant and the District Commanders and as a senior
operational commander, has substantial latitude and flexibility in judgment
and decision in matters concerning the efficiency, readiness, and operational
control of designated Area units for both peacetime operations, and operations
as a part of the Navy in time of national emergency.

IV. The District Commander, assisted by his staff, provides regional direction

and coordination of the performance of duties by individual field units located
within the geographical limits of the districts.
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VI.
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The chain of military command and operational and administrative ’
control ordinarily runs from the Commandant to the District
Commander, and in turn from the District Commander (in a limited

- sense through the Group or Section Commander, if there be one)

to the Commanding Officer or Officer-in-Charge of a particular
operating or logistics unit. In the case of units reporting
directly to Headquarters (Headquarters Units), the chain of

- conmand runs directly from the Commeandant to the Commanding

Officer of the unit.

Staffs are provided to assist the Commandant and the District
Commander in discharging their respective responsibilities.

Any authority which staff officers have is derived from the *
Commandant or the Digtrict Commander, as the case may be, and
the exercise of all such authority is in the behalf of the
officer from whom the authority stems. Although these assist-
ants are construed to be staff officers, such.status does not -
rreclude them from taking definitive action on a variety of
matters, provided they do so by virtue of a proper delegation
of authority either from the Commandant or from the District
Commander ‘concerned, and, provided further, that they exercise
this authority in the name of the appropriate officer.

Within a staff component of organizatiocn such as an office or

a division at Headquarters or a division in a District Office,

the chain of command for that immediate component ordinarily ’
runs from the military chief of the component through the
military assistant chief (if there be one) to subordinates

within the component. In inferior staff levels such as

Branches in a Digtrict Office, the game principle is generally
applicable. In cases where in the absence of military person-
nel, civilian personnel gerve as or succeed to nominal positions
as chief or assistant chief of a component, they serve in recoge
nized supervisory roles but as such are not considered as being

in the military chain of command. A somewhat similar situation
applies to military or civilien personnel designated as "assistant
to ." Such personnel serve as technical or ad-

minigtrative advisors and are not considered to be in the chain
of command. Exceptions to these general rules may.be specifically
authorized from time to time by the Commandant.
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‘ E. Special Organization

I.

II.

In addition to the levels of organization described in Section
D, there are several special organizational echelons within the
Coast Guard which have been established in order to meet the
requirements imposed by certain peculiar conditions which compli-
cate over-all administration. These special intermediate
echelons have been delegated specific operational and/or ad-
ministrative responsibility and authority to act under certain
circumstances, or have been created to handle special geographic
areas not includable in the District organization. For other
than the European Command, this Manual in its present form does
not include detailed descriptions of these special levels of
organizations or precise statements of their assigned functions,
such information is included in other existing directives.

The special organizations referred to includes European Command,
Section Commands, Group Commands, and Aircraft Maintenance Repre-
sentatives. A summary description of the purposes and responsi-
bilities of these echelons is included in this Manual as Part
VI-Special Organization.
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PART II
. ORGANIZATION OF HEADQUARTERS

A, General Description

t 1. Headquarters, U. S. Coast Guard, consists of the following components
of organization:

a. THE COMMANDANT (C)
1 Assistant Commandant (CA)

« Chief Counsel (CL)

g Chief Hearing Examiner (CE)

' Merchant Marine Council (CMC)

Medical Advisor to the Commandant

Chief, Office of Public and International Affairs (A)

Public Information Division (API)

! legislative Affairs Division (AIA)

a Equal Opportunity Division (AEOQ)

' International Affairs Division (AIA)
Telecommunications Liaison Division (ATL)
Ports and Waterways Liaison Division (AWL)

b. CHIEF OF STAFF (CCS)
L Legal Staff (CL)
Assistant Chief of Staff for Management (CSMA)
Safety Staff (CSMA-1)
. Management Analysis Division (CMA)
Data Systems Division (CDS)
Administrative Services Division (CAS)
Assistant Chief of Staff for Planning, Programming and
Budgeting (CSPA)
ILiaison Officer (CNO)
Liaison Officer (FAA)
Plans Evaluation Division (CPE)
Programs Division (CPA)
Budget Division (CBD)

c. OFFICE OF THE COMPTROLLER (F)
Accounting Division (FA)
Internal Audit Division (FAU)
Payments and Claims Division (FP)
Supply Division (FS)

{ d. OFFICE OF ENGINEERING (E)

- Aeronautical Engineering Division (EAE)
Civil Engineering Division (ECV)
Electronics Engineering Division (EEE)
Naval Engineering Division (ENE)
Testing and Development Division (ETD)
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e. OFFICE OF MERCHANT MARINE SAFETY (M) .
Traveling Inspector Staff
 Planning and Special Projects Staff
Merchant Marine Technical Division (MMT)
Merchant Vessel Inspection Division (MVI)
Merchant Vessel Personnel Division (MVP)
Merchant Vessel Documentation Division (MVD)
Hazardous Materials Division (MHM)
Technical Advisor

f. OFFICE OF OPERATIONS (0)
Plans and Programs Staff (OP)
Aids to Navigation Division (OAN) .
Auxiliary Staff (OA)
Communications Staff (0OC)
Intelligence Staff (0I)
Marine Sciences Division (OMS)
Military Readiness Division (OMR)
Law Enforcement Division (OLE)
Search and Rescue Division (OSR)
Boating Safety Division (ORB)

'g. OFFICE OF PERSONNEL (P)
Civilian Personnel Division Division (PC)
Enlisted Personnel Division (PE)
Medical Division (PM)
Personnel Services Division (PS) .
Officer Personnel Division (PO)
Training and Procurement Division (PTP)

h. OFFICE OF RESERVE (R)
Reserve Administration Division (RA)
Reserve Programs Division (RP)
Reserve Training Division (RT)

2. a. The Commandant directs the policy, legislation, and administration
of the Service under the general supervision of the Secretary of
Transportation. In these matters he is assisted by a staff of administra-
tive and technical assistants who serve as principal advisors to him for
those fields in which they are individually qualified and assigned. The
areas of responsibility for the staff components are briefly indicated
below and are delineated in detail in the statements of functions which
are included in this part. Each staff component is delegated authority
commensurate with its assigned responsibility.

b. The Chief of Staff coordinates policy and program development and
exercises general management and policy control for the Commandant.
The Office of Operations has staff responsibility for assuring effective
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performance of the operational programs of the Coast Guard, and the Office
of Merchant Marine Safety has staff responsibility for carrying out an
adequate regulatory program directed at promoting the safety of the
Merchant Marine. The Offices of Engineering, the Comptroller, Personnel,
and Reserve, as the components of organization charged with the provision
of necessary logistic support, have staff responsibility, as appropriate,
for supplying the technical skill, and the materiel, funds and personnel
required for supporting the over-all operations of the Service. Included
in the staff responsibilities for each of these components is that for
active and realistic mobilization planning. The special staff divisions
under the Chief of Staff perform or provide special services either for
Headquarters or for the Service as a whole. . The special advisors to the
Commandant perform specific tasks assigned and advise the Commandant in
the premises.

c. For the most part, policy is evolved and general plans and pro-
grams for operations and logistic support are developed by the Commandant
for the guidance of and implementation by the individual unit acting
under the direction of the district commander.

d. 1In certain instances, logistic support or special services are
furnished to the Service by units, such as the Academy, the Yard, the
Supply Center, the Training Centers, etc.,which while physically removed
from Headquarters, report directly to and act for the Commandant.

3. The assignment of responsibility to the several major components com-
prising the Headquarters organization may be described more specifically
as follows:

a, The Chief of Staff has staff responsibility for policy and pro-
gram development, coordination and control, with particular reference to
general management activities. In this regard he is generally and
directly assisted by the special staff components immediately under him.

b. OQffice of the Comptroller: The Office of the Comptroller has
staff responsibility for the logistics of the Service that involve the
maintenance of accounts, the disbursement of funds, the audit and examina-
tion of accounts, and the sufficiency of the supply program including the
procurement, storage, and distribution of equipment, supplies, and ser-
vices.

c. Office of Engineering: The Office of Engineering has staff
responsibility for the logistics of the Service that are of an engineering
character, including the design, construction, repair, maintenance, out-
fitting, and alteration of vessels, aircraft, aids to navigation, shore
establishment, machinery, electronic equipment, and utilities.
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d. Office of Merchant Marine Safety: The Office of Merchant Marine
Safety has staff responsibility for the program for prevention of marine
casualties, including the inspection of merchant vessels to insure com-
pliance with established standards, approval of vessel plans and equip-
ment, and the development and application of standards for merchant
marine personnel.

e. Office of Operations: The Office of Operations has staff respon-
sibility for the operational adequacy of the Service in connection with
the saving of life and property at sea and otherwise, the provision of
aids to navigation, maritime law enforcement, general military readiness
and the Coast Guard Auxiliary programs.

f. OQffice of Personnel: The Office of Personnel has staff responsi-
bility for the logistics of the Service that are of a personnel nature,
including the procurement, training, assignment, and separation of per-
sonnel and the provision of medical and morale service,

g. Office of Reserve: The Office of Reserve has staff responsi-
bility for the Reserve logistics of the Service that are of a personnel
nature, including the training, assignment and separation of inactive
Reserve personnel,

h. Office of Public and International Affairs: The Office of Pub-
lic and International Affairs, under the immediate direction of the
Commandant, has staff responsibility for the central coordination of
public and international Coast Guard affairs and will provide direct
coordination in external Coast Guard matters.

4. 1In addition to the major staff components described above, special
advisory bodies (the Merchant Marine Council, the Chief Hearing Examiner,
Medical Advisor, and the Chief Counsel) perform specific tasks in fields
implied by their titles and advise the Commandant in the premises.

B., Functional Statements

1. The functions which are assigned to the chiefs of the various compo-
nents of organization in Headquarters and which are the responsibility
of those individuals are contained on the pages commencing with page 2-7.
The assignment of a specific function to the chief of a component of
organization bestows upon that person the authority which is necessary
to enable him to discharge his responsibility in the matter.

2. Particular attention is directed to the statement of General Respon-
sibilities, page 2-6, which lists those responsibilities which are common
to the heads of all components of organization in Headquarters. By this
means, repititious material in each individual statement of function has
been eliminated or reduced and the manual has been simplified accordingly.
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3. Although care has been taken to make the statements of functions

. comprehensive and clear-cut, error or omission may exist. Any deficien-
cies in the statements should be brought to the attention of the Comman-
dant (CMA).

2-5




ORGANIZATION MANUAL

C. Statement of '
General Responsibilities .

There are certain fundamental responsibilities which are common to
the heads of all components of organization. In order to simplify the
detailed statements of functions, those responsibilities which fall in
this category and are applicable to all components are listed below and
do not appear in the individual statements of functions in this Part.

In the accomplishment of his objectives, the chief of each office
and division shall be respomnsible for:

1. The indoctrination, coordination, and discipline of all personnel

reporting to him. Discipline is used here in its broad sense of com-

plete conformation to every rule of conduct contributing to morale and
efficiency.

2. The coordination of activities of his component with the activities
of each other component.

3. The simplification and consolidation of all activities under him,
and the elimination of such of those activities as are not essential.

4. Assisting other component chiefs as required.

5. The consideration of all communications received by or referred to ‘
him concerning matters for which he is responsible and the effectuation
of appropriate action in each case.

6. Maintaining an adequate record of information for immediate and
future reference purposes.

7. Preparing and rendering reports or returns required as a consequence
of the activities under him and processing such reports and returns

prior to release. This includes the responsibility for keeping informed
of those activities all higher authority and others who may appropriately
need to know.

8. Keeping currently informed on matters which will contribute to the
efficiency of his component. This includes keeping completely informed,

through inspections, review of reports and records, and other means, of -
conditions and requirements, both locally and in the field, that relate

to activities under his cognizance.
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. 9. The preparation and distribution of such directives and instructions
relating to his assigned functions as may be necessary in order to
secure uniform interpretation, understanding, and performance of those
functions on the part of his subordinates.

10. Maintaining internal liaison with other offices and divisions on

matters in which there is a mutual concern, and maintaining external

liaison with other Federal agencies or outside organizations performing
« similar or associated functions.

11. Complying with the commonly accepted tenets and principles of
organization, particularly as they relate to military staff organi-
zation, and for conforming his activities to established service
doctrine.

12. The discharge of any responsibility which might otherwise be imposed

upon him by Coast Guard Regulations or by any effective order or directive
of the Commandant.
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THE COMMANDANT (C)

The Commandant, as the senior officer of the Coast Guard,
acting under the general supervision of the Secretary of the
Department of Transportation, is responsible for administering -
the Service in an economical and efficient manner. He prescribes
broad policies for the government of the Service and generally
directs, supervises, and coordinates Service endeavor and per- _ “
formance. He guides the legislative programs of the Service and
requires compliance with the statutory obligations and requirements
imposed upon it. He establishes and maintains effective liaison
and relations with other agencies of the Federal Government and
with the public in general. Additionally and from time to time,
he serves on interdepartmental or international bodies concerned
with matters in which the Coast Guard has a substantial interest.
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ASSISTANT COMMANDANT (CA)

The Assistant Commandant shall assist the Commandant, as directed,
in the general administration of the Service and shall act as Comman-
dant in the absence of the latter. (There will be maximum flexibility
in the allocation of authority and responsibility between the Comman=-
dant and the Assistant Commandant so that adjustments can readily be
made from time to time as the volume and nature of work necessitate.)
The Assistant Commandant shall keep informed of the approved policies
and programs of the Commandant at all times in order that uniformity
of decision and continuity of action may be constantly assured. The
Assistant Commandant shall determine the action on matters submitted
to the Commandant which do not require the personal attention of the
Commandant, and he shall develop recommendations as to the action to
be taken on matters which require the Commandant's personal attention.
He shall cause to be maintained, through the Chief of Staff, an
effective coordination of the activities of the several components of
organization at Headquarters with particular reference to resolving
questions that might arise as to their respective responsibilities and
the manner of integrating the efforts of the several offices. He shall
consider and take appropriate action upon appeals from actions or
decisions of the Chief of Staff that may be entered by Chiefs of
Offices at Headquarters and by District Commanders.
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CHIEF COUNSEL

The Chief Counsel to the Commandant, as Chief Legal Officer of the
Coast Cuard,shall: -

1. Serve as legal counsel and special assistant to the Commandant
in all matters having legal implication. . -

2. Furnish legal advice and guidance to subordinate officers in
Headquarters and in the Field.

3. Represent the Coast Guard in all legal matters.
4, Serve as Chief, Legal Division; plan and administer all legal pro-
grams of the Coast Guard; and direct and supervise all legal activities

and personnel of the Legal Division.

5. Review for approval or disapproval work with legal implications
prepared in Headquarters administrative offices.

6. Give technical legal advice and guidance to District Legal Officers. ‘
7. Serve as legal advisor to the Merchant Marine Council.
8. Act as Senior Member of the Board for Correction of Military Records

established pursuant to Sec. 207 of the Legislative Reorganization Act
of 1946, as amended, 10 U.S.C., 1552,
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‘ CHIEF HEARING EXAMINER (CE)

Under the general direction and supervision of the Commandant, the
Chief Hearing Examiner shall:

1. Act as an advisor and special assistant to the Commandant in all
non-legal matters involving or affecting hearing procedures conducted
pursuant to R.S. 4450 (46 USC 239), as amended, and the Administrative
Procedure Act, as amended (5 USC, Sec. 1001-1011), and regulations
promulgated thereunder (46 CFR 137).

* 2. Initiate or review proposals in connection with the development of
standard hearing practices and procedures.

3. Indoctrinate the field Hearing Examiners.

4. Coordinate the activities of the several field Hearing Examiners
and review cases heard by such Examiners in order to insure adherence
to policy and compliance with regulations and instructions, and to
secure a uniform level of efficiency in the performance of duty by the
Hearing Examiners.

5. Hear and adjudicate cases, personally, which in the opinion of the
Commandant are of such scope or implication as to warrant hearing and

. adjudication by an Examiner who possesses highly specialized knowledge
and is capable of the exercise of special skill.

6. Review appeals to the Commandant entered by merchant seamen from
decisions of field Examiners in proceedings against licenses, certifi-
cates, and/or Merchant Mariner's documents, and make appropriate
recommendations to the Chief Counsel for consideration in the preparation
of final action with respect to such appeals.
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MERCHANT MARINE COUNCIL (CMC) .

The Merchant Marine Council is a deliberative body established to
advise the Commandant as to policy in connection with and affecting
the safety of the merchant marine. It has no operating authority or
responsibility. The membership of the Council and rules governing its
procedure and activity are set forth elsewhere in existing directives.

Specifically, the Merchant Marine Council shall:

1. Consider proposed merchant marine regulations, type approvals of
equipment, and such other matters as may be referred to it by the
Commandant. .

2. Conduct public hearings when so directed by the Commandant.

3. Provide a forum for the consideration of problems concerning the
public and the maritime industry.

 k Kk k k %

Those members of the Council who are assigned to duty at Headquarters
constitute the Committee of the Council.

Under specific procedures prescribed in existing directives, the
Committee of the Council shall: .

1. Review proposed regulations and type approvals to be considered by
the Council.

2. Prepare the agenda for regular sessions of the Council.

3. Consider other matters referred to it by the Commandant.

 k k k k %

Under the direction and supervision of the Chief, Office of Merchant
Marine Safety, the Secretary of the Merchant Marine Council shall:

1. Prepare, as directed, the agenda for meetings of the Merchant Marine

Council and of the Committee of the Council; record the minutes of .
meetings of the Council and of the Committee of the Council; maintain

required files and records pertinent to the Council and the Committee of

the Council; prepare the recommendations of the Merchant Marine Council

regarding rules and regulations, type approvals, and such other matters

as may be referred to him in proper form for approval by proper authority.
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2. Notify interested parties of proposed changes in rules and regu-
lations as required by the Administrative Procedure Act.

3. 1Issue and have available for distribution an adequate supply of all
rules and regulations approved by proper authority.

4., Compile and distribute the "Proceedings of the Merchant Marine
Council", and the "Merchant Marine Safety Manual."

5. Assist, as required, the Chairmen of the several panels of the
Council in arranging panel meetings, and otherwise.
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MEDICAL ADVISOR TO THE COMMANDANT

As Medical Advisor to the Commandant, the Chief Medical Officer
shall:

1. Counsel and advise the Commandant on interdepartmental and inter-

service agreements for medical care of Coast Guard personnel, the .
significance of legislative matters affecting the medical program of
the Coast Guard and important developments within the Department of
Health, Education and Welfare which affect the Coast Guard medical
program. ‘

2, Serve as Chief, Medical Division and administer the medical program
under the direction of the Chief, Office of Personnel.

3. Administer funds in those subheads placed under the control of the
Medical Advisor to the Commandant.
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OFFICE OF PUBLIC AND INTERNATIONAL AFFAIRS (A)

Under the direction and supervision of the Commandant and Assistant
Commandant, the Chief of the Office of Public and International Affairs
shall:

1. Advise and assist the Commandant and Assistant Commandant on Coast
Guard external public, international affairs, and protocol matters.

2. Advise and assist the Commandant in his capacity as Chairman and
provide the Executive Secretary of the U. S. National Committee for
Prevention of Pollution of the Seas by 0Oil and the SOLAS Subcommittee.

3. Develop and implement comprehensive public and international affairs
programs to promote Coast Guard and Departmental objectives with the
public, Congress, international and intergovernmental committees and
organizations, industry, labor, state, and local governments.

4. Coordinate Coast Guard external relations with Departmental policy
and maintain close liaison with the Department of Transportation Offices
of Public and International Affairs,

5. Coordinate the international Coast Guard programs administered by
the Program Managers, insure their consistency with Coast Guard and
Departmental policy.

6. Determine and assign Coast Guard representatives at international
conferences and on interagency committees, and maintain records of mem-
berships.

7. Supervise and coordinate the activities of the Public Information,

legislative Affairs, Equal Opportunity, International Affairs, Telecom-
munications Liaison, and Ports and Waterways Liaison Divisions.

8. Coordinate Coast Guard external relations with maritime, domestic
shipping, port, and inland waterway groups.

9. Develop coordinated positions and advise the Commandant on external
issues arising from administering the Great Lakes Pilotage and former

Corps of Engineers bridge functions.

10. Administer the Coast Guard program to improve communications with
the public.
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11. Through the Chief of Staff, advise Office Chiefs, and District .
Commanders of problem areas in external relations, and Departmental

policy in these areas.

12. Supervise the coordination and management of the Coast Guard program
to afford the public freedom of access to appropriate government materi-
als.,
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PUBLIC INFORMATION DIVISION (API)

Under the direction and supervision of the Chief, Office of Public
and International Affairs, the Chief, Public Information Division shall:

1. Develop plans for the public information program of the Coast Guard
with a view toward promoting public and internal knowledge and under-
standing of the activities and missions of the Service.

2. Conduct the public information program of the Coast Guard, utilizing
all available public information media, including general releases to
newspapers and press associations, '"hometown' stories and photographs,
radio and television broadcasts, national advertisements, magazine arti-
cles, motion pictures, special exhibits and art presentations.

3. Coordinate the public information program of the Coast Guard with
that of the Department of Transportation and other agencies, as well as
Coast Guard field units, and assure compliance with departmental poli-
cies in this regard.

4. Indoctrinate field personnel relative to basic public information
policies, doctrines, and procedures; give guidance to field personnel in
matters pertaining to their local methods and problems.

5. Prepare, give clearance, cause the distribution of public information
material such as pamphlets, booklets, magazine articles, radio and tele-
vision and motion picture scripts, speeches, films, pictures, and other
visual materials; review for clearance material received in accordance
with existing directives.

6. Survey and analyze public opinion regarding the Service; advise as

to the public relations implications of proposed programs or policies

of the Coast Guard; make appropriate recommendations relative to improve-
ment in Service activities based on analysis of public opinion.

7. Maintain continuing liaison with the press and other mass information
media to facilitate the release of information; collect and clear infor-
mation for release; and answer inquiries of these media and the public.

8. Advise the Office of Persomnnel concerning the training and assignment
of public information personnel.

9. Provide coordination and policy direction for the Audio Visual Unit,

Hollywood, Calif.; the Coast Guard Exhibit Center, Silver Spring, Md.;
and the Fleet Home Town News Center Coast Guard Detail, Great Lakes.
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10. Provide overall guidance, coordination and policy determination for
the operation of Coast Guard museums, the general preservation of Coast
Guard artifacts within the Service, and the donation of Coast Guard
memorabilia to qualified donees.

11. Coordinate the cooperative public information efforts of the
Coast Guard, the Coast Guard Reserve, the Coast Guard Auxiliary and
retired personnel.

12. Coordinate the activities of the Coast Guard Band when appearing
in other than the New London area, and the Coast Guard Honor Guard.

13. Coordinate all launchings and commissionings of major vessels,
change of command and other important ceremonies, provide lists of
proposed sponsors and dignitaries, arrange transportation, accommo-
dations, invitations, and speeches as necessary. Coordinate all dedi-
cations, presentations and ship visits in the Greater Washington, D. C.,
area.

14. Advise on protocol matters as they pertain to Coast Guard cere-
monies and functions.

15. Ensure compliance with the new visual identification program and
provide an image review for all Coast Guard publications and documents.

16. Provide art, photographic, and illustrator services for Head-
quarters staff components, as requested.

17. Coordinate and manage the Coast Guard program to afford the public
freedom of access to appropriate government materials.
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LEGISIATIVE AFFAIRS DIVISION (AIA)

Under the direction and supervision of the Chief, Office of Public.
and International Affairs, the Chief, Legislative Affairs Division shall:

1. Have the primary responsibility for liaison with members and com-
mittees of Congress with respect to Coast Guard matters, except in areas
affecting budgets, appropriations, and other related financial matters.

2. Provide reference service on all questions relating to the activities
of the Congress of the United States, especially as they pertain to the
Coast Guard or are of interest to the Commandant.

3. Maintain extensive general files of House and Senate reports and
documents of Coast Guard or Department of Transportation interests,
including hearings, bills, resolutions, public laws, executive orders,
Congressional Records, and other legislative records.

4, Monitor Coast Guard and other legislative proposals and reports
affecting the Coast Guard including reports and comments referred to the
Coast Guard; maintain liaison with the Chief Counsel, Coast Guard, Office
of Legislative Affairs (DOT), congressional and interest groups on pro-
posed Coast Guard legislation; review (other than for legal purposes) all
documents pertaining to Coast Guard legislation and furnish assistance
and advise in the legislative process.

5. Examine all replies to written requests for information received from
members and committees of Congress for policy sufficiency and to assure
that the question propounded has been answered with clarity and brevity.

6. Confer informally or formally with members of Congress, their staffs,
and staffs of committees of Congress on legislative subjects which in-
volve policies of the Commandant and the operations of the Coast Guard.

7. Arrange for the designation and appearance of witnesses at Congres-
sional hearings; coordinate arrangements for Coast Guard supported travel
for members of Congress and their staffs; and, monitor Congressional
floor debates on matters of Coast Guard interest.
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EQUAL OPPORTUNITY DIVISION (AEOQ) .

Under the direction and supervision of the Chief, Office of Public
and International Affairs the Equal Opportunity Officer shall: '

1. Serve as advisor to the Office Chief and Commandant in implementing
the Federal Equal Opportunity Program of the Coast Guard.

2. Insure compliance with equal opportunity principles and objectives B
in the total process of military and civilian personnel management in
the Coast Guard.

3. Insure compliance with equal opportunity principles and objectives
by private and public organizations receiving funds or other benefits
through contract or other advantageous relations with the Coast Guard,
within the purview of the Civil Rights Act of 1964 and other relevant
Executive Orders and regulations.

4. Establish and maintain effective liaison with the Chief, Office of
Operations, the Comptroller, the Chief, Office of Personnel, the Chief,
Office of Reserve and other Coast Guard officials to promote compliance
with the intent and spirit of the Federal Equal Opportunity Program, as
well as to make regular and periodic appraisal of the adequacy and
effectiveness of this Coast Guard Program.

5. Serve as Coast Guard Contracts Compliance Officer for all phases .
of the Equal Employment Opportunity Program for applicable government
contracts.

6. Maintain contact with minority group organizations, as well as with
Federal, State and local civil rights organizations for the purpose of
creating a climate of acceptance of equal opportunity objectives as they
relate to Coast Guard programs.

7. Establish and maintain effective liaison with officials in the
Department of Transportation on equal opportunity functions.
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INTERNATIONAL AFFATRS DIVISION (ATA)

Under the direction and supervision of the Chief, Office of Public
and International Affairs, the Chief, International Affairs Division shall:

1. Coordinate Coast Guard international affairs with the Department of
Transportation and, when appropriate, Department of State. Assure con-
sistency with Departmental and national policy.

2. Have primary responsibility for coordination between the various
governmental and industry groups to develop and prepare proper United
States positions relative to technical safety of life at sea and other
matters, and -for the instruction of United States delegations to inter-
national conferences.

3. Advise the Office Chief and Commandant on Coast Guard representation
at international conferences.

4. Prepare official reports as necessary for the United States delegations
to the Secretary of State relative to international conferences on safety
of 1life at sea and other matters.

5. Make arrangements for, coordinate and supervise long-range studies
of technical safety of life at sea and other problems by governmental
and industry groups to support a United States position, or as a part
of a working group of international organizations.

6. Keep cognizant Coast Guard offices and divisions apprised of matters
of interest to them under consideration by various international organi-
zations.

7. Responsible for staff supervision and liaison with all Coast Guard
advisory groups and mission personnel assigned to foreign governments.

8. Serves as point of contact and coordinates matters of interest to the

Coast Guard with other Government agencies and committees on international
activities.
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TELECOMMUNICATIONS LIAISON DIVISTION (ATL) '

Under the direction and supervision of the Chief, Office of Public
and International Affairs, the Chief, Telecommunications Liaison Divi-
sion shall:

1. Be responsible for: (a) administering the radio frequency manage-

ment program of the Coast Guard; (b) providing liaison with the Director

of Telecommunications Management (DTM), the Federal Communications Com- .
mission (FCC), the Department of State (DOS), and the Internatiomnal
Telecommunications Union (ITU) on radio frequency management matters of
mutual interest; (c) supervising Coast Guard participation in the radio
frequency management programs of the DTM, the Interdepartment Radio
Advisory Committee (IRAC), the Joint Frequency Panel of the Military
Communications Electronics Board (JFP/MCEB), and such other organiza-
tions as the Commandant may direct; (d) coordinating external liaison
for the Coast Guard and the Department of Transportation (DOT) on
telecommunications matters of mutual interest; and (e) coordinating
Coast Guard participation in the national telecommunications management
programs of the DTM. o

2. Provide advice and assistance to officials of the Coast Guard, with

respect to the regulatory aspects of national and international tele-

communications management, involving: (a) formulation and enforcement

of general telecommunications policies and regulations; (b) radio fre-

quency spectrum utilization policies, regulations, and standards; '
(c) allocation and assignment of radio frequency spectrum space; and

(d) electro-magnetic compatibility (EMC) and radio frequency interfer-

ence (RFI) matters.

3. Establish and maintain close liaison with the appropriate offices
and divisions in Headquarters to insure that the positions taken or
supported by Coast Guard representatives in various organizations con-
cerned with operational aspects of telecommunications (e.g., IMCO, ICAO,
IALA, 0IC, etc.) are compatible with national frequency management poli-
cies; conversely, to insure that frequency management policy reflects
Coast Guard operational interest.

4, Establish and maintain close liaison with organizations responsible

for foreign radio communication operations deemed likely to pose frequency-
utilization or EMC/RFI problems for the Coast Guard for the purpose of .
facilitating the favorable resolution of such problems.

5. 1In the execution of the basic responsibilities stated above, specific .
functions to be performed by ATL personnel shall include:
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a. Obtaining, prescribing the technical particulars of use, and
subsequently protecting all radio frequency authorizations required by
the Coast Guard; maintaining the official Coast Guard record of such
authorizations; providing for Coast Guard participation in DTM and DOD
frequency management ADP programs;

b. Keeping the cognizant offices informed and cognizant of all fre-
quency management rules and regulations applicable to Coast Guard radio
communications operations;

¢c. Receiving, processing, and taking necessary action through the
cognizant office on reports of harmful interference involving radio-
communications operations;

d. Providing radio frequency spectrum planning to meet the present
and future requirements of the Coast Guard as well as those of other
national and international users having requirements in the radio fre-
quency bands technically administered by the Coast Guard (e.g., 90-110,
285-325, 1800-2000 kc/s);

e. Periodic distribution of records of Coast Guard radio frequency
authorizations and other general radio frequency management information
of interest to the Coast Guard; and

f. Taking necessary action through the cognizant office to insure
that all Coast Guard radio communications operations are carried out in
conformity with pertinent frequency management rules and regulations.

6. By express designation, and with the approval of the Office Chief
and Commandant, any, or all, of the duties and functions listed above
may be performed in behalf of other Federal Government agencies.
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PORTS AND WATERWAYS LTIAISON DIVISION (AWL) .

Under the direction and supervision of the Chief, Office of Public
and International Affairs, the Chief, Ports and Waterways Liaison Divi-
sion shall:

1. Coordinate Coast Guard external affairs related to vessel navigation

and port safety on the navigable waters of. the United States (including

inland waterways) to meet the Departmental objectives of an integrated .
transportation system.

2. Develop coordinated position on controversial bridge clearance or
obstructive bridge cases which involve differences with the Highway or
Rail Administrations, and are politically sensitive.

3. Develop coordinated position on external issues involving Congress
or interest groups arising from administering the Great Lakes Pilotage
Act of 1960.

4, Maintain liaison with the Maritime Administration, and other Federal
agencies concerned with domestic shipping policies, and coordinate Coast
Guard policies with those of the Department.

5. Coordinate Coast Guard relations with State, and local organizations,
and maintain close liaison with Departmental programs involving State
and local organizations. .
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CHIEF OF STAFF (CCS)

Under the general direction and supervision of the Commandant and
the Assistant Commandant, the Chief of Staff shall:

1. Advise and assist the Commandant and the Assistant Commandant in the
general administration of the Service.

2. Keep the Commandant and the Assistant Commandant informed of the
problems encountered and the progress made in effectuating the policies
and executing the programs of the Service, and act as principal manage-
ment advisor to those officers.

3. Have general responsibility for the initiation, development, and
review of basic policies and programs for the Service and for the con-
trol and coordination of plans and activities evolving therefrom to
insure adherence to the policies approved by the Commandant.

4. Exercise general direction over the activities of the Assistant
Chief of Staff for Planning, Programming and Budgeting, the Assistant
Chief of Staff for Management, and the Chief, Legal Staff.

5. Generally, direct the activities of the Chiefs of Offices at
Headquarters (Except Office of Public and International Affairs) and
the several district commanders, particularly with a view to promoting
and securing effective coordination among the Headquarters staff, and
between the Headquarters staff and the Service at large.

6. Maintain a proper distribution of functional assignments among the
several components of organization, and cause close adherence to the
approved pattern; assure the efficient and economical discharge of
responsibilities as assigned by the organizational structure.

7. Assure that the Chiefs of Offices and the Assistant Chiefs of Staff
are kept fully informed as to the broad policies and programs approved
by the Commandant.

8. Prepare, present, and execute the budgetary program.

9. Act as Commanding Officer of Headquarters.
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LEGAL STAFF (CL)

Under the general direction of the Chief of Staff, the Chief
Counsel, as Chief of the Legal Staff, shall:

1. Administer and supervise the program for legal activities within
the Coast Guard.

2. Advise as to the interpretation and application of statutes,
conventions, treaties, executive orders, regulations, and other
directives having the force and effect of law.

3. Furnish legal advice upon the request of the Chief of Staff,
the chief of any office at Headquarters, or any district commander.

4. Prepare or review for legal implications:

a. Contracts, letters of intent, deeds, leases, easements,
licenses, permits, bonds, and other legal documents executed or
accepted by Headquarters which may give rise to claim in favor
of or against the Coast Guard.

. -b. . Legislation, proclamations, executive orders, regulations,
and'bther directives having the force and effect of law, proposed

.Requests for opinion or decision transmitted to the Attorney
he Comptroller General, or other comparable official.

e :,ondence, statements, pleadings, and other documents
transmittk to ‘the Department of Justice by Headquarters in connection
with'the handllng of 11t1gat10n civil or criminal, involving the
Coast Guard. | :

e. Correspondence involving decisions or opinions on legal matters
prepared by other offices and divisions of Headquarters.

f. Applications and other formal documents incident to applications
for patents by Coast Guard personnel under the '"'no-fee' statute.

g. Assignments of amounts due or to become due under Coast Guard
contracts.

h. Reports of investigation of marine casualties or accidents and
the proceedings of all specially convened marine casualty boards.
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i. Decisions on petitions for remission or mitigation of
penalties under the navigation laws considered by Headquarters.

j. Records of retirement review boards and boards of review
of 'discharges and dismissals.

5. Examine for legal implications and prepare final action with
respect to:

a. All claims sounding in tort, including admiralty claims,
arising from Coast Guard activities.

b. The procedings of all courts martial, boards of inquiry
and investigation, retiring boards, and boards for the removal of
the disability of desertion.

c. Appeals to the Commandant entered by merchant seamen from
decisions of Coast Guard examiners in proceedings against licenses
and certificates and/or Merchant Mariner's documents.

6. Under cloae liaison with the Chief, Personnel Services Division
coordinate and direct a program for the furnishing of legal aid

and assistance to service personnel and their dependents, and
furnish such services at Headquarters.

7. Provide recorder for Board on Correction of Military Records,

8. Make recommendations relative to which waters should be
determined by the Commandant to be navigable waters of the United
‘States, where such determination has not been prev1ously made by
statute or by judicial decision.

9. Make recommendations on appeals to the Commandant from penalties
imposed by District Commanders for violations of laws and regula-
tions governing navigation, vessel inspection and boating,

|
10. Supervise and coordinate the assignment of law specialists to
court martial duties and as counsel in various boards.

11. Give technical legal advice and guidance to Legal Officers in
the District Legal Offices.
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ASSISTANT CHIEF OF STAFF FOR MANAGEMENT (~gma) -

Under the general direction and supervision of the Chief of Staff,
the Assistant Chief of Staff for Management shall: .

1. Direct, supervise and coordinate the activities of the Management
Analysis Division, Data Systems Division, Administrative Services
Division and the Safety Staff.

2. Be responsible for the Position Management Program and matters
involving organizational structure, distribution of functions and
changes thereto, establishment of lines of authority, delegations

of authority, and implementation of major changes in procedures, methods
and administrative practices.

3. Be responsible for the efficient conduct of other management-related pro- *
grams, including paperwork management, the directives system, manage~

ment improvement and cost reduction, incentive awards, manpower utili-

zation, and position classification.

4. Be responsible for matters related to the Coast Guard management
information system and automatic data processing equipment and systems.

5. Administer the Safety Program of the Service.

6. Be responsible for Headquarters-oriented programs, including
.administration of military and civilian personnel matters, security,
logistics, office services, printing and publications, etc.

7. In carrying out the foregoing responsibilities, work directly with .
Office Chiefs and keep the Chief of Staff advised of significant matters
of importance or policy.
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ORGANIZATION MANUAIL

SAFETY STAFF (CSMAr1)

Under the direction and supervision of the Assistant Chief of
Staff for Management, the Safety Staff shall:

1. Act in an advisory capacity on all matters pertaining to safety.

2, 1Initiate instructions as may be necessary to implement the Com-
mandant's policies and directives on all safety matters.

3. Maintain an accident report and record system.

4. Furnish assistance and advice on internal safety matters to the
Offices of Engineering, Operations, Personnel, Reserve, Merchant Marine
Safety, Comptroller, and Public and International Affairs.

5. Arrange for periodic site surveys of units within the Districts

and at Headquarters units to determine the effectiveness of the safety

program.

6. Stimulate interest in the prevention of off-duty accidents.
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MANAGEMENT ANALYSIS DIVISION (CMA)

Under the general direction and supervision of the Assistant Chief of .
Staff for Management, the Chief, Management Analysis Division shall:

1. Conduct and coordinate the Coast Guard's Position Management/Manpower
Utilization Programs, aimed at insuring that the organization is structured

in a manner to serve mission needs most effectively and economically, and that

work is organized and assigned among positions/billets to obtain maximum

utilization of personnel. Carry out position management/manpower utilization

surveys which include reviews of: (a) the need and justification for
positions/billets; (b) the organization, grouping and assignment of duties -
and responsibilities among positions/billets; and (c) work processes, equip-

ment, procedures, methods and techniques used.

2. 1Initiate recommendations or review proposals for changes in Coast Guard
organization. Develop and maintain the Coast Guard Organization Manual,
CG-229, and the Headquarters Organization Manual, CG-229-1.

3. Plan, conduct and/or coordinate management surveys, procedural studies,
organizational and special staff studies, embracing all types of operations
in any organizational segment of the Coast Guard, aimed at organizational
improvements and most efficient utilization of manpower, space, methods,
procedures and systems.

4. Provide advisory service on organization, systems, methods and procedures,
delegations of authority from the Secretary to the Commandant. Review new or
existing law to determine the need and justification for delegations of authority

and take action to obtain them. » .

5. Conduct studies on manpower requirements and skills and recommend policies
for their effective utilization; develop and disseminate staffing standards
and planning data; and integrate the requirements imposed by hlgher authority
into the Coast Guard manpower utilization programs.

6. Administer the Coast Guard's Position Classification Program to provide
for accurate grade assignment of civilian positions, based on the review,
analysis and evaluation of officially assigned duties with due regard for
organizational relationships, supervisory structure, career ladders, military-

civilian "mix", etc.

7. Develop and maintain Coast Guard Regulations, publish améndments and
changes thereto, and maintain the official files; review all general directives,
periodicals, proposals for new or revised publications, multiple address
letters, posters, etc., issued at Headquarters for form and substance to

insure proper clearance and compliance with the policies of the Commandant.

8. Prepare, publish, and maintain the Directives, Publications and Reports

. Index, CG-236; maintain official files of directives and publications issued

by the division.
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i
9. Coordinate the Service-wide Cost Reduction/Management Imprgvement Pro- -
gram, developing related policies, procedures, guidelines and directives.

‘ 10. Maintain background material on Commandant's policy and support agree- kS
ments between the Coast Guard and other Federal agencies, and advise manage-
ment officials on these matters as requested.

11. Develop and administer the Forms Management Program of the Coast Guard.

Analyze all requests for establishment of new, or revision of existing, forms ;%i ~
submitted by Headquarters offices and divisions, and provide guidance and :5
assistance in the administration of field paperwork management problems.

. 12, Administer the Coast Guard Records Management Program. Establish

systems and standards for effective Service-wide control over the creation, 3( ,//
use, maintenance, and disposal of records. Develop and maintain the com- ' 5
prehensive records schedules for Coast Guard field units.

%y/f?? -/
13. Develop Service-wide filing systems and procedures and maintain the C .
numerical subject classification system for use in filing. Conduct surveys )(f 9‘
of filing practices. °

14. Administer the Correspondence Management Program by developing and ///
establishing standards, procedures and techniques for improvement of cor- X t) :
respondence practices. Maintain and publish the Coast Guard Correspondence

Manual, CG-199.

15. Perform staff work for the Annual Area and District Commanders"Conference.
‘ 16. Administer the Indispensable Operating Records Program for Headquarters. )( b
17. Coordinate the preparation of such administrative reports as may be

required for transmittal by the Commandant to the Secretary of Transportation 3
or other government officials outside the Coast Guard. '

18. Review Orders, Notices and other issuances and regulatory materials A U/» W
from the Department of Transportation and other agencies requiring action M;b U%c@?j @ ‘
by the Coast Guard and take action to assure compliance.

19. Edit and publish the Commandant's Bulletin. 3

20. Administer mail and postal matters for the U. S. Coast Guard and pre- :§> o™
scribe procedures for the establishment and operation of Coast Guard post g

offices.
- 21. Administer the military and civilian Incentive Awards Programs. 3 &
- 22. Investigate, coordinate and prepare responses for the Commandant to 7?>/
- General Accounting Office reports involving operations and facilities of the

Coast Guard.

L Su B 1], DS Qoo 2233 (Cunsipedss)
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DATA SYSTEMS DIVISION (CDS)

Under the direction and supervision of the Assistant Chief of Staff ‘
for Management, the Chief, Data Systems Division shall be responsible for

all matters related to Coast Guard Management Information Systems, and

for the efficient and effective management of Coast Guard data processing

equipment and systems. He shall:

1. Develop, coordinate and review informatiomal requirements for the
Coast Guard by initiating and participating in studies relating to manage-
ment information systems.

2. Develop long range plans, principles and objectives for a Coast Guard-
wide integrated Management Information System and coordinate the imple-
mentation and maintenance of approved plans. .

3. Develop and establish policies, procedures and standards for the
selection, acquisition and use of data processing equipment, in keeping
with government-wide policies with regard to the management of such
equipment.

4, Serve as the central coordinator for all matters relating to infor-
mation system and automatic data processing equipment, services and manage-
ment, when dealing with other government agencies and the Department of
Transportation.

5. Conduct feasibility and systems studies for selection of data processing
equipment, except for equipment designed to government specifications and/or

which due to the nature of the design is limited to exclusive use in a weapons ‘
system or control system of which it is an integral part.

6. Review and recommend approval or disapproval of all contracts and pro-
posals for acquisition, transfer, or release of data processing or data
transmission equipment regardless of use, to insure compatibility with
existing and planned systems, and compliance with government-wide policy.

7. Review and recommend approval or disapproval of all contracts and pro-
posals for obtaining consultant and equipment services relating to data
systems from commercial or government sources and coordinate the sharing
of Coast Guard equipment with other agencies where feasible.

8. Prepare resource change proposals and review budgetary requests for
all ADP equipment, operations and service (excluding Weapons and Control
Systems) and recommend approval of those proposals and budgetary requests
which are compatible with existing and planned systems and in compliance
with government-wide policy.

9. Monitor and evaluate the performance of all ADP installations and be
responsible for the operation of all ADP equipment providing support to ‘
Headquarters operations. 2
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10. Investigate, evaluate and make recommendations concerning advanced
data systems equipment and techniques and their application to Coast
Guard systems.

L
11. Administer the Reports Control program and be responsible for develop-
ing procedures for preparation, flow, analysis, edit, processing, and
distribution of documents from source to information user.

12. Be responsible for the selection and operation of source data and
conversion equipment for preparation of data in machine usable forms.

13. Conduct studies, develop programs and provide technical assistance
to staff and field units in the development of information systems.

14. Maintain current and historical machine usable data files,.program
library and procedures files.
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ADMINISTRATIVE SERVICES DIVISION (CAS)

Under the direction and supervision of the Assistant Chief of Staff .
for Management, the Chief, Administrative Services Division shall:

1. Generally administer matters relating to all military personnel
assigned to Headquarters and maintain a system of personnel accountability,
recording movements of all military personnel to and from Headquarters on
duty or on leave of all types.

2. Act as Commanding Officer of enlisted personnel, maintaining an adequate
level of morale and discipline. -

3. Generally administer the Service-wide examination program for advancement

of enlisted personnel assigned to Headquarters; effect the separation, ex- -
tension of enlistment and reenlistment of all military personnel assigned to
Headquarters; prepare certificates of clearance to handle classified matter

for all military personnel assigned to Headquarters; verify the security

clearance held by civilian employees of agencies visting Headquarters; pre-

pare original and/or renew government drivers permits to qualified military

personnel. ‘

4. Exercise general cognizance over travel of all military and civilian
personnel at Headquarters; cause compliance with personnel allowances
established for the several components of organization at Headquarters;
maintain required personnel records; and compile, edit, and distribute
directories of Headquarters personnel.

5. Act as Education Officer and Housing Officer for all Headquarters , .
military personnel; perform the functions of the Director of Coast Guard

Welfare, Headquarters District; and administer the Blood Donor Program

for Headquarters.

6. Administer civilian personnel operations for Headquarters, consisting
of: (a) a civilian personnel staffing program to provide the best
qualified person for each vacant position; (b) a respomnsive position
classification program; (c) an employee-management relations program

to guide management in the utilization of employees and in the handling
of disciplinary and adverse actions, and the administration of employee
benefits and services such as health insurance, life insurance and
retirement guidance; and (d) maintenance of civilian personnel records.

7. Be responsible for the safety and internal security of Headquarters
building and the handling and safeguarding of classified material; serve
as fire marshal and as custodian of property in specific locations; and
supervise Headquarters Disaster Control Organization.
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8. Be generally responsible for the operation and upkeep of the Headquarters

building, including the allocation of space; supervise the movement of

furniture and equipment and serve as contact representative for minor

elevator, plumbing and electrical repairs; and assist the Assistant Chief
‘ of Staff for Management in regulating working conditioms.

9. Plan, coordinate, direct, and control a mail and messenger service to

receive, process, and route all incoming and outgoing mail; maintain mail-

ing lists and distribute publications and directives in accordance with

established plans. Mail or handle all classified material being sent from

Headquarters; and receive and distribute to cognizant Office/Division

Classified Material Control Officer ( CMCO all classified material originat-
- ing outside of Headquarters with certain exceptions.

10. Be responsible for: (a) the Headquarters Records Management Program,
including the development of Records Schedules for retention, transfer, and
disposal of records; and (b) the Headquarters system of directives, publishing

an Index of effective Headquarters instructions annually and assigning consecutive
numbers and dates of both Instructions and Notices.

11. Request procurement of, receive, store, maintain, and issue office equip-
ment and furniture; install and maintain inter-communications systems; furnish
labor details and shipping services; operate a disintegrater for destruction
of classified material; dispatch and operate official government vehicles;
prepare and control the issuance of necessary Coast Guard and DOD identi-
fication and emergency instruction cards, civilian identification cards and
provide fingerprinting service; issue car pool parking permits and exercise
control over the allocation of parking spaces at Headquarters.

‘ 12. Develop and administer the printing and duplicating program for Head-
quarters, including: (a) a liaison with the Department of Transportation
on printing matters; (b) preparation, publication and maintenance of Head-
quarters printing regulations; (c) providing technical assistance to field
units and to Offices and Divisions at Headquarters on matters involving
printing and printing equipment; (d) providing editorial layout and print-
ing format services for Headquarters staff components; (e) preparation of
preliminary budget estimates for printing items and control of field print-
ing funds.

13. Supervise the Coast Guard Special Order Exchange to provide morale
and welfare services for military and civilian employees assigned to
Headquarters.
14. Supervise Headquarters medical and dental clinics.
, 15. Act in an advisory capacity on all matters pertaining to safety,
and initiate instructions as may be necessary to implement the Commandant's

- policies and directives on all safety matters.

16. Administer the Headquarters Document Inspection Facility.
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ASSISTANT CHIEF OF STAFF FOR PLANNING, PROGRAMMING, AND BUDGETING (CSPA)

Under the general direction and supervision of the Chief of Staff, the
Assistant Chief of Staff for Planning, Programming and Budgeting shall: .

1. Direct, supervise and coordinate the activities of the Plans Evaluation
Division, the Programs Division, the Budget Division, and the CNO and FAA
Liaison Officers.

2. Coordinate all aspects of long-range planning (for that period which is
beyond the Budget year).

3. Coordinate the definltlon of programs including objectives, policies,
and specified outputs.

4, Coordinate the scheduling of program changes and program adjustments
for all years defined by the Department of Transportation.

5. Coordinate the development of (a) all stages of the budget, and (b)
program memoranda with their related financial plans. ‘

6. Review all proposed major policy changes affecting plans or program
development or execution, and make appropriate recommendations.

7. 1In carrying out the foregoing responsibilities, work directly with the
Chiefs of Offices and keep the Chief of Staff advised of>significant matters
of importance or policy.

8. Supervise the activities of the liaison officers (Chief, Naval Operations .
and Federal Aviation Administration).
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LIAISON OFFICER - CHIEF OF NAVAL OPERATIONS

Under the direction of the Assistant Chief of Staff for Planning,
Programming, and Budgeting, the CNO Liaison Officer shall:

1. Perform liaison between the U. S. Coast Guard and the Office of
the Chief of Naval Operations in all matters of mutual interest except
those pertaining to aviation, particularly:
a. Coordinates development of related plans, policies and programs.
b. Coordinates the exchange of equipment, parts, supplies and services.
c. Acts as representative of the Commandant, U. S. Coast Guard.
d. Monitors and reports on developments and activities.

e. Keeps informed of mobilization and search and rescue plans and orders.

2. Perform similar liaison between the U. S. Coast Guard and other components
of the Department of Defense as required.

3. Formulate Fleet Operating policies for Search and Rescue and monitors
implementation thereof.

4. Develop and reviews Search and Rescue tactics and doctrine within OPNAV.

5. Participate in Naval Control of Shipping planning with respect to con-
trol of fishing vessels in time of war.

6. Coordinate and review U. S. Navy policies and positions on the Rules of

the Road in order to assist ACNO (Fleet Operations) in his duties as Chair-
man of the U. S. Navy Committee on the International Rules of the Road.
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LIATSON OFFICER - FEDERAL AVIATION AGENCY

Under the direction of the Assistant Chief of Staff for Planning,
Programming and Budgeting, the Liaison Officer (FAA) shall: .

1. Perform liaison between the U. S. Coast Guard and the Federal
Aviation Agency in all matters of mutual interest and shall
particularly perform the following:

a. Coordinate development of related plans, policies and programs.

b. Coordinate the exchange of equipment, parts, supplies and .
services.

c. Act as representative of the Commandant, U. S. Coast Guard.
d. Monitor and report on developments and activities.

e. Maintain liaison with the Secretariat of IGIA regarding areas
of Coast Guard interests.

f. Establish channels of communication to expedite the interchange
of information between the FAA and the CG in areas of individual and
joint concern.
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PLANS EVALUATION DIVISION (CPE)

Under the direction and supervision of the Assistant Chief of
Staff for Planning, Programming and Budgeting, the Chief, Plans
Evaluation Division shall:

1. For the period beyond the budget year (current fiscal year + two),

evaluate program planning for existing and new programs, including the

development or adjustment of long-range objectives, policies, and cost-
effective as well as cost-benefit measures.

2. Initiate, monitor, or review the conduct of all major analytical
efforts within the Coast Guard designed to examine in depth new pro-
grams, major changes in emphasis of existing programs, or method of
accomplishing ongoing programs.

3. Coordinate the preparation, review, and updating of the major facility
plans, including Shore Unit Development Plans.

4. Review Program and Financial Plans, Program Memoranda, AC&IL Projects,

and Resource Change Proposals, as necessary, for consistency with long-
range plans.
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PROGRAMS DIVISION (CPA)

Under the direction and supervision of the Assistant Chief .
of Staff for Planning, Programming and Budgeting, the Chief, Pro-
grams Division shall:

l. For the time frame including the budget year (current year + two),
review and coordinate as necessary the execution and planning of cur-
rent and proposed programs including capital construction. Provide
necessary amnual planning factors to the field for budgetary develop-
ment.

2. Prescribe the requirements for, and coordinate the development and
final submission of, all annual program memoranda, including the Pro-
gram and Financial Plans.

3. Coordinate the development of all program resource change proposals
and their respective priorities at the various stages of the budget pro-
cess. Perform such analysis as required to insure adoption of best
alternatives within the framework of approved long-range planning.

4. Coordinate all preparations for amnual Authorization Hearings before
the Congress.

5. Regularly review the program structure of the Coast Guard looking
toward (a) adjustments to facilitate management and analysis, and
(b) clarification of objectives, output measures, and policies.

6. Establish and maintain military and civilian personnel allowance for .
all Coast Guard units in accordance with statutory requirements, established
ceilings, fiscal limitations, and approved staffing criteria. Prepare

plans at various stages of the annual budgetary process showing the

number of military and civilian personnel required to man approved operat-

ing units of the Coast Guard.
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BUDGET DIVISION (CBD)

Under the direction and supervision of the Assistant Chief of Staff
for Planning, Programming and Budgeting, the Chief, Budget Division
ghall:

1. Develop budget estimates, assure that they properly reflect the
financial requirements of the Coast Guard, and assist the Assistant Chief
of Staff for Planning, Programming and Budgeting in the presentation

of such estimates to the Department of Transportation, the Bureau of the
Budget, and to the Congress.

2. Prepare instructions to the districts, the several Headquarters units,
and the various offices and divisions at Headquarters, relating to the pre-
paration of budget estimates to meet the requirements of the Coast Guard
program, and advise and assist in such preparations.

3. Prepare operating stage financial plans, issue allotments to Headquarters
divisions and field units, and prepare requests for apportionment and re-
apportionment of funds including establishment and release of reserves.

4. Receive and consider requests from field units for changes in allotments
and forward to appropriate division with pertinent comments. Upon recom-
mendation from division concerned, prepare reply or approve allotment modi-
fication.

5. Recommend changes to the financial plans to meet changing fund require-
ments resulting from changes in the programs as they progress. Review re-
quests for changes to the financial plan submitted by subhead administrators
and recommend action to the Assistant Chief of Staff for Planning, Programming
and Budgeting.

6. Prepare budgetary reports as required by the Congress, the Bureau of the
Budget and the Department of Transportation; prepare such other budgetary
reports as may be required for internal administrative use.

7. Administer funds not specifically allocated to other components of
organization.

8. Develop cost analysis principles, policies and procedures including the
establishment of user charges where appropriate.

9. Evaluate and interpret cost data and provide periodic and special reports
for management.

10. Integrate selected statistical data with cost data and relate various
available indices of activity and performance effectiveness to costs.
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11. Establish cost standards as a guide for the management and control ‘
of over-all operations and for use in the preparation and justification
of Coast Guard budget estimates.

12. Provide advice and service to and assist field activities to assure
uniform cost reporting and maximum utilization of cost data as a tool
to management.

13. Coordinate cost analysis and control requirements of other divisions
and offices. )

14. Be responsible for the preparation, publication and maintenance of
the Manual of Budgetary Administration, CG-255.
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ORGANIZATION MANUAL

‘ OFFICE OF THE COMPTROLLER (F)

Under the general direction and supervision of the Commandant, the
Assistant Commandant, and the Chief of Staff, the Comptroller shall:

1. Direct, supervise and coordinate the activities of the Chiefs of the
Accounting, Internal Audit, Payments and Claims, and Supply Divisionsin
connection with their assigned functions; assure the efficient perfor-
mance of duty by those officers; and have ultimate responsibility for:

a. The maintenance of all formal accounting records.

- b. The examination of bills and claims and payment of all items
properly due for payment.

c. The internal audit of financial management operations, including the
review of accounting records, supporting documents and transactions, to pro-
vide management at all levels with an independent, objective, and construction
evaluation of the effectiveness and efficiency of internal management con-
trols and practices and make appropriate recommendations to correct or pre-
vent management deficiencies and uneconomical operations.

d. The procurement, storage, and distribution of equipment, supplies,
and services.

‘ e. Supervision of mobilization planning for all phases of supply and
fiscal matters, both for Headquarters and district levels.

2. Serve as principal supply and fiscal advisor to the Chief of Staff,
Assistant Commandant, and the Commandant.

3. Determine basic plans, systems, methods, and procedures under which
accounting (including cost and asset accounting for property; inventories,
and other resources), vouchering, payrolling, disbursing, audit, and
supply activities are to be carried out; consider and make recommendations
as to broad policies which should control these determinations.

4, Develop and prescribe methods to be employed in the maintenance of
perpetual stock records and in the taking of physical inventories, and
in the maintenance of central inventory control records as are required.

5. Maintain close coordination with other components of organization with
respect to fiscal programs (including accounting, vouchering, payrolling,
disbursing, and auditing) and supply programs (such as procurement, in-
ventory control, cataloging, transportation, and real property) to assure
uniform understanding and maximum results.
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ORGANIZATION MANUAL

6. Prescribe the fiscal reports and data to be submitted by field units
to meet financial management and reporting requirements of the Coast
Guard, Department of Transportation, and other Government agencies.
Program the utilization of the fiscal data imnput in the preparation by
the Data Processing Division of service-wide financial reports and
analyses to meet management requirements. Review and analyze such
fiscal reports and data and initiate or issue appropriate directives to
field units to insure uniformly high standards of fiscal efficiency,
effectiveness and economy. -

7. Administer the Coast Guard Supply Fund and promulgate instructions
for its operation and management, -

8. Periodically review the administration of the Comptroller's Divisions
of district offices and initiate recommendations to the district com-
mander to effect improvements in the organization and methods of admin-
istration of those divisions. Keep informed, through field inspections
or otherwise as to the status, effectiveness, and efficiency of fiscal
and supply activities generally.

9. Periodically advise the Commandant as to the relative performance of
the districts with respect to district comptroller responsibility. .

10. Advise the Office of Personnel concerning the procurement, training
and assignment of personnel to meet comptroller requirements.

11. Exercise technical control over Supply Centers. ,

12. Give central supervision to the administration of general messes
with the object of providing a satisfactory diet at a reasonable cost.

13. Conduct the Service's Payroll Savings Program for the sale of U. S.
Savings Bonds.

14, Administer the Coast Guard General Gift Fund.

15. Exercise general administration of Coast Guard exchanges and non-
appropriated fund messes.
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ORGANIZATION MANUAL

ACCOUNTING DIVISION (FA)

Under the direction and supervision of the Comptroller, the Chief,
Accounting Division shall:

1. Exercise general supervision over and give direction to accounting
operations in district offices and Headquarters units.

2. Maintain a system of fund, cost, operating and property accounts to
reflect the currency, accuracy and completeness of the fiscal activities
of the Coast Guard.

3. Maintain formal detailed accounting records for Headquarters fiscal
transactions, including appropriation and apportionment controls, allot-
ment controls, allotment accounts, expenditure accounts, disbursement,
receipts and repayments controls, and a system of general ledger accounts
in control thereof with reciprocal accounts for transactions with dis-
trict and other field offices, utilizing the Data, Systems Division to
process accounting transactions and produce financial reports.

4, Distribute copies of Allotment Account Reports, received daily from
the Data Processing Division, to Headquarters allotment administrators
after verification with accounting control records. These reports keep
the Headquarters allotment administrators advised as to the status of the
allotments under their administration.

5. Review and reconcile quarterly operating cost reports prepared by the
Data Systems Division for use of management officials and for prepa-
ration of service-wide program-budget cost reports. '

6. Review and reconcile monthly trial balances of Headquarters general
ledger accounts prepared by the Data Systems Division.

7. Maintain document files of undelivered orders, unpaid liabilities,
accounts receivable, and advance payments for travel and orders on the
Coast Guard Yard, other Govermment agencies and contractors which are
periodically balanced to related control accounts and reviewed for valid-
ity and follow=-up action.

8. Review and prevalidate allotment, obligation, expenditure, and dis-

bursing documents for availability and propriety of funds to be charged
and accuracy of accounting classification indicated thereon.
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ORGANIZATION MANUAL

9. Maintain a control desk for receipt of all billings rendered to ‘
Coast Guard Headquarters and acknowledgements of receipts of goods

and services delivered pursuant to Headquarters procurements. Pro-

cess billings supported by properly accomplished receiving reports

for entry in Headquarters expenditure accounts, liquidation of the

related obligation document and transfer to the Payments and Claims

Division, for examination and certification for payment. Accrue lia-

bilities for properly accomplished receiving reports for whlch bill-

ings have not been received. -

10. Maintain Service-wide accounting control over Headquarters controlled
inventories by recording inventory receipt and expenditure transactions .
scheduled by the Supply Division.

11. Receive and deposit amounts received by Headquarters properly for
credit to the Treasurer of the United States.

12. Prepare monthly Statement of Transactions classified by appropriation,
fund and receipt account for disbursements made by the Washington Regional
Disbursing Officer pursuant to voucher payment authorizations of the certi-
fying officers designated for Coast Guard Headquarters and for receipts
deposited in the U. S. Treasury by the Headquarters collection clerk for
entry in the official accounts of the Bureau of Accounts, Treasury Depart-
ment, and the Coast Guard.

13. Perform on an off-site basis accounting and financial reporting func- ‘
tions for several Headquarters units.

14. Reconcile the monthly statements of transactions received in support

of Statements of Accountability prepared by the assistant disbursing of-
ficers for those Headquarters units under Headquarters accounting control
with control records maintained by the Accounting Division. Administratively
approve these statements subject to any adjustments that may be necessary

to properly report the monthly activity of the assistant disbursing officer.

15. Record stores receipt and expenditure activity of general messes and

clothing lockers at Headquarters units under Headquarters accounting con-

trol. Audit and/or reconcile commissaryreports and clothing reports with

supporting documents and general ledger control accounts. Prepare monthly
financial statements therefor.

16. Receive, review and verify general ledger trial balances, status of
allotment report, operating costs reports, and prescribed reconciliation
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statements prepared from the accounts maintained by Headquarters and
field accounting offices and conduct correspondence with field offices
for correction of deficiencies as required.

17. Prepare monthly Service-wide subhead and project financial status
reports for the management information of Headquarters funds administra=~
tors, together with appropriate comparative analyses by accounting
periods when appropriate, utilizing the Data Systems Division to tab-
ulate and print the allotment status data reported by all Coast Guard
Accounting Offices.

18. Prepare consolidated Status of Fund Reports for management officials,
Department of Transportation, and the Bureau of the Budget.

19. Prepare consolidated general ledger trial balances from which finan-
cial reports for the guidance of administrative officials and for other
federal agencies and bodies are prepared pursuant to legal, regulatory
and administrative requirements, including SF 220, Statement of Finan-
cial Condition.

20. Compile consolidated reports of the status of stores inventories of
Headquarters controlled material, field controlled stock, general stores,
commissary supplies and clothing for the guidance of management officials
and incorporation in regular financial reports.

21. Reconcile reciprocal accounts maintained by Headquarters with corre-
sponding accounts reported by district and other field offices.

22. Prepare monthly consolidated statements of accountability for all
assistant disbursing officers designated by the Chief Disbursing Officer
for the Coast Guard and related consolidated monthly statements of trans-
actions according to appropriations, funds and receipt accounts for '
entry in the official accounts of the Bureau of Accounts, Treasury
Department, and the Coast Guard.

23. Record payments made by disbursing officers of the Department of
Defense and the Department of State by direct charges to Coast Guard
appropriations and apply such payments to liabilities previously estab-
lished from advance copies of the vouchers or transfer to field account-
ing offices those payments which are chargeable to field allotments.

24 . Maintain Service-wide accounting control and reporting for:
a. Mortgage insurance for Coast Guard military personnel validated

and paid by the Federal Housing Administration subject to Coast Guard
reimbursement.
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b. TFederal tax deposits for social security and income tax deduc- ‘
tions from Coast Guard military personnel.

c. Unfunded accrued 1liability for accrued annual leave of civilian
personnel.

25. Maintain close liaison with the Chief, Internal Audit Division, for

the purpose of coordinating the internal audit program with the review

and reconciliation processes of the Accounting Division to investigate .
and correct weaknesses in accounting operations.

26. Maintain close liaison with the Chief, Fiscal Procedures Branch, for
the purpose of recommending new and/or revised accounting procedures
which may be considered necessary to improve accounting operations.

27. Prepare Service-wide report for certification by the Chief, Account-
ing Division, of amounts of valid unpaid obligations outstanding at the
close of each fiscal year under each appropriation and fund account and
unobligated balances available for reversion to the United States

Treasury.

28, Provide complete official financial accounting and reporting ser-

vices, pursuant to delegation of authority by the Secretary, Department

of Transportation, for those elements of the Department which do not

possess the capability to perform their own accounting function, namely,

Office of the Secretary, Department of Transportation, National Trans- ‘
portation Safety Board, Federal Railroad Administration, High Speed

Ground Transportation Program, and the Transportation Research Program:

a. Prepare financial reports of the status of allotments and appro-
priation and fund accounts for information and use of departmental man-
agement officials.

b. Prepare monthly status of appropriation reports for submission
to the Director of the Budget, Department of Transportation and the
Director, Bureau of the Budget.

2-48




ORGANIZATION MANUAL

INTERNAL AUDIT DIVISION (FAU)

Under the general direction of the Comptroller, the Chief, Internal
Audit Division shall:

1. Develop principles, policies, procedures, and programs for the audit
and evaluation of the effectiveness and efficiency with which financial
management responsibilities are carried out throughout the Service.

2. Conduct comprehensive financial management audits and examinations
as required at Headquarters, Headquarters Units, District Offices, and
principle district units, such as, bases, supply depots, air stations
and major floating units while in port. The audits and examinations
include:

a. The review and appraisal of policies, systems, procedures,
records and reports relating to fimancial management operations.

b. Ascertaining if accounting records, supporting data and reports
are reliable and if the reports are timely and useful.

c. Determining if resources are properly accounted for, economically
utilized, and safeguarded where necessary.

d. Reviewing and evaluating from a financial management standpoint,
controls over expenditures, receipts, revenues, and assets.

e. Reviews for compliance with legal requirements, prescribed poli-
cies, procedures, and regulations.

f. Reviews of financial operations for identifying areas where
inefficiency and waste can be eliminated.

g. Ascertaining if intended objectives are accomplished.
3. Prepare audit reports that present objectively the facts ascertained
during audits including appropriate recommendations to management for
corrective action where necessary.
4. Coordinate the Coast Guard's comprehensive internal audit, as

required with the Department of Transportation, the General Accounting
Office, and other Government agencies concerned.
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PAYMENTS AND CLAIMS DIVISION (FP)

Under the direction and supervision of the Comptroller, the Chief,
Payments and Claims Division shall:

1. Receive and examine for legality and propriety purchase orders, con-
tracts, and other procurement documents, vendors' invoices, and receiving
reports for supplies and materials; prepare authorizations and vouchers
for travel and travel advances; transportation vouchers and commitment
documents, contracts and vouchers for other claims. Furnish accrual
documents as required for recording in official accounting records main-
tained by the Accounting Division. Schedule and certify vouchers for
payment.

2. Advise field accounting officers regarding voucher examination problems,
certifying the more difficult field claims as required.

3. Maintain records and prepare and certify pay rolls for Headquarters
military personnel; for transient military personnel; for all Coast Guard
retired military personnel, and for retired personnel of the former Light-
house Service.

4. Prepare required withholding tax, F.I.C.A., and bond purchase schedules
and reports for Headquarters military personnel, and withholding tax reports
for retired military personnel.

5. Advise field offices regarding current entitlement to pay of military, ‘
civilian and retired personnel.

6. Maintain all military voluntary allotment records and prepare and
certify military allotment payrolls.

7. Assign an Agent Cashier to make cash payments on approved vouchers to
satisfy the cash disbursement requirements for Headquarters.

8. Receive and reply to all inquiries or claims concerning past pay-
ments to or on behalf of Coast Guard personnel, and for services
rendered to the Coast Guard. Examine claims and prepare statements of
amounts due, together with supporting information, and vouchers there-
for. Certify and schedule vouchers for payment of such claims.

9. Receive and control all notices of exceptions from the General , :
Accounting Office; review as necessary in accordance with current
instructions; prepare replies thereto or distribute the exceptions to
the proper offices for action; and administratively approve replies to
all notices of exception.
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10. Perform the military pay record examination function on a service-
wide basis.

11. Maintain custody of closed military pay records.

12. Take necessary collection action to recover overpayments of military
pay and allowance and make prescribed reports to the General Accounting
Office.

13. Process nominations of district commanders and commanding officers of
Headquarters units for the designation of military and civilian personnel

to perform accountable duties as certifying officers, assistant disbursing
officers and cashiers. Maintain records of all personnel designated to per-
form the duties of these positions and insure that proper surety bond cover-
age is provided in the Coast Guard position schedule bond for the faithful
performance of accountable duties by the incumbents of these positions.

14. Review and process all applications for dependents allowances in
compliance with current laws and instructions, including determination of
dependency and all correspondence or changes in connection with dependents'
allowances.

15. Maintain liaison with the Internal Revenue Serviee Data Center

Detroit, Mich., which provides civilian payrolling service for Headquarters
and Headquarters units in the Washington Area. Provide civilian payrolling
input documents to the Service Center for personnel actions, time and attend-
ance cards, and payroll deduction authorizations. Receive and distribute
civilian checks, U. S. Savings Bonds, and financial and statistical reports
developed by the Service Center.

16. Maintains a Centralized Reserve Pay System for all Coast Guard reser-
vists performing inactive duty for training. Receives and examines for
correctness active duty for training orders for Coast Guard reservists and
furnishes required accounting documents.
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SUPPLY DIVISION (FS) .

Under the direction and supervision of the Comptroller, the Chief,
Supply Division shall:

l. Plan and administer an integrated system of supply embracing pro-

cedures, requirements, cataloging, procurement, inspection, storage, .
material management, transportation, and distribution and disposal of

all equipment and material.

2. Determine the basic plans for the utilization of supply support per-
sonnel, equipment, and facilities including:

a. The review of recommended improvements, modification to and de-
letions of supply activities and activity resources to adjust to changing
technologies, interagency support patterns and Coast Guard growth.

b. The continuous interservice relations and agreements with other
government agencies and coordinate the Coast Guard supply system with the
programs of other government agencies.

c. The preparation of budget estimates for Headquarters and field re-
sources necessary to accomplish supply support for the Coast Guard. ‘

d. The implementation of Coast Guard mobilization plans as they per-
tain to supply logistics support services,

3, Direct the development and promulgation of all manuals and instructions
pertaining to the Coast Guard supply system,

y, Act as Material Management Officer for the Coast Guard and be respon-
sible for all phases of the Coast Guard's material management program in-
cluding: ‘

a, The preparation and distribution of Coast Guard Stock Lists and
Price Lists (less those specifically delegated to inventory control points)
and specifications for Coast Guard materials; initiating or reviewing all
additions, deletions or other changes therein and, in this connection,
developing adequate identification and classification of materials, accurate
stock nomenclature, and standardization and interchangeability of parts and
equipment; supervision over stock and price list issuances by Coast Guard
inventory control points. ‘
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b. The continuous centralized analysis of detailed data concerning
inventory status, requirements, and procurements; the determination of
requirements; and the notification of procurement activities of approved
requirements.

¢. The declaration and utilization of excess personal property and
the disposition of surplus personal property; the supervision of the
utilization and disposal programs of Coast Guard inventory control
points.

d. The maintenance of inventory control over all Headquarters Con-
trolled Material, including AC&I and OE project materials, the reporting
to controlling divisions of the status of such inventories including
recommendations for reevaluating requirements; the issuance of shipment
orders on request of controlling divisions.

5. Conduct the Headquarters procurement program including:

a. The establishment and maintenance of contacts with sources of
supply, both public and private.

b. The negotiation, award, execution, and amendment of all contracts,
purchase orders and requisitions, except that contracts and change orders
for the construction, repair, maintenance and alteration of engineering
equipment and facilities and for the procurement of engineering items,
shall be subject to determination by the respective engineering divisions
as to dates of delivery, plans, specifications and operating character-
istics of the items desired.

c. The following-up and expediting of contracts and purchase orders
to assure prompt and proper performance, looking to the respective engi-
neering divisions for necessary technical assistance.

d. The maintenance of proper records.

6. Act for the Coast Guard in matters of price revisions, renegotiation,
and contract termination.

7. Responsible for the inspection of equipments and/or material speci-
fied on Coast Guard contracts to ensure the products meet or exceed con~
tract specifications.

8. Manage and give direction to the Coast Guard program for transpor-
tation of freight, personnel, household effects, and house trailers and
provide such services where required.

2-53




ORGANIZATION MANUAL

9. Responsible for the processing of acquisition and disposal actions .
and the management of records of all real property, including prepara-

tion and/or coordination of deeds, leases, permits, licenses, easements,

transfers, and other documents in connection with acquisitions and dis-

posal actions and the coordination of all actions relating thereto.

10. Responsible for the preparation of all instructions pertaining to
the Real Property Management program.

11. Give Headquarters direction to location of necessary space facili-~

ties and to negotiations with other govermnment agencies and with private

owners with respect to the acquisition, use, or disposition of such .
facilities; coordinate for Headquarters, in liaison with other interested

divisions the acquisition and disposition of real property with related

record maintenance and reporting.

12. Review and secure approvals of reports of proceedings of boards of
survey on real and related personal property.

13. Prepare preliminary budget estimates for the Supply Fund; make
recommendations as to allotments and administer funds allocated to the

Supply Division.
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OFFICE OF ENGINEERING (E)

Under the general direction and supervision of the Commandant, the
Assistant Commandant, and the Chief of Staff, the Chief, Office of
Engineering shall:

1. Direct, supervise, and coordinate the activities of the Chiefs of the
Aeronautical Engineering, Civil Engineering, Electronics Engineering,
Naval Engineering, and the Testing and Development Divisions in connection
with their assigned functions; assure the efficient performance of duty

by those officers; and have ultimate responsibility for the activities of
his subordinates and (a) the effectiveness of the engineering program,
including the design, construction, repair, maintenance, outfitting, and
alteration of vessels, boats, aircraft, vehicles, aids to navigation,
shore establishments, machinery, electronic equipment, and utilities, and
(b) the adequacy of testing and development activities.

2. Determine basic plans, systems, methods, and procedures under which
the above activities are to be carried out; consider and make recom-
mendations as to broad policies which should control these determin-
ations.

3. Collaborate with the Chief of Staff and the Chiefs of Offices
generally in matters relating to the over-all engineering activities of
the Service.

4. Administer funds in those appropriations or subheads placed under the
control of the Office of Engineering furnishing preliminary budget
estimates and apportionment or allotment recommendations to the Chief of
Staff, planning expenditures to accomplish essential programs within
available funds, passing on obligations against field allotments when
Headquarters authorization is required, and otherwise insuring wise and
economical expenditures of such funds.

5. Prescribe the engineering reports to be submitted by field units and
advise the Comptroller as to types and forms of engineering data to be
prepared by the Data Processing Division. Review and analyze such re-
ports and data and initiate or issue appropriate directives to field
units to insure uniformly high standards of engineering efficiency,
effectiveness and economy.

6. Periodically review the administration of the Engineering Divisions
of district offices and initiate recommendations to the district com-
mander to effect improvements in the organization and methods of ad-
ministration of those divisions. Keep informed through field inspections
or otherwise, as to the status, effectiveness, and efficiency of
engineering activities generally.
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7. Periodically advise the Commandant as to the relative performance
of the districts with respect to district engineering responsibility. .

8. Advise the Office of Personnel concerning the. procurement, training,
and assignment of personnel to meet engineering requirements.

9. Assist the Chief of Staff as requested in the establishment of the
military personnel billet plan.

10. Establish and maintain close liaison with the Navy, Army, Air Force, .
Maritime Administration, General Services Administration, and other

public and private agencies in connection with Coast Guard engineering

matters.

11. Act as Chairman of the Ship Structure Committee.
12. Exercise technical control over the Yard, the Aircraft Repair and

Supply Center, the Electronics Engineering Station, and the Field Testing
and Development Center. ‘
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AERONAUTICAL ENGINEERING DIVISION (EAE)

Under the direction and supervision of the Chief, Office of Engineer-
ing, the Chief, Aeronautical Engineering Division shall:

1. Prepare or review preliminary and detailed plans, designs, and
specifications for the construction, installation, repair, maintenance,
outfitting and alteration of Coast Guard aircraft, engines, and re-
lated equipment.

2. Participate with the Supply Division in the negotiation of contracts
for the installation, repair, maintenance, and alteration of aircraft,
engines and related equipment; and make final determinations as to ac-
ceptance terms and conditions included in such contracts insofar as
dates of delivery, plans, specifications and characteristics of the
items desired are concerned.

3. Transmit requests for procurement to the Supply Division accompanied,
when appropriate, by detailed plans, specifications, etc.

4. Follow up on contract performance insofar as inspections, tests, and
technical judgement are necessary or desirable to assure compliance, and
assist in contract expediting as required.

5. With respect to Headquarters Controlled Material (EAE), determine the
items to be controlled; the quantities thereof to be stocked and the storage
requirements, and advise the Supply Division thereof; initiate procurement
action and provide required funds, review inventories and initiate action

to maintain at justifiable levels and to release excess or obsolete items,
and initiate action to effect issues to using units, all through prescribed
channels.

6. Manage the Coast Guard aircraft maintenance programj prepare or review
maintenance instructions and similar information concerning aircraft,

engines, and related equipment.

7. Furnish, when réquired, information in connection with the installation,
repair, maintenance, and alteration of aircraft, engines, and related equip-
ment as to progress, scheduling, and material requirements.

8. Prepare preliminary budget estimates, make recommendations as to allot-
ments, administer funds allocated to the division, and pass on obligations
for items to be charged against field allotments in those instances where
prior authorization by Headquarters is required.

9. Prepare and review aircraft allowance lists, aeronautical engineering

allowance lists for aviation units, and aircraft standard inventory logs.
Review boards of survey concerning aeronautical engineering material.
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10. Conduct, as directed, special studies and analyses relative to ‘
new or improved aeronautical engineering designs or methods having

vossible Coast Guard use, such studies and analyses to be coordinated

through and with the Testing and Develooment Division.
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CIVIL ENGINEERING DIVISION (ECV)

Under the direction and supervision of the Chief, Office of Engi-
neering, the Chief, Civil Engineering Division shall:

1. Prepare or review preliminary and detailed plans, designs, and speci-
fications for the construction, installation, repair, maintenance, out-
fitting and alteration of Coast Guard shore structures and related equip-
ment and buoys, including vehicles. Review and evaluate all plans to
construct bridges and causeways across any navigable waters of the United
States,

2. Participate with the Supply Division in the negotiation of contracts
for the construction, installation, repair, maintenance, and alteration
of such shore structures and related equipment; and make final determi-
nations as to acceptance terms and conditions included in such contracts
insofar as dates of delivery, plans, specifications and characteristics
of the items are concerned.

3. Transmit requests for procurement to the Supply Division accompanied,
when appropriate, by detailed plans, specifications, etc.

4. Follow up on contract performance insofar as inspections, tests, and
technical judgment are necessary or desirable to assure compliance, and
assist in contract expediting as required.

5. With respect to Headquarters Controlled Material (ECV), determine
the items to be controlled, the quantities thereof to be stocked and the
storage requirements, and advise the Supply Division thereof, initiate
procurement action and provide required funds, review inventories and
initiate action to maintain at justifiable levels and to release excess
or obsolete items, and initiate action to effect issues to using units,
all through prescribed channels.

6. Manage-the Coast Guard shore structure and buoy maintenance program;
prepare or review maintenance instructions and similar information con-
cerning shore structures, related equipment, buoys, and vehicles,

7. Furnish, when required, information in connection with the construc-
tion, installation, repair, maintenance, and alteration of shore struc-
tures, related equipment, buoys, and vehicles as to progress, scheduling,
and material requirements.

8. Prepare preliminary budget estimates, make recommendations as to
allotments, administer funds allocated to the Division, and pass on
obligations for items to be charged against field allotments in those
instances where prior authorization by Headquarters is required.
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9. Prepare or review inventory reports and boards of survey insofar '
as they involve civil engineering matters. .

10. Conduct as directed, special studies and analyses relative to new
or improved civil engineering designs or methods having possible
Coast Guard use, such studies and analyses to be coordinated through
and with the Testing and Development Division.
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ELECTRONICS ENGINEERING DIVISION (EEE)

Under the direction and supervision of the Chief, Office of
Engineering, the Chief, Electronics Engineering Division shall:

1. Prepare or review preliminary and detailed plans, designs, and
$pecifications for the manufacture, installation, repair, maintenance, .

~and alteration of Coast Guard electronics material, including radio,

telephone, telegraph, teletype, radar, underwater sound,.electrcnic IC
and fire control systems, and electronic aids to navigation equipment.

2, Participate with the Supply Division in the negotiation of contracts
for the design, manufacture, 1nsta11at10n repair, maintenance, alteration
and rental of such electronics equipment; and make final determinations as
to acceptance terms"and conditions included in such contracts insofar as

dates of delivery, plans, specifications and characteristics of the
items are concerned.

3. Transmit requests for procurement to the Supply Division accompanied,
when appropriate, by detailed plans, specifications, etc.

4., TFollow up on contract performance insofar as inspections, tests, and
technical judgment are necessary to assure compliance, and assist in con-
tract expediting as required.

5. With respect to Headquarters Controlled Material (EEE), determine the
items to be controlled, the quantities thereof to be stocked and the
storage requirements, and advise the Supply Division thereof; initiate
procurement action and provide required funds, review inventories and

~initiate action to maintain at justifiable levels and to release excess

or obsolete items, and initiate action to effect issues to using units,
all through prescribed channels; in cooperation with the Supply Division
develop the technical features of the Electronics Equipment Inventory
Control Program.

6. Manage the Coast Guard electronics equipment maintenance program;
-prepare or review maintenance instructions and similar information
relating to electronics equipment.

7. Furnish, when required, information in connection with the con-~
struction, installation, repair, maintenance, alteration and rental of
electronics equipment as to progress, scheduling, and material require-
ments.

8. Prepgre preliminary budget estimates, make recommendations as to
allotments, administer funds allocated to the Division and pass on
obligations for items to be charged against field allotments in those
instances where prior authorization by Headquarters is required.
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9., Prepare or review allowance lists, inventory reports, and boards .
of survey insofar as they involve electronics engineering matters.

10. Conduct, as directed, special studies and analyses relative to new
or improved electronics engineering designs or methods having possible
Coast Guard use, such studies and anslyses to be coordinated through
and with the Testing and Development Division.

2-62




ORGANIZATION MANUAL

NAVAL ENGINEERING DIVISION (ENE)

Under the direction and supervision of the Chief, Office of
Engineering, the Chief, Naval Engineering Division shall:

1. Prepare or review preliminary and detailed plans, designs and
specifications for the construction, installation, repair, maintenance,
outfitting, and alteration of Coast Guard boats (except airborne life-
boats) and vessels, including hull and machinery and ordnance.

/
2. Participate with the Supply Division in the negotiation of con-
tracts for the construction, installation, repair, maintenace and
alteration of vessels, machinery and floating aids to navigation other
than buoys; and make final determinations as to acceptance terms and
conditions included in such contracts insofar as dates of delivery,
plans, specifications and characteristics of the items are concerned.

3. Transmit requests for procurement to the Supply Division accompanied,
when appropriate, by detailed plans, specifications, etc.

4. TFollow up on contract performance insofar as inspections, tests, and
technical judgment are necessary to assure compliance and assist in con-
tract expediting as required.

5. With respect to Headquarters Controlled Material (ENE), determine
the items to be controlled, the quantities thereof to be stocked and
the storage requirements, and advise the Supply Division thereof;
initiate procurement action and provide required funds, review inven-
tories and initiate action to maintain at justifiable levels and to
release excess or obsolete items, and initiate action to effect issues
to using units, all through prescribed channels.

6. Manage the Coast Guard vessel maintenance program; prepare or review
maintenance and damage control instructions and instructions for trials of
boats and vessels.

7. Furnish, when required, information in connection with the con-
struction, installation, repair, maintenance, and alteration of vessels
and machinery.

8. Prepare preliminary budget estimates, make recommendations as to
allotments, administer funds allocated to the Division, and pass on
obligations for items to be charged against field allotments in those
instances where prior authorization by Headquarters is required.
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9. Prepare or review allowance lists, inventory reports, and boards of ‘
survey insofar as they involve naval engineering matters.

10. Conduct, as directed, special studies and analyses relative to new
or improved naval engineering designs or methods having possible Coast
Guard use, such studies and analyses to be coordinated through and with
the Testing and Development Division.

11. Schedule industrial program of YARD in order to fully develop avail-
able facilities. .
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TESTING AND DEVELOPMENT DIVISICON (ETD)

Under the direction and supervision of the Chief, Office of
Engineering, the Chief, Testing and Development Division shall:

1. Initiate, coordinate and administer projects for improving the
technical efficiency of the service, whether these projects are con-
ducted by the Coast Guard, other government agencies or private organ-
izations.

2. Coordinate all testing and development activity conducted by other
divisions at Headquarters or the Coast Guard generally, in order to
eliminate duplication and to assure that it fulfills a Coast Guard

need, it is rigorously conducted and the results adequately disseminated.

3. Keep informed of new technical developments which may have appli-
cation to Coast Guard activities and to this end maintain an active
liaison with other government agencies and private organizations con-:
cerned with such matters.

4. Agsist in the evaluation and development of new techniques relating
to safety of life at sea.

5. Conduct or arrange for tests of equipment submitted for approval
under the marine inspection regulations and in this connection
collaborate with the QOffice of Merchant Marine Safety.

6. Assign projecte and in general adminigter the activity of the Field
Testing and Development Center.

T.- Prepare preliminary budget estimates, make recommerdations as to
allotments and administer funds allocated to the Division.

8. Act as Coast Guard representative, on committees and at conferences
or meetings concerned with research and development matters of interest
to the Coast Guard.

9. Conduct, when requested by the appropriate office having mission
responsibility, special engineering studies and analysis of systems
leading toward new or improved equipment, methods, or procedures re-
lated to Search and Rescue, Aids to Navigation, Oceanography, Law En=-
forcement and Merchant Marine Safety.

2-65




ORGANIZATION MANUAL

OFFICE OF MERCHANT MARINE SAFETY (M) .

Under the general direction and supervision of the Commandant, the
Assistant Commandant, and the Chief of Staff, the Chief, Office of
Merchant Marine Safety shall:

1. Direct, supervise, and coordinate the activities of the Chiefs of

the Merchant Marine Technical, Merchant Vessel Inspection, Merchant

Vessel Personnel, Merchant Vessel Documentation, and Hazardous

Materials Divisions in connection with their assigned functions; assure -
the efficient performance of duty by those officers; and have ultimate
responsibility for the enforcement of the navigation and vessel inspec-
tion laws, and laws governing safety on structures subject to the
provisions of the Quter Continental Shelf Lands Act.

2. Determine basic plans, systems, procedures under which marine
safety activities are to be carried out, consider and make recommenda-
tions as to broad policies which should control these determinations.

3. Issue, by direction of the Commandant, such directives as may be
necessary or appropriate to produce a correct and uniform administra-
tion of marine safety functions.

4, Prescribe the marine safety reports to be submitted by field units

and advise the Comptroller as to types and forms of marine safety

statistics to be prepared by the Data Systems Division. Review and

analyze such reports and statistics and initiate or issue appropriate .
directives to field units to insure uniformly high standards of

efficiency, effectiveness and economy in marine safety matters. ]

5. Periodically review the administration of the Merchant Marine

Safety Divisions of District Offices and initiate recommendations to

the district commander to effect improvements in the organization and B
methods of administration of those divisions. Keep informed, through

field inspections or otherwise, as to the status, effectiveness, and

efficiency of marine safety activities generally.

6. Periodically advise the Commandant as to the relative performance
of the districts with respect to district marine safety responsibility.

7. Administer funds in those appropriations or subheads placed under
the control of the Office of Merchant Marine Safety,furnishing pre-
liminary budget estimates and apportionment or allotment recommenda-
tions to the Chief of Staff, planning expenditures to accomplish
essential programs within available funds, passing on obligations v
against field allotments when Headquarters authorization is required,

and otherwise insuring wise and economical expenditure of such funds.
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‘ 8. Advise the Office of Personnel concerning the procurement, training,
and assignment of persomnel to meet merchant marine safety requirements.

9. Assist the Chief of Staff as requested in the establishment of the
military personnel billet plan. ‘

10. Establish and maintain effective relationships with the maritime
industry, including seamen's organizations, ship operators, ship-

- builders, and manufacturers of equipment.
11. Act as Chairman of the Merchant Marine Council.

12. Exercise technical control over the Merchant Marine Details.

13. Direct and supervise activities of the Plans and Special Projects
Staff and the Traveling Inspector Staff.
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TRAVELING INSPECTOR STAFF (M-1)

Under the direction and supervision of the Chief, Office of Merchant
Marine Safety, the Chief, Traveling Inspector Staff, shall:

1. Perform inspections of merchant vessels, on a service-wide basis, to

promote uniformity in administration of Marine Inspection Offices, and ~
in the interpretation and application of Merchant Marine Safety laws and
regulations.

2. Perform inspections of merchant vessels at any United States port;
and report findings direct to the Chief, Office of Merchant Marine

Safety.

3. Conduct studies of Marine Inspection Offices to assure uniformity in
inspections throughout the Service.

4. Acts as representative of Chief, Office of Merchant Marine Safety,
in witnessing new or unusual developments or construction involving
United States merchant shipping for which existing rules .are not appli-
cable.

5. Perform special missions which, by their unusual character, could
not be appropriately or adequately conducted by officers assigned to .
field offices.
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PIANNING AND SPECTAL PROJECTS STAFF (M-2)

Under the direction and supervision of the Chief, Office of Merchant
Marine Safety, the Chief, Planning and Special Projects Staff shall:

1. Prepare and assist in the preparation of technical papers in support
of U. S. positions in connection with Coast Guard participation in
deliberations of the International Maritime Consultatlve Organlzatlon and
other international activities.

. 2. TUndertake and assist in the planning, development, and conduct of
technical, personnel, and management studies in support of the Merchant
Marine Safety mission.

3. Coordinate the preparation of program data and other documents required
under the Planning, Programming and Budgeting System.
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MERCHANT MARINE TECHNICAL DIVISION (MMT)

Under the direction and supervision of the Chief, Office ‘

of Merchant Marine Safety, the Chief, Merchant Marine Technical
Division shall:

1, Technically review plans and.specifications for construction or
alteration of merchant vessels and distribute approved plans to the field.

2. Conduct stability tests on merchant vessels and prepare stability
letters.

3. Examine equipment and devices submitted to Headquarters, refer

appropriate items to the Testing and Development Division for test,

make recommendations in cases where the approval of the Commandant .
is required, and determine whether certain other equipment and

devices, not requiring formal approval, are suitable for marine use.

4. Initiate or review for referral to the Merchant Marine Council
such merchant marine regulations as relate to matters of naval
architecture, marine engineering, electrical engineering, and fire
extinguishing and safety equipment.

5. Review the designs of cargo tanks, cargo handling systems, instru-
mentation, safety systems, and sometimes structures of foreign vessels
which load or discharge cargoes which present potential unusual hazards
in United States ports, and recommend issuance of letters of compliance
authorizing these vessels to enter United States ports.

6. Consider and initiate action upon technical questions referred
to Headquarters in connection with inspections of new construction,
repairs, mill and factory production, and vessels in service.

7. Review load line certificates and computations and violations
of load line regulations; maintain load line records; and reply to ,
inquiries on load line matters, :

8. Conduct or assist in the conduct of special studies relating
to the safety of merchant vessels and the adequacy of their equip-
ment as directed.

9. Review such reports of marine casualties as are referred by the

Merchant Vessel Inspection Division; make recommendations to that

division as to action to be taken in specific cases; and analyze .
the experience reflected in the reports taken collectively.
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10. Review and comment upon applications for waivers of the
navigation and vessel inspection laws referred by the Merchant
Vessel Inspection Division; analyze waivers so referred which
have been granted in the field; and make recommendations to the
Merchant Vessel Inspection Division for general waivers of techni-
cal requirements.

11. Provide technical assistance in the development of nmational
position papers on technical matters affecting maritime safety and
represent the United States in discussion of such matters at the in-
ternational level through the Intergovernmental Maritime Consulta-
tive Organization (IMCO).

12, Participate within professional societies to develop safety
. codes and standards in the area of Merchant Marine Safety responsi-

bilities.

13, Provide general technical direction and coordination of the
technical personnel of the Division and Field Offices.

14, Supervise the admeasurement of U, S. Vessels.
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MERCHANT VESSEL INSPECTION DIVISION (MVI)

Under the direction and supervision of the Chief, Office of Merchant ‘
Marine Safety, the Chief, Merchant Vessel Inspection Division shall:

1. Plan and follow-up on the administration of the program for the
improvement and enforcement of merchant marine material and operational
safety standards, including:

a. The inspection of merchant vessels and other commercial vessels,
their hulls, their machinery, boilers, lifesaving, fire fighting and .
other equipment.

b. The prescription of manning necessary for safe navigation of
merchant vessels and other commercial vessels.

c. The development and enforcement of rules of the road for the
prevention of collisions.

d. The development and enforcement of legal requirements with re-
spect to materiel aspects of outfitting and operation of uninspected
commercial vessels.

e. The development of improved safety standards or other corrective
measures as a result of a continuing program of marine casualty analyses.

2. Initiate or review, for submission to the Merchant Marine Council
regulations relating to the materiel aspects of merchant marine safety. ‘

3. Formulate plans and procedures designed to assure coordination,
uniformity, and efficiency in the carrying out of merchant marine
materiel regulations.

4, Take necessary action, including the preparation of appropriate docu-
ments for the Commandant's approval, in cases involving:

a. Major marine casualties that were investigated by a Marine Board
of Investigation.

b. Other aspects of maritime law enforcement coming within his
jurisdiction.

5. Review and maintain records concerning commercial vessel marine
casualties for analyses of the accidents and the compilation of statistics
for the use in development, improvement, and enforcement of materiel and
operational safety standards. Prepare articles based on casualty reports .
for publication in '"Proceedings of the Merchant Marine Council."
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6. Take necessary steps to assure prompt investigations of materiel
aspects of marine casualties, consider all reports pertinent thereto,
and, where considered necessary, refer same to the Merchant Marine
Technical Division for appropriate action.

7. Keep informed of merchant marine personnel regulations and activities
and on the basis of information coming to his attention, make suggestions
to the Chief, Merchant Vessel Personnel Division relative to improvements
therein.

8. Prepare monthly and annual statistical reports of vessels and materiel
inspections based on information supplied by field offices.

9. Review certificates of inspection to assure uniformity and adequacy
of manning and compliance with applicable inspection laws and regulations.

10. Prepare safety certificates and exemption certificates in accordance
with the currently effective International Convention for Safety of Life
at Sea.

11. Maintain adequate liaison with other divisions at Headquarters, with
other Government agencies, with vessel owners, and with industry associ-
ations to improve and implement increased safety and operational standards.

12. Administer the factory inspection of equipment approved by the Coast
Guard for use of merchant vessels.

13. Administer the inspection and survey of public vessels for the Department
of the Army, Navy and of other Government agencies, as requested.

14, Take necessary action including the preparation of appropriate replies
for the Commandant's approval in appeals from decisions or actions of any
Officer in Charge, Marine Inspection, or District Commander, in merchant
marine matters, including materiel, manning and casualty investigations.

15. Assist in formulating procedures designed to assure uniformity and ef-
ficiency in the boarding and examination of motorboats and motor vessels.

16. Make determinations as to the status of inland waters for navigation
purposes.
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MERCHANT VESSEL PERSONNEL DIVISION (MVP) .

Under the direction and supervision of the Chief, Office of Merchant
Marine Safety, the Chief, Merchant Vessel Personnel Division shall:

1. Plan and follow up on the development and administration of the
standards, procedures, and practices under which merchant marine personnel
are regulated.

2. Initiate or review, for referral to the Merchant Marine Council, such
merchant marine rules and regulations as relate to the licensing and
certificating of merchant marine personnel, the revocation or suspension
of licenses and certificates, and the shipment and discharge of seamen.

3. Develop examination questions and exercise central control over
examinations to assure reasonable uniformity in their administration.

4. Receive and examine papers relative to the issuance, exchange,
suspension, revocation, cancellation, or withholding of officers', sea-
men's, and motorboat operators' licenses or certificates.

5. Give central direction to the administration of the investigation of

acts of incompetence, misconduct, etc., under R.S. 4450 and 46 USC 239%a

and b, and of the prosecution of those cases which may be brought before

Hearing Examiners, with a view to maintaining proper discipline and com-

petence of merchant marine personnel. .

6. Receive copies of shipping articles, or forms used in lieu thereof,
together with copies of certificates of discharge and records of entry
issued to the crew and check for compliance with manning and citizenship
requirements.

7. Maintain central records, showing the service record of every seaman,
and other related records, and provide statistical and other information
necessary to answer any appropriate inquiries; exchange continuous dis-
charge books for certificates of identification and service and vice
versa; furnish, upon receipt of a properly executed affidavit, duplicates
of these and other seamen's papers.

8. Keep generally informed as to the availability, competence, conduct,
and service records of merchant seamen and keep the Merchant Marine
Council informed of developments relating thereto.

9. Review appeals to the Commandant entered by merchant seamen from de- .
cisions of field Examiners in proceedings against licenses, certificates

and/or Merchant Mariners' documents, and make appropriate recommendations

to the Chief Counsel and/or the Chief, Office of Merchant Marine Safety

for consideration in the preparation of final action with respect to such

appeals.
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10. Review and initiate action on appeals to the Commandant from
decisions or actions of any Officer in Charge, Marine Inspection or
District Commander, which are made regarding any matters under the
cognizance of the division.

11. Reply to inquiries, as appropriate, from other agencies and the
public regarding merchant marine personnel.

12. Provides a chairman for Appeal Board (consisting of labor, manage-
ment and government) to hear and take appropriate action on appeals by
persons denied security clearance at local hearing board level.

13. Furnishes a Review Board which makes appropriate recommendation to
Commandant in security cases which have not reached appeal stage.

14. Provides one of three committee members which prepares analysis of
information and makes appropriate recommendation to Commandant in
security cases in its early stages. (33 CFR 121.05(2)(3))

15. Provides a chairman for Administrative Clemency Board (five members)
which board reviews all pertinent material submitted by applicants whose
license or document has been revoked or voluntarily surrendered to avoid
hearing (46 CFR 10.13-17 and 137.03-30). The Chairman prepares digest
of the votes of the individual board members and makes appropriate recom-
mendation to Commandant in such cases.

16. Administers Coast Guard functions required by Great Lakes Pilotage
Act of 1960. (a) Maintains files relating to the registration of Great
Lakes Pilots and to the navigation of vessels without registered pilots
in certain waters permitted by the Act. (b) Assists in review of ap-
peals from penalties within Coast Guard cognizance assessed for vio-
lations of the Act. (c) Initiates action against U. S. Registered

Pilots who are allegedly negligent or incompetent to perform duties

under their Pilots Licenses. (d) Coordinates matters of mutual interest
through the Department of State with the appropriate Canadian authority.
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MERCHANT VESSEL DOCUMENTATION DIVISION (MVD)

Under the direction and supervision of the Chief, Office of ‘
Merchant Marine Safety, the Chief, Merchant Vessel Documentation
Division shall:

1. Give central direction to the administration of matters under
the cognizance of the Division to ensure uniformity in appllcatlon
of statutes, rules, and regulations.

2. Plan and administer a system for the documentation of United .
States vessels, as follows:

a. Initiate or review rules and regulations for referral to
the Merchant Marine Council and develop standards and procedures
under which the documentation of vessels is regulated; follow up
on administrative practices relative to such documentations.

b. Provide for the recordation of bills of sale and conveyance,
preferred mortgages and related instruments, ordinary mortgages,
releases, satisfactions, assignments, hypothecations, abstracts of
title presented for recording, and similar instruments concerning
vessel transactions; and ensure the availability of such records
for public inspection.

¢. Maintain certain other records showing the particulars of
every vessel documented as a vessel of the United States, and pro=-
vide statistics and other information necessary to answer appropriate ‘
inquiries.

d. Assign official numbers and signal letters to vessels, and
approve the registration of house flags and funnel marks for such
vessels,

3. Compile, edit, and issue the publications 'Merchant Vessels of
the United States" and '"Merchant Marine Statlstlcs", and prepare and
issue monthly supplements to the former.

4. Review decisions made by any officer in charge of marine inspection
or any district commander on matters under the cognizance of the
Division, which have been appealed to the Commandant, and initiate
proper actiom.

5. Conduct studies and/or review and comment upon studies made by
others relating to the revision of existing laws, regulations, practices,
and procedures concerning matters under the cognizance of the Division. .




6. Initiate and/or review and comment upon legislation regarding
matters under the cognizance of the Division in cooperation with the
Legal Division, and prepare supporting data and memoranda.

7. Maintain adequate liaison with other Divisions at Headquarters,
other Government agencies, admiralty attorneys, ship-owners and
operators, naval architects, representatives of maritime labor,
municipal and industrial associations, and research organizations
relative to pertinent legal, administrative, technical, and policy
questions.

8. Participate as Coast Guard and Departmental representative on
special research, management, and coordinating committees concerned
with the administration of pertinent laws.

9. Grant yacht commissions and regulate the use of documented yachts.,
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HAZARDOUS MATERIALS DIVISION SMHM2

Under the direction and supervision of the Chief, Office of ‘
Merchant Marine Safety, the Chief, Hazardous Materials Division shall:

l. Initiate or review, for submission to the Merchant Marine Council,
regulations relating to hazardous cargo containment and handling
aspects of merchant marine safety.

2. Determine the kind and degree of hazard inherent in the water

shipment of dangerous substances; study the toxicity, fire and -
reactivity hazards of dangerous cargoes; determine the safety pre-

cautions necessary where dangerous cargoes are being handled.

3. Initiate and administer research and development programs relating
to hazardous material safety (e.g., cargo hazard evaluation, oil and
chemical pollution, mixed temperature cargoes, cargo vapor control,
etc.).

4. Draft rules and regulations for the transportation, handling,
loading, discharging, stowage, storage, and use of explosives or
other dangerous cargoes as required by the Dangerous Cargo Act, 46
USC 170 as amended, and coordinate issuance with the Merchant Marine
Council. Develop and maintain rules and regulations pertaining to
the transportation by water of radicactive materials.

5. Administer and coordinate a program of foreign vessel inspection, ‘
including issuance of letters of compliance, for vessels carrying

bulk hazardous cargoes which create potential unusual risks to life

and property by virtue of the cargoes carried or the design for

cargo containment or handling.

6. Prepare publications on bulk hazardous cargo properties and safety
procedures for guidance and education of Coast Guard and marine industry
personnel. '

7. Consider and initiate action on technical questions concerning
cargo safety which are referred to Headquarters in commection with
inspections of new construction, repairs, and vessels in service.

8. Review such reports of marine casualties as are referred by the
Merchant Vessel Inspection Division and Law Enforcement Division;
make recommendations to those Divisions as to action to be taken in
specific cases and analyze casualty records of those Divisions for
cargo safety experience. .
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9. Promote safety in water transportation of hazardous materials

at local, national, and international levels by presentation of papers
at meetings, staff membership in professional societies, participation
in technical work of the Intergovernmental Maritime Consultative
Organization (IMCO) and United Nations; sponsorship of national and
international technical symposia, etc.

10, Direct the activities of the NAS-USCG Advisory Committee on
Hazardous Materials and act as liaison with the National Research
Council Advisory Center on Toxicology.

11. Maintain direct liaison with the Office of Hazardous Materials,
Department of Transportation, in order to develop shippers' require-
ments which can be used by all modes in domestic transportation.
Insure maximum uniformity of all dangerous cargo regulations issued
by the Coast Guard with the requirements of other Federal agencies.

12. Furnish technical information and interpretations of the
Dangerous Cargo Regulations to Law Enforcement Division and COTPs
when requested,
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TECHNICAL ADVISER

Under the direction and supervision of the Chief, Hazardous ‘
Materials Division, the Technical Adviser shall:

1. Serve as expert adviser to the Division Chief, Office Chief and
other Divisions in the field of hazardous cargo safety and submersible
environmental control; participate in and keep abreast of engineer-
ing and scientific developments so as to anticipate and assess safety
problems relating to the shipment and handling of hazardous cargoes.

2., Initiate and technically manage research and development programs
relating to hazardous material safety (e.g., cargo hazard evaluation,
0il and chemical pollution, mixed temperature cargoes, cargo vapor
control, etc.).

3. Direct the activities of the NAS-USCG Advisory Committee on
Hazardous Materials and act as liaison with the National Research
Council Advisory Center on Toxicology.

4, Manage and coordinate all Division special projects (e.g., develop-
ment of comprehensive new regulations for bulk chemical transportation).

5. Provide technical guidance in the development of publications on
hazardous cargo safety.

6. Represent the Coast Guard in meetings of industry and government
groups and technical and professional organizations. ‘

7. Review and make recommendations concerning proposed legislation
relating to hazandous material safety.

8. Provide general technical direction and coordination of the technical
personnel in the Division.
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OFFICE OF OPERATIONS (0)

Under the general direction and supervision of the Commandant, the
Assistant Commandant, ‘and the Chief of Staff, the Chief, Office of
Operations shall:

1. Direct, supervise, and coordinate the activities of the Chiefs of
the Aids to Navigation, Military Readiness, Law Enforcement, Search and
Rescue, Marine Sciences and Boating Safety Divisions and the Chiefs of
the Plans and Programs, Auxiliary, Intelligence, and Communications
-Staffs in connection with their assigned functions; assure the efficient
performance of duty by those officers; and have ultimate responsibility
for the effectiveness of operations including:

a. The saving of life and property and associated activities,
including search and rescue and flood and disaster relief.

b. The enforcement of laws for which the Coast Guard is responsible,
except those which are the specific responsibility of the Office of
Merchant Marine Safety.

c. The astablishment and operation of the aids to navigation system,
including the provisions of law relating to bridges across the navigable
waters of the United States.

d. The conduct of special operational programs of the Service such
as the Ocean Station program, the International Ice Patrol, the Bering
Sea Patrol, and those concerning icebreaking, aerology, and oceanography.

e. The operational and military readiness of the Service.

f. The Coast Guard communications system.

g. The adequacy of Service intelligence and security activities.

h. The Coast Guard Auxiliary Program.

i. The boating safety program except those responsibilities assigned
to the Coast Guard Auxiliary.

2. Determine basic plans, systems, methods, and procedures under which
the above activities are to be carried out; consider and make recommen-
dations as to broad policies which should control these determinations.

3. Administer the Planning, Programming, and Budgeting System as
Program Director for assigned Coast Guard Programs.
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4. Administer funds in those appropriations or subheads placed under .
the control of the Office of Operations, furnishing preliminary budget

estimates and apportionment or allotment recommendations to the Chief

of Staff, planning expenditures to accomplish essential programs with

available funds, passing on obligations against field allotments when

Headquarters authorization is required, and otherwise insuring wise and

economical expenditure of such funds.

5. Coordinate preparation of Coast Guard data for Navy mobilization and .
logistics plans; develop Coast Guard general emergency operation and
mobilization plans in support of Navy plans; develop Coast Guard plans
for continuity of operations; review supporting plans prepared by Area
and District Commander.

6. Determine operational factors including the allocation, distribution,
nomenclature, functional assignment, and status of air, shore, and
floating facilities; prescribe operational characteristics required in
the several types of operating facilities; recommend to the Commandant
the number and types of units to be operated.

7. Collaborate with the Chiéf of Staff and the Chiefs of Offices gener-
ally in matters relating to the overall operational activities of the
Service.

8. Advise the Office of Personnel concerning the procurement, training,
and assignment of personnel to meet operational requirements. .

9. Prescribe the operational reports to be submitted by field units and
advise the Comptroller as to types and forms of operational statistics
to be prepared by the Data Systems Division. Review and analyze such
reports and statistics and initiate or issue appropriate directives to
field units to insure uniformly high standards of operational efficiency,
effectiveness and economy.

10. Periodically review the administration of the Operations Divisions
of District offices and initiate recommendations to the District Comman-
der to effect improvements in the organization and methods of adminis-
tration of those divisions. Keep informed, through field inspections or
otherwise, as to the status, effectiveness, and efficiency of operations
generally, '

11. Periodically advise the Commandant as to the relative performance of
the districts with respect to district operational responsibility.

12. Supervise the Area Commanders in their special operational responsi-
bilities.
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13. Provide staff supervision and liaison with all Coast Guard advisory
personnel and mission groups assigned to foreign governments. Adminis-
ter internal TALA affairs.

14. Exercise technical control over Air Detachment, Arlington, the
Oceanographic Unit, and Washington Radio Station.

15. Operate the Headquarters Duty Office, including the Communications
Center and Flag Plot.
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PLANS AND PROGRAMS STAFF (OP) ‘

Under the direction and supervision of the Chief, Office of
Operations, the Chief, Plans and Programs Staff shall:

1. Direct the development of plans and programs for Coast Guard
missions except those which are the specific responsibility of the
Office of Merchant Marine Safety and the Office of Reserve.

2. Coordinate the Planning, Programming, and Budget System for the
Chief, Office of Operations, including:

a. Coordinate Budget preparation and publish the Operating Plan,
i.e,, coordinate the Coast Guard Program Memoranda of each mission
division, reviewing their Program and Financial Plans.

b. Prepare and maintain the Master Facilities Utilization Appendix,
reviewing the several Program Element Data Sheets, Facilities Utiliza-
tion Appendices, and Resource Change Proposals of the mission divisions.

c. Maintain and publish the Long Range Facilities Plans for
cutters and shore units. Review and coordinate Unit Development Plans,
Operational Planning Proposals, and Acqusition, Construction, and
Improvement Programs. -

3. Coordinate matters related to the real property program for the .
Office of Operatioms.

4. Coordinate and publish OPFAC (CG-244, Operating Facilities, U. S.
Coast Guard).

5. Coordinate the operating statistics and publish the Abstract of
Operations and the Annual Report to the Secretary.

6. Conduct program studies as directed. Conduct or coordinate issue
papers.,
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AIDS TO NAVIGATION DIVISION (OAN)

Under the direction and supervision of the Chief, Office of
Operations, the Chief, Aids to Navigation Division shall:

1. Administer and supervise the operation of the electronic, visual

and audio system in accordance with 14 USC 81 through 14 USC 87 inclusive,
including responsibility for the effective performance of the aids to
navigation mission by servicing and support units.

2. Function as the program manager for the PPBS mission of Aids to
Navigation. Develop mission objectives and goals. Define input and
output data requirements. Prepare and maintain current the Program
Element Data Sheets and the Program Financial Plan for those elements
under his cognizance. Develop Resource Change Proposals and the
Facilities Utilization Appendix for the program elements assigned.

3. Initiate, review and approve plans for the establishment and change
of aids to navigation.

4. Develop planning criteria and operational requirements for the
vessels, shore units, and equipment necessary to operate and- service
the aids to navigation systems.

5. Develop and approve requirements for manning, equipping and
deployment of mission units.

6. Establish operational procedures and training requirements for
Coast Guard units and personnel engaged in the aids to navigation mission.
Prepare and maintain manuals and other instructions

7. Establish and monitor operational proficiency standards of Coast
Guard units in support of the aids to navigation mission.

8. Initiate and approve research and development projects to meet the
operational requirements of the aids to navigation systems.

9. Coordinate plans and procedures for multi-functional Coast Guard units
with the other mission divisions.

10. Establish and maintain effective liaison with international, federal
and other agencies and the maritime industry to carry out assigned
responsibilities.

11. Administer and supervise the dissemination of information to the

mariner concerning aids to navigation. Publish the Light Lists and
other aids to navigation publications.
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12. Administer the provisions of law relating generally to the location .

and clearances of bridges, alteration of bridges which are unreasonable
obstructions to navigation, and regulations for operation of drawbridges

across navigable waters of the United States,
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AUXILIARY STAFF (OA)

Under the direction and supervision of the Chief, Office of Operations,
the Chief Director of Auxiliary shall:

1. Administer the Coast Guard Auxiliary in accordance with Chapter 23,
Title 14, USC, Part 5, Chapter 1, Title 33, CFR, and the USCG Auxiliary
Manual (CG-305).

2. Develop plans and procedures for the organizatien and utilization of
Auxiliary personnel and facilities to assist the Ceast Guard to promote
safety and to effect rescues on and over the high seas and on navigable
waters.

3. Promote, through the Auxiliary, efficlency in the safe operation and
navigation of motorboats and yachts.

k, Promote a program to foster wider knowledge of, and better compliance
with, the laws, rules, and regulations governing the operation and equipage
of small craft.

5. Recommend the extent of utilization of and logistic support required
for Auxiliary persomnel and facilities to facilitate Coast Guard operations.

6. Develop plans, procedures, and standards for the enrollment, training,

and organization of Auxiliary personnel and facilities. Prepare training
material, issue instructions, and maintain essential records and statistics.
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COMMUNICATIONS STAFF (OC) .

Under the direction and supervision of the Chief, Office of Operatioms,
the Chief, Communications Staff shall:

1. Administer the operation, planning, radio frequency utilization and
security of the Coast Guard communication system.

2. TFormulate policies and procedures necessary to assure coordination,
uniformity, and efficiency of the Coast Guard communication system.
Coordinate with the Assistant Chief of Naval Operations (Commander, Naval
Communications Command) in matters relating to communication readiness
and security. .

3. Coordinate for the Office of Operations the development of operational
requirements for telecommunication/equipment; establish the operational
characteristics of equipment to meet the requirements; and determine
priorities for procurement and installation of the equipment.

4. Initiate and/or coordinate recommendations relating to the establish-
ment or modification of Coast Guard telecommunication services, facilities,
and equipment.

5. Determine and prepare operational justification for present and

future budgetary requirements of the Coast Guard communication system,

and coordinate the administration and allotment of funds for communication .
services. ‘

6. Establish operational requirements for radio frequency spectrum space
to serve the Coast Guard communication system. Coordinate the radio
frequency monitoring program for the Coast Guard.

7. Administer the communications security program of the Coast Guard.
Administer the Registered Publications and COMTAC Publications Systems
of the Coast Guard.

8. Maintain liaison with government and non-government communication
agencies and representatives.

9. Operate the Headquarters Communications Center, Cryptographic Center,

and Officer Couriler services. Maintain the Headquarters RPS allowance, .
Technical Publications library, COSMIC sub-registry, and TOP SECRET, NATO,

CENTO and SEATO control center.

10. Exercise technical control over the Washington Radio Stationm.
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INTELLIGENCE STAFF (0I)"

Under the direction and supervision of the Chief, Office of
Operations, the Chief, Intelligence Staff shall:

1. Administer and supervise the intelligence program of the Service.
2., DPlan, order, or conduct personnel investigations in connection with:

a. Coast Guard military and civilian personnel.

b. Applicants for all types of positions in the Coast Guard.

c. Applicants for Merchant Marine licenses and other seaman's
documents.

3. Collect and disseminate intelligence information in support of

Coast Guard missions, including all enforcement and regulatory functions
except those investigative responsibilities specifically vested in the
Office of Merchant Marine Safety.

4, Coordinate the intelligence activities of the several Coast Guard
Districts and other intelligence units.

5. Administer the programs for internal security and physical security
within the Service.

6. Maintain active liaison with the intelligence community and other
intelligence agencies. Provide Coast Guard and Departmental repre-
sentation on interdepartmental intelligence and security committees as
required.

T. Maintain intelligence and fingerprint files on all Coast Guard
military and civilian personnel, and on others of interest to the
intelligence community.

8. Direct those portions of the Coast Guard identification card program
which pertain to their security, accountability, and issue.

9. Maintain technical laboratory facilities and capabilities required
in support of Coast Guard investigative activities.
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MARINE SCIENCES DIVISION (OMS)

Under the direction and supervision of the Chief, Office of Operations, .
the Chief, Marine Sciences Division shall:

1. Administer the Coast Guard programs for the missions of oceanography,
polar operations, and meteorology, including the International Ice Patrol
and the ocean station program, less any national or international search
and rescue aspects.

2. Maintain general cognizance over related operations. 4

3. Develop mission plans, and required revisions; coordinate development

of supporting facility plans to meet mission plans; develop plans for the .
selection, training, and deployment of personnel for the conduct of as-

signed missions.

4, Develop policies, agreements, and procedures for the assigned missions.

5. Maintain liaison with components of other govermments, international

bodies, U. S. federal departments and independent agencies, state organi-

zations, and state and private institutions in respect to assigned missions;

act as the authoritative point of contact for these missions; provide

Coast Guard representation at the working group level for interagency

groups coordinating oceanography, meteorology, and polar operations.

6. Establish operational requirements for meeting mission goals. .

7. Initiate research and development projects to meet mission requirements.

8. Obtain foreign port clearances for all Coast Guard surface units.
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MILITARY READINESS DIVISION (OMR)

Under the direction and supervision of the Chief, Office of
Operations, the Chief, Military Readiness Division shall:

1. Administer a program designed to assure operational efficiency and

military readiness of the Service, embracing all phases of preparedness
for contingency operations, operations as a part of the Navy in time of
national emergency, and peace time operations not otherwise assigned.

2. Function as program manager forthe PPBS mission of Military
Preparedness and Operation. Develop mission objectives and goals.
Define input and output data requirements. Prepare and maintain current
the Program Element Data Sheets and the Program Financial Plan for those
elements under his cognizance. Develop Resource Change Proposals and
the Facilities Utilization Appendix for the program elements assigned.

3. Determine, promulgate, and evaluate plans and training programs for
military readiness and other operational programs not specifically

assigned to other divisions. Coordinate, direct and evaluate unit and
functional training programs, including those conducted by Coast Guard
training detachments and Navy fleet training commands, and cutter pre-
commissioning training. Administer the small arms marksmanship competitive
program.

4. Advise the Commandant on Nuclear matters not otherwise delegated.
Maintain Headquarters Restricted Data Control Center. Keep informed on
and coordinate the development of operational requirements for weapons,
anti-submarine warfare, chemical, biological and radiological warfare
defense, damage control, shipboard internal communications, combat infor-
mation, and tactical operations. Coordinate and publish standard unit
organization guides. ’

5. Supervise overall acquisition of all weapons and ammunition both for
current use and for mobilization requirements. Supervise Headquarters
controlled material (OMR). Administer and control Subhead 54, Ammunition
and Small Arms.

6. Coordinate the preparation of Coast Guard input to Navy general war
plans and Department of Transportation emergency plans. Coordinate,
develop, and maintain Coast Guard general war plans, logistic capabilities
plans, contingency plans, continuity of operations plans, disaster ,
control and other emergency plans. Review supporting plans of subordinate
commanders.

7. Coordinate the development of personnel mobilization requirements and
the establishment of mobilization procedures. Conduct 'capabilities and
requirements' studies to provide a base for recommendations for Reserve
personnel ceilings. Coordinate development of mission objectives for

Reserve Training for the Planning, Programming and Budgeting System.
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8. Review and evaluate the Coast Guard wartime tasks. Recommend, as
needed, the formation of joint Navy - Coast Guard adhoc boards to study
changes in the wartime tasks. .

9. Maintain liaison with other govermment agencies concerning military .
readiness. Serve as Coast Guard Member of the National Board for the
Promotion of Rifle Practice.

10, Administer and maintain general cognizance of Coast Guard units
involved in military operations. ’
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LAW ENFORCEMENT DIVISION (OLE)

Under the direction and supervision of the Chief, Office of Oper-
ations, the Chief, Law Enforcement Division shall:

1. Administer the Coast Guard program for the enforcement of navigation,
conservation, and port security together with related functions such as
anti-pollution regulations, international treaties, immigration and
customs laws, Dangerous Cargo Act, and anchorage regulations, except

. for those responsibilities assigned to the Chief, Office of Merchant
Marine Safety.

- 2. Function as program manager for the PPBS mission of Marine Law
Enforcement. Develop mission objectives and goals. Define input and
output data requirements. Prepare and maintain current the Program
Element Data Sheets and the Program Financial Plan for those elements
under his cognizance. Develop Resource Change Proposals and the
Facilities Utilization Appendix for the program elements assigned.

3. Develop plans, policies, agreements, and procedures for assigned
missions.

4. Develop planning criteria and operational requirements for the

vessels, shore units and equipment necessary for assigned missions.

5.  Develop and approve requirements for manning, equipping and deploy-
‘ ment of mission units.

6. Establish operational procedures and training requirements for Coast

Guard units and personnel engaged in law enforcement activities. Prepare
and maintain manuals and other instructions.

7. Establish and monitor operational proficiency standards of Coast
Guard units in support of assigned missions.

8. 1Initiate and approve research and development projects to meet the
operational requirements of assigned missions.

9. Coordinate plans and procedures for multi-functional Coast Guard
units with the other mission divisions.

10. Submit proposals to the Merchant Marine Council when new rules or
regulations or amendments to current rules and regulations are required
to administer that part of the law enforcement program covered in Title
“ 33, Code of Federal Regulatioms.

11. Establish and maintain effective liaison with officials of the

various States, other Federal agencies and the maritime industry to
carry out assigned responsibilities.
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12. Provide for, analyze,and maintain port safety and dangerous cargo ‘ .
reports of violations and records of casualties pursuant to applicable
Titles 33 and 46, Code of Federal Regulations.
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SEARCH AND RESCUE DIVISION (OSR)

. Under the direction and supervision of the Chief, Office of
Operations, the Chief, Search and Rescue Division shall:

1. Administer the Coast Guard responsibilities for search and rescue.

2. Function as the Program Manager for the PPBS mission of search and
rescue.

= 3. Administer and coordinate the activities of Coast Guard Aviation,
SAR Shore Facilities, SAR Cutters and SAR Systems. '

“ 4. Maintain general cognizance over domestic icebreaking.

5. Establish operational performance standards, procedures and training
requirements for Coast Guard units and personnel engaged in the .search
and rescue mission.

6. Initiate research and development projects to meet the operational
requirements of the search and rescue mission.

7. Coordinate plans and procedures for multi-functional Coast Guard
units with the other mission divisions.

8. Administer and control subhead 26, "Fuel for Vessels and Aircraft.”
. Administer the funds for the boat replacement program.

9. Establish and maintain liaison with other governments, international
bodies, other U. S. services, government agencies and private institutions
with respect to search and rescue.

10. Exercise operational control over the Air Detachment, Arlington.
11. Maintain and publish the long range Facilities Plans for Aviation
and Shore Units. Review and coordinate Unit Development Plans,
Operational Planning Proposals and Acquisition, Construction and

Improvement Programs.

12. Coordinate matters related to the real property program for the
Office of Operations.

vy 13. Coordinate and publish OPFAC (CG-244, Operating Facilities, U. S.
Coast Guard).
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BOATING SAFETY DIVISION (ORB)

Under the direction and supervision of the Chief, Office of Operationms,
the Chief, Boating Safety Division shall:

1. Develop, administer, and supervise the program for the enhancement of
boating safety in the United States, except for those responsibilities
which are assigned to the Chief, Auxiliary Division.

2. Plan and supervise the assignment of identification numbers to undocu-
mented vessels as required by 46 USC 527,

3. Develop plans for the selection, training and deployment of personnel v
for the enforcement of boating laws including the preparation and revision
of manuals or other instructional material,

4, Make recommendations as to the substance of agreements and other
arrangements between the District Commanders and officials of various States
for the fullest possible cooperation in the enforcement of both State and
Federal statues, rules and regulations relating to boating, as directed by
Sec. 9 of the Federal Boating Act of 1958. (46 USC 527)

5. Develop plans for uniform, effective enforcement of all federal laws

and regulations governing recreational boating and uninspected vessels,

including the maintenance of records and statistics on violations dis-

closed, penalties imposed and the status or results of prosecutions ini- ’
tiated under the enforcement program. . 4

6. Plan, administer and supervise the program for the reporting and inves-
tigation of boating accidents,and the compilation, analysis and publication
of information thus obtained, as required by 46 USC 527,

7. Prepare and review material intended for public information relative
to the program of boating safety, such as speeches, press releases,
articles, publications, liaison letters, etc.

8. Establish and maintain effective liaison with officials of the various
States, other Federal agencies and the boating industry who are directly
concerned with the safety and regulation of boating.

9. Review, for purposes of recommendation to the Commandant, all requests
received from the States for approval of proposed boat numbering systems
as authorized by 46 USC 527,
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OFFICE OF PERSONNEL (P)

Under the general direction and supervision of the Commandant, the
Assistant Commandant, and the Chief of Staff, the Chief, Office of Per-
sonnel shall:

1. Direct, supervise and coordinate the activities of the Chiefs of the
Civilian Personnel, Enlisted Personnel, Medical, Officer Personnel,
Personnel Services, and Training and Procurement Divisions in carrying
out their assigned functions.

2, Direct the administration of funds in those appropriations or sub-
heads under the control of the Office of Personnel, including furnishing
preliminary budget estimates and apportiomment or allotment recommenda-
tions to the Chief of Staff, planning expenditures to accomplish essen-
tial programs within available funds, and authorizing obligations against
field allotments when Headquarters authorization is required.

3. Exercise operational, administrative, technical and logistic control
over the Academy and Training Centers.

4, Administer the program for the remission of indebtedness of Coast
Guard enlisted personnel.

5. Direct, supervise, and administer the functions of the Permanent
Uniform Board; maintain current the Uniform Regulations as amended for
Coast Guard use; and maintain all records pertaining thereto.

6. Act as member of Coast Guard Board of Awards and the Physical Dis-
ability Appeal Board.
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CIVILIAN PERSONNEL DIVISION (PC)

Under the direction and supervision of the Chief, Office of Person-
nel, the Chief, Civilian Personnel Division shall:

1. Develop and implement a Civilian Personnel Management Program keyed
to organizational needs within the framework of law or executive policy
and the rules and regulations of the Civil Service Commission and the
Department of Transportation. The Civilian Personnel Management Program
shall include:

a. Formulating policy and procedural instructions governing the
conditions of civilian employment in the organization; and advising -
management officials on civilian personnel functions and policies.

b. Establishing and administering a program to provide the best
qualified person available from all sources for each civilian position;

c. Evaluating the performance of employees and the use of such
evaluations as a basis for recognizing outstanding employees and for
initiating corrective or improvement actions if indicated;

d. Providing the Coast Guard with a civilian employee training and
development program to meet all civilian personnel training needs as
determined or supported by Coast Guard management at all levels;

e. Administering an employee relations and services program, ‘
including establishing procedures for disciplinary and adverse actions,
and for grievances and appeals; and implementing employee services pro-
grams such as health, insurance, and retirement programs;

f. Promoting and/or providing appropriate recognition of employees
through special honor and service awards, incentive awards, or other
appropriate means;

g. Establishing and maintaining the personnel records necessary to
t he conduct of the civilian personnel management program and to providing
reports and analyses for the use of Coast Guard management, Department
of Transportation, and the Civil Service Commission;
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i. Conducting comprehensive evaluations of the civilian personnel
management program as a basis for identifying weaknesses in and strength-
ening specific program areas and directing the program to meet Coast
Guard needs. '

j. Implementing and conducting an employee-management cooperation
program as established by Executive Order; consulting with representa-
tives of employee organizations as necessary; reviewing actions by field
commanders in recognizing employee units and negotiated agreements; and
evaluating complaints of unfair labor practice or violations of the code
of ethics;

k. Developing and publishing directives to implement the civilian
persomnel equal employment opportunity program; advising management
officials on civilian personnel matters relating to the program; and
assisting in the conduct of surveys to determine the effectiveness of
the program.

2. Administer the Lighthouse Service Retirement Act and make recom-
mendations to the Civil Service Commission relating to retirement

cases under the Civil Service retirement system.

3. Administer funds provided for the training and development of
civilian employees.

4. Delegate authority to administer oaths to civilian personnel for
appointments and related functions.
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ENLISTED PERSONNEL DIVISION (PE) ‘

Under the direction and supervision of the Chief, Office of Person-
nel, the Chief, Enlisted Personnel Division shall:

1. Administer those elements of the program for enlisted personnel*
including assignment, advancement, discharge, and retirement.

2. Analyze enlisted complements and allowances and develop assignment
plans commensurate with on board strength so as to minimize excesses and
deficiencies with respect to complements and allowances and make an
equitable distribution of available sources.

3. Recelve, evaluate and act on requests for assignment of enlisted
personnel from the districts and the Headquarters units.

4, Initiate all transfer orders to implement the Commandant's enlisted
personnel distribution policy.

5. Administer the servicewide examination program for advancements or
changes in rating of enlisted personnel.

6. Review recommendations submitted to the Commandant for changes of
policy or procedure in connection with the administration of the enlisted
personnel program.

7. Process advancements or reductions in rate as ordered by the Com- ‘
mandant.

8. Consider requests and recommendations for retirement of enlisted
personnel and issue retirement orders.

9. 1In cases involving possible physical disability, assist in the pro-
cessing of boards of medical survey, provide records as necessary for
the use of physical evaluation boards and take action as required by
final action of such boards held on enlisted personnel.

10. Receive, evaluate and act on requests for discharge of enlisted per-

sonnel; reissue discharge certificates in cases where it is administra-

tively or otherwise determined that a change in the form of certificate

awarded should be made; issue Form DD-303, CG Certificate in Lieu of x
Discharge, in cases of loss or destruction of original discharge certifi-

cate.

*The term "enlisted Personnel'" as used in this statement includes
Reserve enlisted personnel on extended active duty
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11. Maintain comprehensive records and compile statistics on enlisted
personnel. Furnish such information to components in the Coast Guard
and to other agencies as necessary.

12. Develop and formulate policy with respect to enlisted personnel man-
agement and recommend legislation, if appropriate; review all legislation
proposed extrinsically to the Coast Guard affecting enlisted personnel
and make recommendations thereto.

13. Review and determine the training requirements for enlisted person-
nel and make recommendations necessary to implement a program to fulfill
these requirements.
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MEDICAL DIVISION (PM)

Unider the direction and supervision of the Chief, Office of Personnel, .
the Chief, Madical Division shall:

1. Plan and administer all matters pertaining to the health of military
personnel, including medical and dental examinations, the provisions of
medical and dental care to Coast Guard military personnel and their
dependents, the maintenance of adequate sanitary standards, and the pre-
vention of disease.

2., Maintain liaison with the Public Health Service regarding the assign-
ment of medical officers, the utilization of facilities, and medical
matters generally, .

3. Develop, in cooperation with other divisions in the Office of Per-
sonnel, physical standards for Coast Guard duty; prepare and distribute
material to medical officers, hospital men, or Coast Guard personnel
generally relative to physical examinations and the administration of
medical aid; review report of medical examinations of officer and
enlisted personnel and initiate appropriate action when necessary.

4, Review reports made by medical officers in the districts regarding
local sanitary conditions, and locations or facilities proposed for
acquisition by the districts; make appropriate recommendations to the
Chief, Office of Personnel.

5. Review all specifications for new vessels, stations, or other facili- .
ties considered by the Office of Engineering at Headquarters with a view

to checking as to conformity with accepted sanitary standards and as to

the adequacy of medical and dental facilities.

. 6. Recommend the convening of medical boards in cases requiring Head-
quarters action, review the findings of such boards, and make recom-
mendations thereon to the Chief, Office of Personnel.

7. Review service requirements and establish service-wide needs for medi-
-eal and dental supplies and equipment;-establish allowances for medical
and dental - supplies-and equipment; make recommendations to Comptroller
—concerning the medical and dental supply system; maintain inventory control
over-medical equipment -and supplies; and initiate proeurement requests for
medical and dental supplies needed at  Headquarters.

8. Consider communications received at .Headquarters relating to the
medical records of Service personnel and furnish medical information to
authorized agencies for the purpose of determining claims, pension
rights, insurance benefits, etc.
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9. Develop plans for and administer all phases of Coast Guard programs
relating to aviation medicine.
10. Review all aspects of atomic, biological and chemical warfare defense
policies and programs including radiological health which come under the

cognizance of the Medical Division.

11, Stimulate special medical programs, such as the prevention, control
and treatment of venereal diseases and tuberculosis.

12, Submit total budget request for Coast Guard medical services line item
in the Public Health Service budget.

13. Administer medical funds as authorized.

14, Establish medical policy to be implemented in field activities.
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PERSONNEL SERVICES DIVISION (PS)

Under the direction and supervision of the Chief, Office of Personnel
the Chief, Personnel Services Division shall:

l. Administer those elements of the military personnel program which
pertain to the well-being and morale of the individual and his dependents
including: ’

a. Dependents schooling overseas.

b. Servicewide recreation activities.

d. Recreation funds.

d. Dissemination of information and answering queries on civil
read justment, veterans benefits, and Retired Serviceman's Family Protection

Plan.

e. Reviewing and processing requests for withdrawal from Retired
Serviceman's Family Protection Plan by reason of hardship.

f. Providing membership on the joint board for Retired Serviceman's
Family Protection Plan.

g+ Administering the absentee Voting Program. ‘
h. Disseminating information on Federal Fund Raising Programs.
i. Morale Funds.

jo Developing and implementing instructions for application, issuance,
verification and validation for Armed Forces and Uniformed Services Identi~
fication and privilege cards. .

2. Administer the Coast Guard Family Housing and Leasing Program.
3. Administer the Decedent Affairs Program within the Coast Guard.

4. Adjudicate and process claims of military personnel submitted under
the Military Personnel and Civilian Employees Claims Act of 1964. .

5. Administer the Program for Military discipline within the Coast Guard
including: .

a. Reviewing and taking appropriate action on complaints received
relative to indebtedness, non-support of dependents and paternity.

b. Reviewing and processing applications for appointment of trustees
for retired members found mentally incompetent.
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¢. Reviewing and processing applications for remission of indebted-
ness under 14 USC 461 and 50 APP USC 2211.

d. Reviewing all courts-martial referred to the Division for con-
sideration of sentences and for morale implications.

e. Reviewing Boards of Investigation that are referred for consid-
eration of the appropriateness of disciplinary action.

f. Reviewing and preparing action of Final Reviewing Authority on
all Administrative Discharge Boards.

g. Reviewing requests of imprisoned personnel for restoration to
duty. A

h. Preparation of letters of caution, admonition and reprimand
which are signed by the Commandant.

6. Administer the program for Coast Guard decorations and awards. Pro-
vide administrative support and maintain records for the Coast Guard
Board of Awards.

7. Administer the Military and Civilian Personnel Security Programs.

2-105




ORGANIZATION MANUAL

OFFICER PERSONNEL DIVISION (PO)

Under the direction and supervision of the Chief, Office of Personnel,
the Chief, Officer Personnel Division shall administer the program for
officer personnel on active duty, except as specifically otherwise assigned.
In the performance of this function he shall:

1. Execute appointments in the regular service and effect separations
from active duty.

2. Review and maintain records of officer complements and allowances,

develop a rotation plan, develop and maintain an officer classification

system for officer qualifications and billets, effect the assignment of .
all officer personnel in accordance with policies governing assignments

and rotation of assignments.

3. Maintain the active duty promotion list and similar lists for all
other officers on active duty, administer the system for officer per-
formance evaluation, and plan all promotion actions.

4. 1Initiate, review, and take appropriate administrative action on
medical boards of survey and retirement boards.

5. Administer the current leave regulations for officers; act for the Com-

mandant, as authorized, on requests for leaves of absence for officers re-

quiring his action; authorize delay (to count as leave) for officers en-

route to new duty stations when such action is appropriate. ‘

6. Maintain comprehensive individual records of each officer and prepare
such reports and statements as may be required by other offices at Head-
quarters and appropriate individuals and agencies.

7. Compile and distribute a Register of Coast Guard Officers.

8. Review or initiate proposed legislation affecting officer personnel of
the Coast Guard.

9. Determine, in accordance with operating needs, the training requirements
for officer personnel and the billet requirements to sustain the proposed
training level. ‘
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TRAINING AND PROCUREMENT DIVISION(PTP)

Under the direction and supervision of the Chief, Office of Personnel,
the Chief, Training and Procurement Division shall:

1. Administer those elements of the military program which pertains to the
procurement of all officers and enlisted personnel and cadets.

2. Develop in consultation with the heads of other offices and divisions,
personnel procurement plans and qualifications to be observed in the procure-
ment of officer and enlisted personnel and cadets.

3. Receive applications for original commissions, or warrants under authority
of 14 USC 211(a)(4), check them for conformity with prescribed policies and
procedures, and make recommendations thereon.

4. Maintain Headquarters Liaison with Academy relative to Cadet Procurement.
Assist Academy in the development of Cadet Procurement publicity materials.
Implement directives pertaining to Cadet Procurement.

5. Administer the recruiting program and assure maximum effectiveness in the
procurement of enlisted personnel.

6. Plan and administer training programs, except unit training, to meet
requirements determined by the Officer and Enlisted Personnel Divisions,
based on availability of Coast Guard and non-Coast Guard schools. Control
utilization of Coast Guard Training Centers facilities, except the Reserve
Training Center, by personnel of the Coast Guard, military or c1v1llan. Make

arrangements for attendance of personnel at schools for advanced or special-

ized training. Provide Headquarters support, training materials, funds, and
policy determination as necessary to conduct these training programs.

7. Maintain Headquarters liaison with the Academy; keep informed as to the
details of cadet training and make recommendations pertinent thereto; maintain
necessary Headquarters cadet personnel records.

8. Maintain Headquarters liaison with the recruit training center and
other training centers and training activities. Review or approve curricula
of Coast Guard schools.

9. Plan, execute and coordinate the training of all foreign nationals in con-
junction with approved programs of the Coast Guard and other federal agencies.

10. Obtain or develop texts and tests as necessary for officer and enlisted
personnel qualification and promotion programs. Prepare instructions for the
administration of the testing programs. Administer these programs for Head-
quarters level as required.

11. Prepare preliminary budget estimates for training and procurement pur-
poses, make recommendations as to allotments; administer funds allocated

to the division.
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OFFICE OF RESERVE (R)

Under the general supervision of the Commandant, the Assistant .
Commandant and the Chief of Staff, the Chief, Office of Reserve
as the flag officer responsible for Reserve affairs, shall:

1. Direct, supervise and coordinate the activities of the Chiefs

of the Reserve Administration, the Reserve Training and the Reserve

Programs Divisions; assure the efficient performance of duty by these

officers; and have ultimate responsibility for the activities of his

subordinates. -

2. Formulate plans, programs &nd policies of the Reserve; review
and monitor the Reserve program.

3. Serve as member of the Reserve Forces Policy Board.
4. Designate membership on Reserve personnel and policy boards.

5. Establish and maintain liaison with government and non-governmental
organizations on matters pertaining to the Reserve.

6. Exercise administrative and operational control over the Reserve
Training Center, Yorktown, Virginia.

7. Coordinate, finalize and provide for the publication of: (1) The

Coast Guard Reservist; (2) all amendments to the Administrative Manual

for the Coast Guard Reserve; and (3) all directives originating in any ‘
Reserve division.
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Under the direction and supervision of the Chief,
Office of Reserve, the Chief Reserve Administration Division shall:

- 1. Propose legislation deemed necessary for the Reserve; review
and comment on all legislation affecting the Reserve.

2. 1Initiate changes and amendments to Code of Federal Regulations,
Title 33, Part 8-Regulations, United States Coast Guard Reserve,

as necessary.

3. Review all boards concerning Reserve promotions, retirements,
retention and physical disability.

4., Administer the program for enrollment and disenrollment of
temporary members of the U. S. Coast Guard Reserve; maintain
records and history of this component.

5. Maintain Reserve officer service records.

6. Administer appointments, promotions, retirements, separations
. and other status changes of Reserve personnel.

7. Prepare Register of Commissioned and Warrant Officers, USCGR.
8. Notify those reservists who complete twenty satisfactory years
of service for retirement under the provisions of Sections 1331-
1337 Title 10, United States Code.

9. Certify claims for Uniform Allowances.

10. Maintain liaison with Department of Defense, other Armed

Services, other governmental agencies and appropriate civilian
organizations.
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N\
\

RESERVE PROGRAMS DIVISION (RP) ’

Under the direction and supervision of the Chief, Office of Reserve,
the Chief, Reserve Programs Division shall:

1. Make recommendations relative to the degree and extent of authorization
of Reserve personnel under mobilization conditions and plan for and admini-
ster the Reserve Program Mobilization system to ensure the availability and
proper employment of mobilization personnel. -

2, Establish numerical requirements and qualifications criteria for the
procurement of reserve personnel, other than those procured for the pur-
pose of immediate call to extended active duty. Coordinate with Training
and Procurement Division in the administration of the program for the
procurement of Reserve personnel.

3. Prepare and submit program changes and preliminary budget estimates,
make recommendations as to allotments, administer funds allocated to the
office, and pass on obligations for items to be charged against field
allotments in those instances where prior authorization by Headquarters
is required.

4, Act as Program Element Coordinator for all Reserve program elements.
Develop and prepare all plans, studies, program memorandum, and other
documentation required by the Planning, Programming, Budgeting System.

5. Coordinate and carry out with other Reserve Divisions all logistic
support, including supply, personnel, medical, fiscal and financial ser-
vices, including preparation of the financial plan based on the operating
stage of the budget.

6. Maintain and distribute personnel and other related statistics required
for administration of the Reserve program; analyze and prepare projections
of personnel strengths and performance based on current planning for use

in budget presentations and determining mobilization posture.

7. Formulate and administer organizational and attendance standards for
units and members of the Reserve.

8. Through the Chief, Office of Reserve, maintain close liaison with re-
sponsible personnel of the Department of Defense, components of the other »
Armed Services, the Selective Service system, and other governmental and
civilian organizations, as necessary, to insure proper administration of
the Reserve program, within the area of responsibility. .
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RESERVE TRAINING DIVISION (RT)

Under the direction and supervision of the Chief, Office of Reserve,
the Chief, Reserve Training Division shall:

1. Develop and administer the inactive duty training program for
Reservists, including provisions for correspondence courses, examinations
for advancement in rate and application for initial appointment to war-
rant officers. .

2. Develop and administer the active duty for training programs for
Reservists, including the initial active duty for training programs.

3. Coordinate the active duty for training and inactive duty training
programs to insure that the knowledge and skills imparted are mutually
compatible.

4, Coordinate Reserve training with activities of the Regular service
in order that the basic objective of maintaining a Reserve force that is
adequately trained is achieved, and that optimum utilization is made of
all Coast Guard training capabilities.

5. Administer and coordinate the program for the development and use
of training aids (including vessels and aircraft) and publications
used for Reserve training.

6. Develop and coordinate the system for the distribution of training
aids and publications.

7. Develop standards for assignment of designators to inactive duty
reserve officers. Approve or disapprove individual requests for awarding
of or changes in designator.

8. Publish and maintain the Coast Guard Reserve Training Aids and
Publications Index (CG-236R).

9. Publish and distribute the Reserve Unit Training Bulletin.
10. Maintain liaison with corresponding components of the Department

of Defense and other government and civilian organizations, as appro-
priate, to ensure proper training of the Coast Guard Reserve.
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PART III
‘ ORGANIZATION OF AN AREA OFFICE .

‘A, _General Description

1. A Coast Guard Area office consists of the following components of
organizations: :

a. THE AREA COMMANDER(a)
Deputy Commander (ad)

b. OPERATIONS DIVISION (a0)
. Search and Rescue Branch
Communications Branch
Oceanographic Branch
Auvtomated Vessel Reporting Branch

c. PLANS AND TRAININ-® DIVISION (ap)
Plans Branch
Training Branch
Nuclear Affairs Branch

d. OPERATIONAL EVALUATION DIVISION (ae)
Operations Evaluation Branch
Engineeéring Evaluation Branch
Administrative-Evaluation Branch
‘ Reserve Units Evaluation Branch

.2. The basic organization of an Area Office is patterned after that of
Headquarters or a District Office. The Area Commander acting as an
intermediate echelon of operational command between the Commandant )
and the District Commanders and as a senior operational commander s
has substantial latitude and flexibility in judgment and decision in matters Lf
concerning the efficiency, readiness, and operational control of designated
Ares units for both peacetime operations, and operations s&s & part of the
Navy in time of national emergency. The Area Commander is assisted
by & staff of technical assistants who serve as principal advisors to him
for those fields in which they are qualified and assigned. The areas of
responsibility of his staff are delineated in detail in the statements of
functions which are included in this part.

3. There are two Coast Guard Areas, each Area under the command of {
an Area Commander. The Eastern Area, with the office of the Commander, -
Eastern Area located in New York, comprises the land and ocean areas
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of the First, Third, Fifth, Seventh, and Eighth Coast Guard Districts.

The Western Area, with the office of the Commander, Western Area lo- .
cated in San Francisco, comprises the land and ocean areas of the

Eleventh, Twelfth, Thirteenth, Fourteenth, and the Seventeenth Coast
Guard Districts. The Commander, Third Coast Guard District will serve
collaterally as Commander, Eastern Area and the Commander, Twelfth
Coast Guard District will serve collaterally as Commander, Western
Area. (Complete description outlined in U.S. Coast Guard Regulatioms,
CG~300).

4. The Area Commander has direct responsibility for the planning and
control of operational matters where in his opinion support is required
or the matter is above and beyond the capabilities of an individual
district to perform. As the direct representative of the Commandant

he shall have the responsibility and authority for the positive con- .
trol of operational matters requiring the coordination of forces and

facilities of more than one district. He shall be primarily concerned

with operational matters specifically within the fields of search and

rescue, the ocean station program, major oceanographic and icebreaking

efforts, readiness and mobilization planning and the operational eval-

uation of these functions. The logistics support for units under the

operational control of the Area shall normally be provided by the res-

pective districts. However, he shall provide urgent or emergency log-

istics as required to support operational forces utilizing whatever

forces are available and required within his area of responsibility.

His administrative efforts shall be devoted primarily to the further-

ance of Coast Guard operational objectives and the evaluation and

study of operational matters for the improvement of the Coast Guard.

To this end he may require operational studies or recommendations .
from the individual districts concerning individual SAR cases.

5. Although the District Commander is the direct representative of the
Commandant in all matters pertaining to his district and has the full
responsibility for the proper administration of his district, the area
command is the intermediate echelon for operational coordination bet-
ween the districts comprising an area, and is the direct representative
of the Commandant in matters involving planning and liaison with appro-
priate heads of other services within the area.

6. a. In carrying out his primary responsibilities for the search and
rescue function, the Area Commander is not normally involved in the
usual conduct of this duty at the local level. The District Commander
has full authority and responsibility for all search and rescue opera-
tions within his district, whenever he has a district capability for
carrying on such operations. However, when an Area Commander deterx-
mines that the success of a particular assistance operation requires
additional forces or a highly coordinated effort, he is authorized to
and shall exercise operational control of the operation, utilizing the
facilities of any district within his jurisdiction. Incidents requiring
coordinating action by the Area Coigmanders will include:

3-2 |
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(1) Major marine or air disasters at sea, of such magnitude as to
require actually or potentially, the combined or partial efforts of
two or more districts; or which because of geographical location require
action by the Area Commander.

(2) Major land disasters, such as flood, fire, hurricane, explosion,
or earthquake, of such magnitude as to require actually or potentially,
the combined or partial efforts of two or more districts.

(3) Distress cases occuring at or near district boundaries in which
responsibility is not clearly defined, or which can be handled more
effectively or more expeditiously by joint action of the two adjacent
districts, or which require a higher degree of coordination of effect
.than can otherwise be assured. 1If a District Commander is in the best

position to control such an incident the Area Commander will so designate
him.

(4) During any such unusual assistance incident being coordinated
by the Area Commander, the District Commanders involved are under the
operational control of the Area Commander.

b. 1In addition to his responsibilities in connection with the
actual conduct of search and rescue operations, an Area Commander is the
primary representative of the Commandant for the overall planning
aspects of the assistance function within his area. He shall develop
and maintain adequate and effective plans relative to search and res-
cue within his area, and in this connection, establish and maintain
strong and continuous liaison with other service counterparts having
similar primary search and rescue responsibility in regions within
the area. For these purposes, he is the direct representative of
the Commandant in matters involving the negotiation of search and
redcue agreements with the appropriate heads of other services in
the area, and he is the principal coordinating authority for the
Commandant in respect to similar local agreements involving the
districts within his area. For purposes of the National SAR Plan,
Commander Eastern Area is Regional SAR Coordinator for the Atlantic
Maritime Region, and Commander Western Area is Regional SAR Coordin-
ator for the Pacific Maritime Region.

¢. The Area Commander shall advise the Commandant concerning the
over-all requirements of the Coast Guard incidental to search and rescue
within his area, and shall keep the Commandant informed as to the most

effective deployment and utilization of Coast Guard assistance facili-
ties within his area.
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7. The Area Commander is responsible for directing the program for main-
taining the operational and military readiness of units within his area. He .
is authorized to direct, cbserve, and evaluate exercises by these units to
determine their readiness to perform missions assigned. This program
includes the standardization of operations by units of the same type; the
development of operational doctrines and techniques; scheduling of opera-
tional training for wnits; coordination and scheduling of Jjoint Navy train-
ing manuevers and exercises; direction and operation of ship training de-
tachments assigned to the area; maintenance of adequate liaison with various
military commands relative to operational training; and other similar and
related operational matters.

8. The Area Commander is responsible for directing the conduct of the

ocean station program within his area. He ghall, by close coordination .
with the District Commanders concerned, schedule: designated vessels for

ocean station duty, exercising operational control of such vessels while

engaged on such duty.

9. The Area Commander is responsible for the operational control of
major jlcebresker operations in the ocean areas and, in the cagse of Com-
mander Eastern Area, the conduct of International Ice Patrol.

10. The Area Commsnder 1s responsible for the development and mainten-
ance of suitable mobilization plans.

1l. The Area Commander is responsible for establishing and maintaining

adequate lisison with the maritime industry, commercial aviation, and ‘ _
such other bodies or organizations having a mutual interest or concern '
in the activities of the Coasgt Guard.

12. The Area Commander is responsible for directing the conduct of

the Automated Merchant Vessel Reporting (AMVER) program within

his area with personnel and facilities provided. Fe shall, by close coordina-
tion with District Commsnders concerned, promulgate necessary criterion.

13. The Area Commander may be given such additional authority and
respongibility from time to time asimay be deemed necesgsary by the Com~-
mandant.

14, The resvonsibilities of the several major comvonents comprising the
organization of an area office are described more specifically as follows:

a. OPERATIONS DIVISION. The Operations Division has staff
responsibility for the operational readiness and adegnacy of the Service
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in the Area in connection with the saving of life and property at sea;
coordination and supervision of SAR facilities within the Area ag may
be required; supervision of the ocean station program; coordination of
ocesnographic and major icebreaking activities; coordination end super-
vision of area communication facilities; conduct of the Automated Mer-
chant Vessel Reporting (AMVER) program within the Area.

b. PLANS AND TRAINING DIVISION. The Plans and Training Division
has staff responsibility for the direction of the military readiness
program; mobilization planning; development, revisiom, and maintensnce
of mobilization, emergency, joint and logistic plans; establishment
of standardized training programsg and exercises; supervision of ship
training detachments; coordination of NBC training of Area units, and
other nuclear affairs matters. '

c. OPERATIONAL EVAIUATION DIVISION. The Operational Evaluwation
Division has staff responsibility for the establishment of standardized
"type” operational and military readiness requirements and standards
for designated Area units; periodic evaluation of unit ability to per-
form assigned functions; and the evaluation of personnel and facility
utilization.
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B. FUNCTIONAIL, STATEMENT .

1. The functions which are assigned to the chiefs of the various com-
ponents of organization in an Area office and which are the responsi-
bilities of those individuals are as outlined herein. The assignment
of a specific function to the chief of a component of organization
bestows upon that person the authority which is necessary to enable
him to discharge his responsibility in the matters.

2. Particular attention is directed to the statement of General Responsi-
bilities which lists those responsibilities which are common to the heads
of all components of organization in an Area office. -
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C. Statement of General Responsibilities ? e

There are certain fundamental responsibilities which are common to the
heads of all components of Area organization. The responsibilities
which fall in this category and are applicable to all components are
listed below and do not appear in the individual statements of functions.

In the accomplishment of his objectives, the chief of each division and
branch shall be responsible for:

1. The indoctrination, coordination, and discipline of all persommel
reporting to him. Discipline is used here in its broad sense of com-
plete conformation to every rule of conduct contributing to morale
and efficiency.

2. The coordination of activities of his component with the activities
of each other component.

3. The simplification and consolidation of all activities under him,
and the elimination of such of those activities as are not essential.

4. Assisting other component chiefs as required.

5. The consideration of all communications received by or referred to
him concerning matters for which he is responsible and the effectuation
of appropriate action in each case.

6. Maintaining an adequate record of information for immediate and future
reference purposes.

7. Preparing or rendering reports or returns required as a consequence

of the activities under him and processing such reports and returns prior
to release. This includes the responsibility for keeping higher authority,
and others who may need to know, informed of those activities.

8. Keeping currently informed through review of reports and records,
and other means, of conditions and requirements in the Area that relate
to activities under his cognizance.

9. The preparation and distribution of directives and instructions re-
lating to his assigned functions as may be necessary in order to secure
uniform interpretation, understanding, and performance of those functions
on the part of his subordinates.
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10. Maintaining internal liaison with other divisions on matters in which ‘
there is mutual concern, and maintaining external liaison with Districts

within the area, other Federal agencies or outside organizations perform-

ing similar or associated functions.

11. Comply with the commonly accepted tenets and principals of organi-
zation, particularly as they relate to military staff organization, and
for conforming his activities to established Service doctrine.

12, The discharge of any responsibility which might otherwise be imposed
upon him by Coast Guard Regulations or by any effective order or directive
of the Commandant or the Area Commander. .
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D. Statement of
Specific Responsibilities

DEPUTY AREA COMMANDER (ad)

Under the general direction of the Area Commander, the Deputy Area
Commander shall:

1. Assist the Area Commander in the general administration and di-
rection of Area activities. '

2. Supervise and coordinate the activities of the various chiefs of
divisions and advise these officers generally relative to the policies
and programs of the Area Commander.

3. Supervise the preparation and execution of operating plans and pro-
grams for carrying out the functions of the Service in the Area.

4. Analyze and review proposals and problems for the Area Commander;
prepare and issue orders, instructions, and directives affecting the
conduct of Area affairs; interpret rules, regulations and other di-
rectives for area personnel as may be necessary; review such incoming
and outgoing correspondence as may be specificed by the Area Commander.

5. Act as Area Commander under authority and as provided for in Article
13-3-3, Coast Guard Regulations (CG-300).
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OPERATIONS DIVISION (ao) ‘

Under the general direction and supervision of the Area Commander
and the Deputy Area Commander, the Chief, Operations Division shall:

1. Direct, supervise and coordinate the activities of the SAR, Oceano-

graphic, Communications and AMVER Branches in connection with their

assigned functions; assure the efficient performance of duty by these

officers; and have responsibility for the effectiveness of operations .
in connection with:

a. The exercise of operational control over Coast Guard Districts,
within the Area, in operations requiring a high degree of coordination
between, or the employment of units of two or more Districts of the
Area as may be required.

b. Planning and execution of tasks required of the Regional SAR
Coordinator, exercisiong coordination with other services and agencies

which participate in the SAR Plan for the appropriate Maritime Region.

¢. Coordination and supervision of all non-exercise Area operational
matters including current and future operations and planning therefor.

d. Maintenance of liaison with government and civilian agencies in
support of the above responsibilities.

e. Supervision of the preparatibn of current Operation Plans.
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SEARCH AND RESCUE BRANCH

Under the direction and supervision of the Chief, Operations Division,
the Chief, Search and Rescue Branch shall:

1. Coordinate and supervise Area Search and Rescue facilities to pro-
vide for effective search and rescue.

2. Supervise the Joint-Area-District Rescue Coordination Center for
Area matters.

3. Represent the Regional SAR Coordinator in the detailed execution
of his duties.

k. Supervise the Ocean Station Program. Exercise operational control
of vesgsels enroute to, on or returning from station.

5. Maintain SAR Annex of Area Operation Plan.

6. Maintain Standard Operating Procedures for Ocean Station Vessels
Annex to Operation Plan.
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OCEANOGRAPHIC BRANCH

Under the direction and supervision of the Chief, Operations Division,
the Chief, Oceanographic Branch shall:

1. Coordinate the overall oceanographic activities of Area units.

2. Coordinate the participation in other scientific projects by Area
units.

3. Provide oceanographic technical advice and assistance to vessels
equipped with Coast Guard owned oceanographic gear.

3-12




ORGANIZATION MANUAL

. COMMUNICATIONS BRANCH

Under the direction and suvervision of the Chief. Overmtions Division,
the Chief., Communications Branch sgheall:

l. Coordinate and supervise overall Area communications facilities to
provide reliable. secure and rapid communications for those units under
the direct operational control of the Area.

2. Maintain Communications Annex of Area Operation Plan.
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AUTOMATED VESSEL REPCRTING BRANCH

Under the direction and supervision of the Chief. Operations Division,
the Chief, AMVER Brsnch shall:

l. For Eastern Area

a. Act as Director of the AMVER System; revort admiriistratively to
Caommender, Eastern Area and be responsive to the requirements of Commsnder,
Western Area.

b. Be responsible for develovmental planning, administration and
overation of the AMVER system.

2. For Western Area

a. Provide effective lisison with the Director of the AMVER system.

b. Administer the AMVER system in the Pacific area.
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PLANS AND TRAINING DIVISION (ap)

Under the general direction and supervision of the Area Commander
and the Deputy Area Commander, the Chief, Mobilization Planning Division

shall:

1. Direct, supervise, and coordinate the activities of the Plans, Mili-
tary Training, and Nuclear Affairs Branches in connection with their as-
signed functions; assure the efficient performance of duty by these
officers; and have responsibility in connection with:

a, Coordination and supervision of military readiness program
within the Area.

b. Development and maintenance of suitable mobilization plans.

c. Maintaining liaison with Naval commands for whom the Area has
wartime responsibilities.
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PLANS BRANCH

Under the direction and Supervision of the Chief, Plans and Training
Division, the Chief, Plans Branch shall:

1. Maintain file of all mobilization plans, joint defense plans, em-
ergency operating plans, and other similar plans and documents concerning
the employment of area forces in time of war or emergency.

2. Recommend revisions when necessary and initiate other appropriate -
action with respect to joint defense plans, emergency war operating

plans, and other similar plans and documents which concern employment

of Area forces.

3. Develop, in conjunction with cognizant staff members, and keep !
current Area mobilization and mobilization logistic plans as required
in support of Coast Guard and appropriate Naval plans.

3-16 ' f




ORGANIZATION MANUAL

‘ MILITARY TRAINING BRANCH

Under the direction and supervision of the Chief, Plans and Training
Division, the Chief, Military Training Branch shall:

1. Maintain liaison with Naval commands relative to military training
and schedule such training for Coast Guard vessels.

.« 2. Schedule and coordinate Coast Guard participation in joint exercises.

3. Direct operation of ship training detachments.
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NUCLEAR AFFATRS BRANCH ’

Under the direction and supervision of the Chief, Plans and Training

Division, the Chief, Nuclear Affairs Branch shall:

1.

2.

Coordinate the NBC warfare training of Area units.
Advise staff and subordinate units concerning nuclear matters.
Act as Disaster Control Officer.

Act as Civil Defense Officer. .
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OPERATIONAL EVALUATION DIVISION (ae)

Under the general direction and supervision of the Area Commander
and the Deputy Area Commander, the Chief, Operational Evaluation Division
shall:

1. Direct, supervise, and coordinate the activities of the Operations
Evaluation, Engineering Evaluation, Communications Evaluation or
Administrative Evaluation and Reserve Units Evaluation Branches in
connection with their assigned functions; assure the efficient performance
of duty by these officers; and have responsibility in connection with:

a. Development and maintenance of operational standards to insure
the continuing readiness of designated units to perform functions re-
quired by the primary mission.

b. Providing for periodic evaluation of unit ability to perform
the functions assigned to, and required by, the primary mission.

c. Review of reports submitted by the Evaluators and as deemed pro-
per, refer items of unsatisfactory conditions or deficiencies, together
with pertinent comments, evaluations, conclusions and recommendations to
the Area Commander; follow up as necessary to assure that corrective
action is taken.

d. When appropriate, make recommendations to units evaluated that
will assist them to effectively carry out their primary mission.

e. Formulation of plans and procedures designed to produce coordi-
nation, uniformity, and efficiency in the administration of the evaluation
program.

f. Evaluation of personnel and facilities utilization with a view
toward recommending redistribution if deemed advisable to increase

efficiency and provide better operational useage.

2. TUnder the direction, and supervision of the Chief, Operational Evalu-
ation Division, the Assistant Chief, Operational Evaluation Division shall:

a. Assist in the direction, supervision and coordination of the acti-
vities of the division.

b. Conduct and supervise evaluation of units to determine their readi-
ness to fulfill their mission, by observing, inquiring into, evaluating,

and reporting upon the operational effectiveness and state of readiness.

¢c. GCoordinate and assist in the preparation and review of reports of
evaluations made.

d. Administer personnel of the division.
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OPERATIONS EVALUATION BRANCH
Under the direction and supervision of the Chief, Operational
Evaluation Division, the Chief, Operations Evaluation Branch shall:
1. Provide General, Operations, Deck, Ordnance and Gunnery staff ad-
visory services as related to the evaluation program for shore, surface

or air units.

2. Prepare and review reports,of evaluation made, insofar as they
affect Operations, Deck, Ordnance and Gunnery matters.

3. Prepare and maintain evaluation schedule for all operational units
for whom the Area Commander is responsible.
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ENGINEERIRG EVALUATION BRANCH

Under the direction and supervision of the Chief, Operational Evaluation
Division, the Chief, Engineering Evaluation Branch shall:

1. Provide General and Engineering staff advisory services as related to
the evaluation program.

2. Prepare sand review reports of evaluations made, insofar as they affect
engineering matters.
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ADMINISTRATIVE EVALUATION BRANCH
(Eastern Area Only)

Under the direction and supervision of the Chief, Operational Evaluation
Division, the Chief, Administrative Evaluation Branch shall:

l. Provide General and Administrative staff evaluations as related to
the evaluation program.

2. Prepare and review reports of evaluations made, insofar as they >
affect administrative matters.
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COMMUNICATIONS EVALUATION BRANCH
(Western Area Only)

Under the direction and supervision of the Chief, Operational Evaluation
Division, the Chief, Communications Eveluation Branch shall:

l. Provide General and Communications staff evaluations as related to
the evaluation vprogram.

2. Prevare and review reports of evaluations made, insofar as they
. affect communications matters.
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RESERVE UNITS. EVALUATION BRANCH

Under the direction and supervision of the Chief, Operational Evaluation
Division. the Chief, Reserve Units Evaluation Rranch shall:

1. To be developed.
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PART IV
' ORGANIZATION OF A DISTRICT QFFICE

A, General Description

1. A Coast Guard district office consists of the following components
J of organization:

a. THE DISTRICT COMMANDER (d)
v Chief of Staff (dcs)
Director of the Auxiliary (dca)
Legal Officer (dl)
Public Information Officer (dpi)
Medical Advisor to the District Commander

b. ENGINEERING DIVISION (e)
Civil Engineering Branch
Electronics Engineering Branch
Naval Engineering Branch

¢. COMPTROLLER DIVISION (f)
Fiscal Branch
Disbursing Branch
Pay and Voucher Branch
Supply Branch

() d. MERCHANT MARINE SAFETY DIVISION (m)
Merchant Marine Technical Branch

e. OPERATIONS (o)
Aids to Navigation Branch
Communications Branch
Intelligence and Law Enforcement Branch
Readiness Branch
Search and Rescue Branch

f. PERSONNEL DIVISION (p)
Civilian Personnel Branch
Medical Branch
Military Personnel Branch
Military Personnel Procurement Branch

) g. RESERVE DIVISION (r)
Reserve Administration Branch (to be developed)
ﬂ Reserve Training Branch (to be developed)
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2. a, The basic organization of a district office is patterned closely .
after that of Headquarters. The District Commander has substantial
latitude and flexibility in judgment and decision. The regulations,
rules and instructions of the Commandant provide the means for securing
consistent and uniform administration of the Service without unduly
hampering independent action by the District Commander. Decentralization
of operations to the extent deemed feasible and practicable has been ac-
complished through the delegation of responsibility and authority to the
District Commander by the Commandant.

b. The District Commander, as the principal agent and representative
of the Commandant, is responsible for the administration and general
direction of district units under his command. He is specifically charged *
with the responsibility for assuring that Coast Guard duties are performed
efficiently, safely, and economically within his district. 1In the per-
formance of his duties, the District Commander is assisted by a staff of
administrative and technical assistants who serve as principal advisors
to him for those fields in which they are individually qualified and as-
signed. The areas of responsibility of his staff are briefly discussed
below and are delineated in detail in the statements of functions which"
are included in this part. Each staff component is delegated authority
commensurate with its assigned responsibility.

c. The organization of a district office consists of the immediate
office of the District Commander, and the Engineering, Comptroller,
Operations, Merchant Marine Safety, Personnel, and Reserve Divisiomns.
The Operations Division has staff responsibility for assuring effective .
performance of the operational programs of the district, and the
Merchant Marine Safety Division has staff responsibility for carrying
out an adequate regulatory program directed at promoting the safety of
the merchant marine in consonance with the applicable law and policy,
regulations and instructions prescribed by the Commandant. The
Engineering, Comptroller, Personnel and Reserve Divisions, as the com-
ponents of organization charged with the provision of necessary logistic
support, have staff responsibility, as appropriate, for supplying the
technical skill, and the materiel, funds, and personnel required for
supporting the over-all operations of the district.

3. The responsibilities of the several major components comprising the
organization of a district office are described more specifically as
follows: .
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a. Engineering Division: The Engineering Division has staff re-
sponsibility for logistics of an engineering character, including the
repair, maintenance, outfitting, and approved alteration of vessels,
aircraft, navigational aids, shore and marine structures, machinery,
electronic equipment, and utilities, and the design and construction
of specified types of shore and marine structures.

b. Comptroller Division: The Comptroller Division has staff re-
sponsibility for logistics that involve the maintenance of accounts
and rendition of financial statements, the settlement of obligations
and the procurement, storage, and distribution of equipment, supplies
and services.

c. Merchant Marine Safety Division: The" Merchant Marine Safety
Division has staff responsibility for the program for the enforcement
of the navigation and vessel inspection laws and the prevention of
marine casualties, including the inspection of merchant vessels to
insure compliance with established standards, the licensing, certifi-
cating, shipment and discharge of seamen and all other merchant marine
safety regulatory activities.

d. Operations Division: The Operations Division has staff re-
sponsibility for the operational adequacy of the Service in the
district in connection with the saving of life and property at sea
and otherwise, the provision of aids to navigation, maritime law
enforcement and general operational readiness. Accordingly, the
Operations Division is responsible for the coordination and effectu-
ation of inspections, visits and direct contacts with district units
for the purpose of carrying out the command responsibility of the
district commander for the attainment of a realistic and effective
working relationship between district units and their immediate
superior in command.

e. Persopnel Division: The Personnel Division has staff responsi-
bility for logistics that are of a personnel nature, including the
procurement, training, assignment, and separation of personnel, and the
provision of medical and morale services.

f. Reserve Division: The Reserve Division has staff responsibility
for logistics that are of a Reserve inactive duty personnel nature, in-
cluding the procurement, training, assignment and separation of Reserve
personnel.

4=3




ORGANIZATION MANUAL

4. 1In addition to the major staff components described above, there ‘
are four independent special components, namely, the Director of the

Auxiliary, the Legal Officer, the Public Information Officer, and the

Medical Advisor to the District Commander. They report to the District

Commander through the Chief of Staff, and perform or provide special

staff services as implied by their respective titles.

5. a, While a standard organization plan is prescribed for district

offices, it is recognized that the personnel allowance tables for the A
several district offices vary due to requirements. Consequently, in
some instances certain functions or groups of related functions may
have to be assigned by the District Commander to district staff
officers on a collateral-duty basis.

b. It is intended that the District Commander shall have wide
latitude in effecting collateral-duty assignments since he is in the
most logical position for determining proper action in this regard.
Such assignments will give due consideration to the equitable distri-
bution of work among his officers, to the adequacy of the officer to
perform the collateral-duty, and to any other factors which may be
relevant in the matter. In certain instances the Commandant may pre-
scribe specific rules or impose definite limitations governing the
effectuation of particular collateral-duty assignments.

¢c. The staff officer having a collateral-duty assignment is
particularly enjoined to view such assignment in the same light as .
his primary-duty assignment with respect to interest and enthusiasm

to be exerted in carrying out the secondary duties. While the

individual must invariably fix the proper priority in performing his

assigned duties, caution must be exercised in guarding against the

tendency to treat a collateral duty as one of no special significance,

to be carried out perfunctorily and in a ''when and if" manner.
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B. Functional Statement

1. The functions which are assigned to the chiefs of the various
components of organization in a district office and which are the
responsibilities of those individuals are contained on the pages
commencing with Page 4-8. The assignment of a specific function to
the chief of a component of organization bestows upon that person
the authority which is necessary to enable him to discharge his re-
sponsibility in the matter.

2. Particular attention is directed to the statement of General
Responsibilities, Page 4-6, which lists those responsibilities

which are common to the heads of all components of organization in

a district office. This method of 2rouping common responsibilities
constitutes a departure from the format of previous manuals of
organization. By means of this device, repetitious material pre-
viously found in each individual statement of functions has been
eliminated or reduced and the manual has been simplified accordingly.

3. Although every effort has been exerted to make the statements of
functions comprehensive and clear-cut, the possibility of error or
omission does exist. Any deficiencies in the statements should be
brought to the attention of the Commandant (CMA).
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C., Statement of
General Responsibilities .

There are certain fundamental responsibilities which are common to
the heads of all components of organization. In order to simplify
the detailed statements of functions, those responsibilities which
fall in this category and are applicable to all components are
listed below and do not appear in the individual statements of
functions.

In the accomplishment of his objectives, the chief of each division
and branch shall be responsible for:

1. The indoctrination, coordination, and discipline of all personnel
reporting to him. Discipline is used here in its broad sense of
complete conformation to every rule of conduct contributing to morale
and efficiency.

2. The coordination of activities of his component with the activities
of each other component.

3. The simplification and consolidation of all activities under him,
and the elimination of such of those activities as are not essential.

4. Assisting other component chiefs as required.

5. The consideration of all communications received by or referred '
to him concerning matters for which he is responsible and the effectu-
ation of appropriate action in each case.

6. Maintaining an adequate record of information for immediate and
future reference purposes.

7. Preparing or rendering reports or returns required as a conse-
quence of the activities under him and processing such reports and
returns prior to release. This includes the responsibility for
keeping higher authority, and others who may need to know, informed
of those activities.

8. Keeping currently informed through inspections, review of re-
ports and records, and other means of conditions and requirements
both locally and in the field that relate to activities under his
cognizance.
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9. The preparation and distribution of directives and instructions
relating to his assigned functions as may be necessary in order to
secure uniform interpretation, understanding, and performance of those
functions on the part of his subordinates.

10. Maintaining internal liaison with other divisions and branches on
matters in which there is a mutual concern, and maintaining external
liaison with other Federal agencies or outside organizations perform-
ing similar or associated functions.

11. Complying with the commonly accepted tenets and principles of
- organization, particularly as they relate to military staff organi-
zation, and for conforming his activities to established Service doctrine.

12. The discharge of any responsibility which might otherwise be
imposed upon him by Coast Guard Regulations or by any effective
order or directive of the Commandant or the District Commander.
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THE DISTRICT COMMANDER (d)

The District Commander is the direct representative of the Commandant
in all matters pertaining to the Coast Guard within his district. He
is responsible for the proper administration of the district; for the
efficient, safe, and economical performance of the duties of the Coast
Guard within the district; and for the indoctrination, training,
discipline, and proper utilization of the personnel under his command.
He shall require his subordinates to attain and maintain a state of
readiness to perform all duties for which they may be called upon, and
to promptly, energetically, and effectively perform such duties, He
shall establish and maintain an adequate relationship with the public
generally and with the maritime industry specifically, and shall re-
quire his subordinates to do likewise.
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¥%¥CHIEF OF STAFF (dcs)

Under the general dirdction of the District Commander, the Chief
of Staff shall: !

1. Assist the District Commander in the general administration and
direction of district activities, particularly with respect to the
efficient, safe, and economical performance of Coast Guard duties and
the proper utilization of assigned personnel and facilities.

2. Assist the District Commander in making inspections of units within
the district, and otherwise keep him informed as to the status of
district activities.

3. Supervise and coordinate the activities of the various chiefs of
divisions and the independent staff officers and advise these officers
generally relative to the policies and programs of the District Com~
mander.

4. Supervise and coordinate the preparation and execution of operating
plans and logistic programs for carrying out the functions of the
Service in the district,

5. Supervise and coordinate the budgetary program of the district and
assure the efficient management and utilization of district funds.

6. Analyze and review proposals and problems for the District Com-
mander; prepare and issue orders, instructions, and directives affecting
the conduct of district affairs; interpret rules, regulations and other
directives for district personnel as may be necessary; review and route
incoming correspondence; and review such outgoing correspondence as may
be specified by the District Commander.

7. Analyze and review administrative procedures and practices in the
district with a view to effecting their improvement; exercise control
over forms used in the district; and administer the records management
program for the district as directed by the Commandant.

8. Control the allocation of space in the district office to assure
its most effective distribution and utilization.

9. Supervise and coordinate the safety program in the district.

10. Act as District Commander under authority and as provided for in
Chapter 13, Coast Guard Regulations, CG-300.

**% NOTE: Items 1l through 14, page 4-9-A, apply to Commander, Ninth
Coast Guard District Organization only.
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*11. Through the District Commander, advise and assist the Commandant in .
the general administration of the Great Lakes Pilotage Act.

#12. Through the District Commander, keep the Commandant informed of the
problems encountered and the progress made in effectuating the policies
and executing the program of the Service with respect to the Act.

*13. Direct, supervise and coordinate the activities of the Director,
Great Lakes Pilotage Staff, and assure the efficient performance of “

duties by that officer.

*14. Assure that the Director, Great Lakes Pilotage Staff is kept fully .
informed as to the broad policy and programs approved by the- Commandant.

*Applies to Commander, Ninth Coast Guard District Organization only.
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*GREAT LAKES PILOTAGE STAFF (dgp)

* Under the direction and supervision of the District Commander and the
Chief of Staff, the Director, Great Lakes Pilotage Staff shall:

1. Have primary responsibility for the administration of the functions
required by section 4 of the Act (46 USC 216b), except those functions
performed by the Office of Merchant Marine Safety.

2. Have primary responsibility for the implementation of written
arrangements executed under the Act between the United States and Canada.

3. Enforce the regulations issued pursuant to the Act (46 USC 216b and
216c).

4. 1Issue notifications of availability of pilots under section 8 of the
Act (46 USC 216f).

5. Initiate or review for submission to the Merchant Marine Council,
regulations and amendments to regulations necessary to administer the
Act.

6. Through the Commandant (&) establish and maintain liaison with the
State Department and the appropriate agency of Canada as necessary to
the performance of all functions under the Act.

7. Make recommendations relative to the appointment of members to the
Advisory Committee by the Commandant under section 10(a) of the Act

(46 USC 216a).

8. Make recommendations to the Commandant (A) relative to the establish-
ment of appropriate rates and charges for pilotage services by the Secre-

tary under section 5 of the Act (46 USC 216c).

9. Perform the functions set forth in the "Statement of General Respon-
sibilities™ as Part II C of the Organization Manual, pages 2-5 and 2-6.

*Applies to Commander, Ninth Coast Guard District Organization only.
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DIRECTOR OF THE AUXILIARY (dca)

Under the direction and supervision of the District Commander and
the Chief of Staff, the director of the Auxiliary shall:

1. Develop and administer the program for the Coast Guard Auxiliary
within the district in accordance with the policies, regulations, and
instructions prescribed by the Commandant.

2. Administer the program for the procurement of Auxiliary personnel
and facilities in accordance with the standards prescribed by the
Commandant .

3. Plan and assist in the establishment of flotilla and other organi-
zations; advise flotillas on matters of organization, program, regu-
lation, and related activities; and encourage uniformity in the
application of prescribed standards for these matters among the various
Auxiliary components in the district.

4. Collaborate with the divisions concerned in the development and
execution of the Auxiliary training program.

5. Consult with and advise the divisions concerned in regard to the .
utilization of Auxiliary personnel and facilities in connection with

facilitating the operation of the Service.

6. Administer the Auxiliary Courtesy Motorboat Examination Program in
the district.

7. Review all material published by the Auxiliary in the district.

8. Maintain a system of records-keeping in connection with the Auxiliary
program as prescribed by the Commandant.
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LEGAL OFFICER (d1)

Under the direction and supervision of the District Commander and
the Chief of Staff, the Legal Officer shall:

1. PFurnish legal advice upon the request of the District Commander,
the Chief of Staff, or other staff officers.

2. 1Initiate, prepare or review documents and correspondence pertain-
ing to legal matters or having legal implication, including but not
limited to contracts, leases, claims, port security rules and regu-
lations, and interpretations of statutes, executive orders, procla-
mations, court decisions, and decisions of the Attorney General or
the Comptroller General.

3. Render legal advice with respect to, and when appropriate assist
in the conduct of courts and boards, including marine casualty boards,
and review the records of proceedings of all courts and boards con-
vened in the district or subject to review by the District Commander
as a supervisory authority.

4. Review for their legal implications all reported violations of
the navigational laws and proposed actions to be taken on petitions
submitted for relief by way of remission or mitigation of the
penalties involved in such violations, and cooperate with the Chief,
Merchant Marine Safety Pivision in this regard.

5. Under close liaison with the Chief, Personnel Division, render
such personal legal aid and assistance to Coast Guard personnel and
their dependents as is deemed desirable for their morale or
efficiency.
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PUBLIC INFORMATION OFFICER (dpi)

Under the direction and supervision of the District Commander and
the Chief of Staff, the Public Information Officer shall:

1. Develop and supplement plans for the public information program
of the Coast Guard in the district with a view toward fostering public
and internal knowledge, understanding, confidence, and good will re-
specting the Service and its activities.

2. Conduct the public information program of the Coast Guard in the
District utilizing all available public information media.

3. Prepare, obtain clearance of, and cause the distribution of public
information material such as press and radio releases, radio and
television scripts, speeches, and wvisual aids, as may be appropriate.

4., Provide photographic services, as available, and assure maximum
photographic coverage of activities within the district.

5. Control the exhibition of Service films within the district.

6. Keep informed of the status of the public information program
within the district and of public reaction to Coast Guard activities,
and advise the District Commander and the Chief of Staff in the

premises.
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MEDICAL ADVISOR TO THE DISTRICT COMMANDER

1. The Medical Advisor to the District Commander shall be the officer
designated as the District Medical Officer.

2. In the absence of a full-time District Medical Officer, arrangements
will be made by the Commandant (PM) for the Medical Officer in Charge

of an adjacent Public Health Service Medical facility to be designated

as part-time District Medical Officer. A collateral function of the part-
time District Medical Officer shall be to act as the Medical Advisor to
the District Commander.

3. As Medical Advisor to the District Commander, the full-time or part-
time District Medical Officer may offer directly such counsel and advice
on medical matters concerning Coast Guard personnel as may be required to
be brought to the attention of, or requested by, the District Commander.

4., The full-time District Medical Officer shall serve as Chief, Medical
Branch under the Chief, Personnel Division, and in this capacity, shall
adhere to the administrative requirements of District organization except
when functioning as Medical Advisor to the District Commander.
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ENGINEERING DIVISION (e) .

Under the general direction and supervision of the district comman-
der and the Chief of Staff, the Chief, Engineering Division shall:

1. Direct, supervise, and coordinate the activities of the Chiefs of

the Civil Engineering, Electronics Engineering, and Naval Engineering

Branches in connection with their assigned functions; assure the effi-

cient performance of duty by those officers; have ultimate responsibili- .
ty for the effectiveness of the engineering program, including the design
and construction of shore and marine structures and the repair, mainte-
nance, outfitting, and approved alteration of vessels, boats, vehicles,
aids to navigation, shore and marine structures, machinery, electronic
equipment, and utilities; and, through the commanding officers of bases,
depots, and units bhaving boat and engine repair shops, supervise the
maintenance, repair, and industrial activities of those units.

2. Perform required District Aeronautical Engineering functions, uti-
lizing the services of the appropriate Aircraft Maintenance Representa-
tive (AMR) in a staff capacity as required; through the commanding offi-
cers of air stations maintain cognizance of the repair, maintenance,
outfitting and alterations of aircraft, engines and related equipment;
and assure an effective aviation maintenance engineering program in the
District.

3. Direct the program for periodic inspection of the material condition ‘
of district units. Keep fully informed of the requirements of the

district for engineering personnel, facilities, and equipment by means

of field inspections, records and reports.

4., Obtain from other staff officers such information on their plans and
requirements as may be relevant in developing district engineering
programs.

5. Supervise the planning and execution of work programs for carrying
out the engineering activities in the district and the preparation of
cost estimates and justifications supporting request for funds or
expenditures.

6. Administer funds allocated to the Engineering Division as prescribed
in current directives. Furnish appropriate preliminary budget estimates -
and fund allocations or suballotments to the Comptroller.

7. Review all requisitions, contracts, requests for work authorizations, .
etc., which are chargeable to funds for engineering work and which are

submitted to Headquarters for approval. When necessary, review and

approve or disapprove other requisitions for engineering supplies and

equipment submitted by individual units to the district office.
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CIVIL ENGINEERING BRANCH

Under the direction and supervision of the Chief, Engineering
Division, the Chief, Civil Engineering Branch shall:

1. Be responsible for the design, construction, installation, repair,
maintenance, outfitting, and alteration of shore structures and related
equipment, and for the repair, maintenance and approved alteration of
buoys except for their installation and maintenance on station.

Responsible for the maintenance, repair and upkeep of Coast Guard owned
vehicles.

2, Plan and execute civil engineering projects.

3. When necessary, review requisitions and other requests chargeable
to funds for civil engineering work, supplies and equipment; secure
labor; prepare specifications for the structures, technical equipment
and supplies; request the Chief, Supply Branch to make purchases.

4, Prepare preliminary budget estimates, make recommendations as to
fund allocations or suballotments, and administer funds allocated to
the Branch, as prescribed in current directives; promptly furnish the
Chief, Comptroller Division with detailed information of all actions
which will result in expenditures, suballotments, transfers between
units, etc., of such funds in order that that officer may carry out
his fiscal responsibilities.

5. 1Issue work orders as necessary to industrial facilities in the
district, and inspect civil engineering work as required.

6. Inspect buildings, wharves, and other shore structures proposed for
lease, acquisition or condemnation; determine and make reports as re-
quired on values, necessary repairs, or alterations.

7. Maintain detailed records of the physical characteristics of all
shore structures, land, equipment, and public utilities in the district
and prepare data for required reports of real property for submission
to the Commandant.
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ELECTRONICS ENGINEERING BRANCH

Under the direction and supervision of the Chief, Engineering
Division, the Chief, Electronics Engineering Branch shall:

1. Be responsible for the construction, installation, repair, mainte-
nance, and approved alteration of electronics material, including -
radio, underwater sound, radar, telephone, telegraph, teletype, elec-
tronic interior communications and fire control systems, and electronic
aids to navigation equipment.

2, Plan and execute radio and other electronic engineering projects.

3. When necessary review requisitions and other requests chargeable
to funds for electronic engineering work, supplies and equipment; pre-
pare specifications for technical equipment not provided by Head~
quarters; request the Chief, Supply Branch to make purchases.

4. Prepare preliminary budget estimates, make recommendations as to

funds allocations or suballotments, and administer funds allocated to

the Branch, as prescribed in current directives; promptly furnish the

Chief, Comptroller Division with detailed information of all actions

which will result in expenditures, suballotments, transfers between

units, etc., of such funds in order that that officer may carry out .
his fiscal responsibilities.

5. 1Issue work orders as necessary to industrial facilities in the
district and arrange for work with Navy yards or commercial facilities.
Inspect electronic engineering work as required.

6. Maintain detailed records of the physical and electronic character-
istics of the equipment under his cognizance in the district.
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NAVAL ENGINEERING BRANCH

Under the direction and supervision of the Chief, Engineering
Division, the Chief, Naval Engineering Branch shall:

1. Be responsible for the installation, repair, maintenance, out~
fitting, and approved alteration of boats (except airborne lifeboats)
and vessels, including ordnance, hull and machinery.

2. Plan and execute naval engineering projects.

3. When necessary, review all requisitions and other requests charge-
able to funds for naval engineering work, supplies and equipment,
prepare specifications for technical items and naval engineering work;
request the Chief, Supply Branch to make purchases.

4. Prepare preliminary budget estimates, make recommendations as to
fund allocations or suballotments and administer funds allocated to

the Branch as prescribed in current directives; promptly furnish the
Chief, Comptroller Division with detailed information of all actions
which will result in expenditures, suballotments, transfers between

unitsg, etc., of such funds in order that that officer may carry out

his fiscal responsibilities.

5. Issue work orders as necessary to Industrial facilities in the
district and arrange work with Navy yards or commercial facilities.
Inspect naval engineering work as required.

6. By inspection and other means, keep informed of the material con-
ditions of vessels and boats, including the adequacy of the current
Ship's Maintenance Program and the adequacy of the spare parts on
board.

7. Maintain detailed records of the physical characteristics of all
vessels and their machinery attached to the district.
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COMPTROLLER DIVISION (f) ‘

Under the general direction of the District Commander and the Chief
of Staff, the District Comptroller shall:

1. Act as principal fiscal and supply advisor to the District Commander,
Chief of Staff, and other staff officers.

2. Direct, supervise, coordinate, and have ultimate responsibility for v
the activities of the Chief, Fiscal, Pay and Voucher, Disbursing, and

Supply Branches in connection with their assigned functions and assure

the efficient performance of duty by those officers.

3. Coordinate and consolidate estimates of budgetary requirements.
4. Analyze the results of financial and supply operations.

5. Assist the Chief of Staff in locating, negotiating for, and securing
the Commandant's approval of real estate and space requirements.

6. Perform or direct subordinates to perform such inspections of district
units ‘as may be required by regulations or by the District Commander.

7. Administer funds allocated to the District Commander under those
subheads for which responsibility of administration is charged to the
Comptroller by instructions of the Commandant. '

8. Supervise administration of general messes with the object of pro-
viding a satisfactory diet at a reasonable cost.

9. Supervise data processing procedures and program.

10. Provide mobilization planning for all phases of supply and fiscal
matters for the district in accordance with basic policies from the
Commandant.

11. Supervise mail and other postal services for district units and
comply with current directives concerning mail and postal matters.
(Internal mail and messenger services are not included).
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FISCAL BRANCH

Under the direction and supervision of the Comptroller, the Chief,
Fiscal Branch shall:

1. Be responsible for the maintenance of prescribed general ledger
accounts and subsidiary records, and tor the preparation of financial
and operating statements, reconciliations, suballotment authorization
letters, schedules, and other working papers required by applicable
instructions.

2. Be responsible for the review of all requisitions, contracts,
purchase orders, pay rolls, travel orders, and other obligation docu-
ments for the availability of funds, and for prevalidation as pre-
scribed; determine whether the proposed obligations are within the
purpose of the designated allotment and are properly authorized.

3. Be responsible for the maintenance of expenditure and revenue
accounts on the accrual basis to properly state the financial position
and operating expenses and revenue of the Coast Guard at the end of
each accounting period.

4. Be responsible for the acceptance, proper disposition and control
of all collections tendered from whatever source and intended for
deposit to the credit of the Treasurer of the United States.

5. Reconcile the monthly statement of transactions according to ap-
propriations, funds and receipt accounts as prepared by the designated
assistant disbursing officer with control records maintained by the
Fiscal Branch for the administrative approval of the Comptroller sub-
ject to and adjustments that may be required to properly report the
monthly activity of the assistant disbursing officer.

6. Record stores receipt and expenditure activity of general messes,
clothing lockers, aviation units and supply depots for commissary pro-
visions, uniform clothing, field stock and general stores. Audit and/or
reconcile commissary reports and stores statements with supporting docu-
ments and general ledger control accounts. Prepare monthly financial
reports therefor.

7. Maintain accounting control over direct labor and direct material
costs of work orders being accomplished at industrial units and properly
distribute the overhead costs of the industrial units to productive work
orders accomplished at the unit. Review financial and completion status
of uncompleted work orders and reconcile the value thereof with general
ledger control accounts.
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8. Prepare regular periodic statements for the purpose of currently ‘
advising the responsible administrative officers with regard to the
financial status of allotment subheads and projects.

9. Prepafe annual report of valid unpaid obligations outstanding at
the close of each fiscal year under each appropriation and fund account
for certification of the Comptroller.

10. In carrying out the above duties when the use of data processing i
equipment is required, the Chief, Fiscal Branch, will have control
over Data Processing functions in the District Office.
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DISBURSING BRANCH

Under the direction and supervision of the Comptroller, the Chief,
Disbursing Branch shall:

1. Make disbursements on all classes of vouchers certified by properly
identified authorized certifying officers on Voucher and Schedule of
Payments.

2. Make advances to properly designated agents cashier and be re-
sponsible for relating the amounts of requested advances with actual
requirements and with standards established by applicable instructions;
enforce accountability on the part of agents cashier by requiring
rendition of prescribed statements and reports and the submission of
vouchers on which cash payments have been made.

3. Assume accountability for all funds deposited to the official credit

of the designated assistant disbursing officer with the Treasurer of the

United States and render the prescribed reports and statements to account
therefor.

4. Perform reconciliation of Statements of Account of Funds Entrusted
to Agent Officers.
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PAY AND VOUCHER BRANCH

Under the direction and supervision of the Comptroller, the Chief,
Pay and Voucher Branch shall:

1. Be responsible for the preparation and prepayment examination of

refund vouchers, vouchers for transfers between appropriations, travel

vouchers, vouchers covering charges for transportation of persons and .
property, commuted ration vouchers, public vouchers, and other claims.

2. Prepare voucher and Schedule of Payments forms.

3. Be responsible for the custody and maintenance of pay accounts of
military and civilian personnel and for the preparation of related pay
rolls.

4, Be're3ponsib1e for the custody and maintenance of civilian leave
accounts and for the performance of other accounting functions relating

to civilian personnel.

5. Discharge the duties of authorized certifying officers. .
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SUPPLY BRANCH

Under the direction and supervision of the Comptroller, the Chief,
Supply Branch shall:

1. Act as principal assistant to the Comptroller in the administration
of the supply program of the district and in the supervision and oper-
ation of the district supply activities.

2. Process all requisitions and procurement requests received in the
district office to assure (a) conformance with current procedures, (b)
availability of funds, (c) evaluation of need, (d) review by re-
sponsible technical division as necessary, (e) establishment of account-
ing records, and (f) procurement; maintain record of all procurement
actions.

3. Conduct the district office procurement program, including:

a. When a designated contracting officer is not provided, will act
as contracting officer.

b. The establishment and maintenance of contacts with sources of
supply, both public and private.

c. The negotiation, advertisement, award, execution, and amendment
of all contracts, purchase orders and requisitions taking into account
requiring activity needs.

d. The follow-up and expediting of procurement actions to assure
prompt and proper performance.

e. Contract termination including price revision, re-negotiation
and dispute settlement.

f. The maintenance of proper records.

4. Review boards of survey on real and personal property and excess
property declarations to ensure compliance with current utilization and
disposal guidelines. Coordinate district action and assure recording,
follow-up and feed-back to originating activity.

5. Record availability and utilization of storage facilities at shore
units within the district, including allocation of space, maintenance of
necessary records, and preparation of reports.

6. Assist and advise district units relative to inventory, property,
stowage and usage records, reports, standards, and practices. Interpret
for field units district and Headquarters instructions for uniform com-
pliance.
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7. Coordinate district participation in personal property utilization .
and disposal programs.

8. Supervise the district property management program and maintain
district office plant property records.

9. Effect coordination of district procurement program with Small
Business Administration and establish required reporting program.

10. Conduct the Defense Order ratings and controlled material program.

11. Arrange transportation of personnel, dependents, household cffects,
house trailers, and materials, including (a) advice on current regu-
lations and modes of travel and shipment, (b) securing passenger reser-
vations, (c) assistance in securing necessary authorizations, (d)
arrangements for packing, crating, hauling, storage, shipment and de-
livery, (d) determination of proper routings, (f) transportation requests
and bills of lading and service orders, and (g) endorsement of orders and
authorization documents.

12. Maintain and operate district office stationery locker, if required.
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MERCHANT MARINE SAFETY DIVISION (m)

Under the general direction and supervision of the District Commander
and the Chief of Staff, the Chief, Merchant Marine Safety Division shall:

1. Administer the program for the enforcement of the navigation and |
vessel inspection laws and for other merchant marine safety activities

in the district including vessel inspection, licensing and certificating,
shipment and discharge of seamen, load lines, processing of violations of
navigation laws, investigations pursuant to R. 8. 4450 revised, review of
vessel and vessel equipment plans and all other merchant marine safety
regulatory activities.

2. Develop a general program for the district relative to merchant
marine safety functions looking toward a correct and uniform inter-
pretation of the laws, rules, regulations and other directives concern-
ing merchant marine safety activities by all personnel assigned to such
duty.

3. Keep informed of the effect of regulatory action on shipping
interests, labor and other maritime groups and initiate recommendations
for the formal revision of rules and regulations governing merchant
marine safety activities when the necessity for change or revision be-
comes evident.

4. Advise the District Commander on appeals taken to him for the action
of the several Officers in Charge, Marine Inspection, in the District.

5. Advise the Chief, Personnel Division as to personnel requirements
for the various Marine Inspection Offices in the district and as to the
allocation of available personnel among those units.

6. Be responsible for the preparation and issuance of orders and in-
structions relating to merchant marine safety activities.

7. Conduct periodic field inspections of various Marine Inspection
Offices and confer with and examine into the activities of the Officers-
in-Charge and when necessary instruct them in the proper performance of
their duties with particular emphasis on effecting uniform interpretation
and application of rules, regulations and directives pertaining t6 all
merchant marine safety activities.

8. Visit, when considered expedient, any vessel within the district and
examine into its condition for the purpose of ascertaining whether the
provisions of the law and regulations issued pursuant thereto have been
observed and complied with both by the Coast Guard Marine Inspection
Officers and the Masters, seamen and owners.
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MERCHANT MARINE TECHNICAL BRANCH

‘When specifically authorized by the Commandant, a Merchant Marine
Technical Branch shall be established under the direction and super-
vision of the Chief, Merchant Marine Safety Division. This branch,
under the technical control of the Chief, Office of Merchant Marine
Safety, shall function as a field technical office to supplement the
Merchant Marine Technical Division at Headquarters to handle plan ap-
provals and pass on specifications for new construction, conversion,
and alteration of vessels subject to inspection under the existing
maritime laws. The geographic area for which the Merchant Marine
Technical Branch is responsible shall be as designated by the Com-
mandant. .

NOTE: As of the date of this amendment, Merchant Marine Technical
Branches have been established as follows:

a. Third Coast Guard District to handle plan approvals within the
geographic area encompassed by the First, Third, and Fifth Coast Guard
Districts.

b. Eighth Coast Guard District to handle plan approvals within the
geographic area encompassed by the Second, Seventh, and Eighth Coast Guard
Districts.

¢c. Twelfth Coast Guard District to handle plan approvals within the
geographic area encompassed by the Eleventh, Twelfth, Thirteenth, Four- .
teenth, and Seventeenth Coast Guard Districts.

d. Ninth Coast Guard District to handle plan approvals within the
geographic area encompassed by the Ninth Coast Guard District.
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OPERATIONS DIVISION (o)

Under the general direction and supervision of the District

Commander and the Chief of Staff, the Chief, Operations Division
shall:

1. Direct, supervise, and coordinate the activities of the Chiefs

of the Aids to Navigation, Communications, Intelligence and Law
Enforcement, Readiness and Search and Rescue Branches in connection
with their assigned functions; assure the efficient performance

of duty by those officers; and have responsibility for the effectiveness
of operations in connection with:

a, The saving of life and property and associated activities,
including search and rescue; flood and disaster relief; and distress,
safety, and other communications in the district.

b. The enforcement of laws for which the Coast Guard is re-
sponsible, exclusive of those in comnection with marine inspection
which are otherwise specifically vested in the Merchant Marine
Safety Division.

¢. The establishment and operation of the aids to navigation
system in the district.

d. The operational and military readiness of the Service in
the district.

2, Supervise the planning and make frequent inspections and visits

to units to assure adequate understanding and effective execution of
programs for discharging the operational responsibilities of the
district. Assist and cooperate with personnel engaged in inspection

of district units; and initiate appropriate corrective action indicated
from inspection reports.,

3. Obtain from other staff officers such information on their plans
and requirements as may be relevant in developing district operational
programs, and determine district operational requirements.

4. TFurnish appropriate preliminary budget estimates and furd allo-
cations or suballotments to the Chief, Comptroller Division and administer
funds allocated to the Operations Division as prescribed in current
directives,

5. Advise the appropriate division chiefs of the district staff as to
requirements fop operation of district units, including personnel
allocation and utilization, availabilities for voyage repairs, routine
maintenance, manual overhaul, and the procurement and delivery of
equipment and supplies.
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6. Be cognizant of the number and types of units and equipment
required and the locations where required to meet the operational
demands upon the district; make appropriate recommendations in the
premises, including recommendations respecting changes to material and
personnel allowances.

7. Be responsible for the preparation and issuance of orders and
instructions relating to operational activities. -

8. Administer weather reporting and aerological services and
facilities in the district.

9. Direct the activities of the District Operations Center (in-
cluding the Rescue Coordination Center).

10. Coordinate civil and military facilities to the fullest extent
possible for search and rescue operations by assuring active liaison
between representatives of other agencies and Coast Guard staff
officers experienced in air and surface rescue.

11. Administer, when personnel and facilities are so provided, a mer-
chant vessel reporting system.
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ATDS TO NAVIGATION BRANCH

Under the direction and supervision of the Chief, Operations Divi-
sion, the Chief, Aids to Navigation Branch, shall:

1. Direct and administer the operation of all aids including Loran in the
district so as to provide an integrated system of aids to navigation that
serves effectively, efficiently, and economically the needs of the armed
forces, maritime commerce, and, as appropriate, air commerce.

2, 1Initiate and maintain close liaison within the district with govern-
ment agencies, commercial enterprises, and private organizations, as
appropriate, to determine current requirements for aids and to insure
collaboration and coordination in aids to navigation matters of mutual
concern and interest.

3. 1Initiate or review requests for the establishment, change, or dis-
establishment of aids to navigation including those for private aids.
Whenever required, prepare the justification for the expenditure of
official funds to implement recommended changes in the system of aids
to navigation and indicate the priority of accomplishment.

4. Prepare and administer the plan for the operations of units assigned
aids to navigation missions. Collaborate and coordinate with other cogni-
zant district staff officers in administering the plan for the operations
of units assigned jointly aids to navigation support and other missions.

5. Supervise the collection of data for light lists, radio-beacon charts,
and Notices to Mariners. Administer the plan for gathering promptly all
information concerning the mal-function, failure, damage, or loss of aids
to navigation and for processing such information into Broadcast and Local
Notices to Mariners. As appropriate, disseminate such notices within the
district and to those agencies and offices responsible for distribution to
the armed forces and air commerce and for ocean area maritime commerce.

6. Recommend and justify district allowances of aids to navigation equip-
ment required to maintain authorized aids in effective operation and to
mark sunken wrecks.
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COMMUNICATIONS BRANCH

Under the direction and supervision of the Chief, Operations Di-
vigion, the Chief, Communications Branch ghall:

1. Administer, supervise and coordinate all communication matters
affecting the operation and administration of the district office and
digtrict units.

2. Develop'plans and procedures to assure coordination, uniformity and -
efficiency in the administration and operation of Coast Guard communications.

3. Coordinate and develop plans and instructions for handling distress, .
safety and SAR communications.

k. 1Insure the communications readiness of all district units by frequent
inspectiong, at leagt annually.

5. Evaluate all compliants of harmful interference resulting from
Coast Guard use of the radio spectrum and initiate necessary action
to eliminate or reduce harmful interference. As practicable, provide
for monitoring of radio circuits.

6. Maintain close liaison with appropriete government and industry

communications personnel as & means of improving Coast Guard communi- :
cations, coordination and technical development. ‘
7. Develop and issue communication plans in support of mobilization.

8. 1Initiate submission of annual planning and request for operational

approval letters to Commandant for budgetary information and to make

necessary communications plant improvements.

9. Administer the communication security programs.
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10. Maintain the District Commander's Registered Publication Allowance,
and operate a communication center, cryptographic center and courier
service for the district office. ;

11. Provide operational guidance to district radio stations and other
Coast Guard communications facilities.
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INTELLIGENCE AND LAW ENFORCEMENT BRANCH

Under the direction and supervision of the Chief, Operations Division,
the Chief, Intelligence and Law Enforcement Branch shall, within his district:

1. Administer the Coast Guard law enforcement program, including those

responsibilities pertaining to recreational boating and other uninspected
vessels, customs, navigation, and conservation laws, except those enforce-
ment functions specifically vested in the Merchant Marine Safety Division.

2. Coordinate the port security activities of the various Captains of
the Port and in those ports where no Captain of the Port is assigned,
carry out the district commander's port security duties.

3. Administer and supervise the Coast Guard intelligence program, in-
cluding the development of sources of information and the conduct of
investigations not specifically vested in the Merchant Marine Safety
Division.

4. Supervise and coordinate the activities of the investigative, port
security, and law enforcement forces in the district, including the
training of boarding officers.

5. Maintain close liaison with all Coast Guard forces and with other

Federal, State and local agencies in order to insure maximum efficiency

and - economy in all phases of intelligence, port security, and law

enforcement work, including safety patrols. .

6. Have planning responsibility for potential emergency coastal lookout
and beach patrol requirements and activities in the district.

7. Plan and supervise the internal security program within the district,
and conduct such investigation as may be required therewith.

8. Maintain continuous intelligence training program for assigned per-
sonnel utilizing all available functions.

9. Follow up on the apprehension of deserters and assist in locating
absentees as requested by Coast Guard district offices and units.

10. Administer within the provisions of 46 CFR 2.50, the administrative

penalty procedures resulting from reports of violation in enforcement of .
the Motorboat Act of 1940, the Federal Boating Act of 1958, and associated
regulations.

11. Administer the program of boat accident reporting as provided in 46
CFR 173, coordinating with the Merchant Marine Safety Division and OCMI's

as indicated.

12, Supervise a well rounded program oriented towards recreational boating

safety. Observe practices in the boating industry and report hazards to
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cognizant Division or Branch for appropriate action. Assist the Public
Information Officer in preparation of notices, speeches, exhibits, and
demonstrations on boating safety for public information and education.
Maintain liaison with boating organizations and marine trade associations
to increase mutual understandings and improve the Coast Guard image w1th
an aim towards better safety through increased cooperation.
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READINESS BRANCH o

Under the direction and supervision of the Chief, Operations
Division, the Chief, Readiness Branch shall:

1. Administer the program for maintaining and improving operational
readiness so as to insure the maximum effectiveness of all units in
the district; adhere to such technical guidance as will be furnished
by the area readiness staff in line with established Commandant's
policies., By frequent inspections, insure thorough understanding

of current operational doctrine and compliance with established
operating standards by all units. ' \ -

2, Provide for utilization of all training facilities available, in-
cluding those of the Navy and other services; and make necessary
scheduling and other arrangements. Periodically observe units during
actual training operations in order to have current knowledge of relative
readiness of the various units for required operational tasks.

3. Be cognizant of current operational problems in order to

initiate recommendations for changes in procedures, equipment, allowances,
or training. Plan for operational testing and evaluation of equipment

and techniques designed to improve operating efficiency of units as directed.

4, Establish district requirements and provide for procurement, dis- ‘
tribution, and utilization of ordnance, small arms, and chemical warfare
equipment and assoclated material.

5. Develop, in conjunction with cognizant staff members, and keep

current district mobilization and mobilization logistics plans as required
in support of Coast Guard and appropriate Naval District plans. Disseminate
mobilization planning information to district units and require preparation
of supporting plans when necessary. .

6. Recommend revisions when necessary and initiate other appropriate
action with respect to joint defense plans, emergency war operating plans,
mutual agreements and other similar plans and documents which concern
employment of district forces.

7. Maintain a file of all mobilization plans, mobilization logistic .
plans, joint defense plans, emergency war operating plans, mutual agreements,
operational training publications, and other similar plans and documents
concerning the operational readiness and employment of district forces in
time of war or national emergency.

8. Maintain liaison with appropriate planning groups of the naval district,
and other government agencies, concerned in Coast Guard mobilization plan-
ning.
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'l’ SEARCH AND RESCUE BRANCH

Under the direction and supervision of the Chief, Operations
Division, the Chief, Search and Rescue Branch shall:

1. Administer the program for the operation of floating units,
aeronautical units and shore units (except those under the cognizance
of the Aids to Navigation Branch), and supervise their activities,

- 2. Initiate or review proposals for the reduction, expansion, and
modification of district operating facilities; be cognizant of operational
requirements of the several areas comprising the district with a view to

- recommending changes in assigned facilities; and insure, insofar as
practicable, adequate distribution of operating facilities to effect
maximum coverage commensurate with available personnel and facilities.

3. Act as senior controller of the District Operations Center (in-
cluding the Rescue Coordination Center) and as liaison officer for
search and rescue activities, assisting the Chief, Operations Division
in the coordination of civil and military facilities for search and
rescue operations, as directed by that officer.

4., Exerclse general supervision over the operation of small boats
and vehicles assigned to district units and direct supervision over
those assigned to the district office.

. 5. Provide aerological services when specified.
6. Prepare preliminary budget estimates, make recommendations as to

fund allocations or suballotments, and administer funds allocated to
the Branch, as prescribed in current directives.
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PERSONNEL DIVISISON (p)

Under the general direction and supervision of the District Commander ‘
and the Chief of Staff, the Chief, Personnel Division shall:

1. Direct, supervise, and coordinate the activities of the Chiefs of
the Civilian Personnel, Medical, Military Personnel, and Military
Personnel Procurement Branches in connection with their assigned
functions; assure the efficient performance of duty by those officers;
and have ultimate responsibility for:

a, The administration of civilian personnel in the district.

b. Providing medical services and the maintenance of sanitation standards .
in the district. In the absence of a full time Medical Officer, assume primary
responsibility for all medical activities in the district, including the super-
vision of medical and dental officers, hospital men, and other personnel engaged
in providing medical service. The supervision of enlisted personnel of the
Medical Department may be delegated to the Chief, Medical Branch.

c¢c. The administration of military persomnel in the district.

2. Supervise the planning and execution of the programs for the adminis-
tration of all categories of personnel in the district.

3. Obtain from other staff officers such information on their plans and
requirements as may be relevant in developing district personnel programs. ‘

4. Furnish appropriate preliminary budget estimates and fund allocations
or suballotments to the Comptroller Division, and administer funds allocated
to the Personnel Division, as prescribed in current directives.

5. Develop estimates of personnel requirements and justifications there-
for that may be required by Headquarters or for his own use.

6. Take appropriate action to assure proper utilization of available per-
sonnel in the district.

7. Handle disciplinary matters involving personnel in the district which
are within the proper cognizance of the district office.

8. Administer matters concerning the subsistence and quartering of per-
sonnel with respect to the adequacy of established messes and the use of
cash subsistence or commuted rations in lieu of rations in kind, the
availability, adequacy and allocation of government quarters, and the use
of cash quarters allowance.

9. Conduct the district's Payroll Savings Program for the sale of U. S.
Bonds.
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‘ NOTE: The term '"military personnel" in the various forms as used in
this statement does not include Reserve personnel on inactive duty or
on intermittent active training duty, but does include Reserve personnel |
on extended active duty. ‘
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CIVILIAN PERSONNEL BRANCH

Under the direction and supervision of the Chief, Personnel
Division, the Chief, Civilian Personnel Branch shall:

1. Conduct the program for the administration of civilian personnel
in the district, subject to the limitations prescribed by law and in
accordance with the rules and regulations of the Civil Service Com-
mission and the Commandant.

2. Arrange with the Regionél Office of the Civil Service Commission
and other authorized sources for the procurement of civilian personnel.

3. Develop and conduct a program for employee relations, including
grievances, welfare, training and counseling activities.

4. Assist in the determination of proposed classification of new
positions and the necessary reclassification of old positions.

5. Review requests for travel orders for civilian personnel and prepare
such orders for signature by the District Commander or Chief of Staff.

6. Maintain required personnel records for all civilian employees in

the district and a record of authorized positions; cooperate closely
with the Chief, Comptroller Division, in regard to estimates, obligations
and expenditures of funds for pay of civilian employees. f

7. Administer civilian personnel leave and retirement laws and regulations; .
obtain data as necessary to support the establishment or revision of wage

rates for trades or occupations; keep other components advised with respect

to policies, interpretations, and procedures in this regard.
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MEDICAL BRANCH

Under the direction and supervision of the Chief, Personnel Divi-
sion, the Chief, Medical Branch shall:

1. Plan and administer all matters pertaining to the health of mili-
tary personnel, the maintenance of adequate sanitary standards, and the
prevention of disease within the district.

2. Maintain liaison with Public Health Service and Department of Defense
medical facilities regarding provision of care and physical examinations,
furnishing of necessary medical records, and medical matters generally.

3. Maintain liaison and cooperation with health programs of civilian
and Public Health authorities, such as those for the prevention, control,
and treatment of venereal diseases and tuberculosis.

4. Determine the adequacy of district allowances for medical personnel,
supplies, and equipment, and make recommendations in regard to increases

or reductions therein. Review or prepare requisitions for medical supplies
and equipment.

5. Furnish advice and formulate contributory plans on the medical aspects
of matters pertaining to operational and logistical plans of the district
prepared for use in times of emergency or disasters.

6. Review medical reports such as Narrative Summaries, Reports of Physical
Examination, Boards of Medical Survey, etc., and recommend administrative
action to be taken thereon.

7. Conduct inspections of district units and submit reports to the district
commander concerning sanitary conditions, prevalence of diseases, and
dietetic adequacy of rations; make recommendations that will insure adequate
training or other programs essential to the maintenance of sanitation stand-
ards and health within the district.

8. Inspect buildings and sites in use or proposed for lease or acquisition
and review plans for proposed construction to insure that sanitary and
other health standards are met.

9. Release information from medical records of Coast Guard personnel to

authorized individuals and agencies when authorized by competent authority
as indicated in Coast Guard Supplement, Section 0714, MCM 1951.
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10. Furnish information and advice to dependents and retired personnel .
concerning eligibility and procedures for obtaining medical care at govern-
ment expense.

11. Supervise enlisted personnel of the Medical Department when such super-

visory authority has been delegated to the Medical Branch by the Chief,
Personnel Division.

12. Supervise or conduct all physical examinations given in the district,
including annual examinations and those given to recruits.
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‘ MILITARY PERSONNEL BRANCH

Under the direction and supervision of the Chief, Personnel Division,
the Chief, Military Personnel Branch shall:

1. Have primary responsibility for all personnel training activities
in the district, except those controlled by Headquarters; develop and
carry out plans for personnel training within the district; maintain
lists of requests for specialist or advanced training and assist in
the selection of men for such training; arrange for participation of
district personnel in Coast Guard Institute courses; and, in connection
. " with these responsibilities, administer a program for the maintenance
of appropriate records relative to the skills and aptitudes of enlisted
personnel.

2. Have primary responsibility for all activities in the district per-
taining to the development and maintenance of good morale; including
the recreational program and procurement of supplies, equipment and
facilities to further that program; render assistance to military per-
sonnel and their families in obtaining dependency allowances, reim-
bursement for personal effects lost in marine disasters and rescue
operations, death gratuities, and funeral expenses; render appropriate
services in case of death, including notification of next of kin and
assistance in funeral arrangements; assist personnel in matters relative
to government insurance; and assist the district commander in the

. direction of Coast Guard Welfare.

3. Administer and act as custodian of the morale fund of the district.
Have cognizance over the operation, establishment and disestablishment
of exchanges at district units and assure proper and efficient adminis-
tration of such activities.

4. Have primary responsibility for the administration and distribution
of military personnel in the district, including assignment, transfers,
changes in rating of all categories, discharges, extensions of enlist-
ments, etc., of enlisted personnel, and transfers, promotions, releases,
etc., of officer personnel.

5. Have primary responsibility for assuring proper utilization of avail-
able personnel in the district.

6. Prepare all papers, records, and forms in connection with the ad-
ministration of military personnel, including duty and travel orders,
endorsements, authorizations for the travel of dependents and the

transportation of household effects, etc. |
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7. Maintain necessary records relating to military personnel including
service records of personnel attached to district offices, assignment
records, rating and qualification records; maintain records of the
allocation of all military personnel, showing authorized allowances for
each unit in the district and actual number of military personnel on
board.

8. Prepare preliminary budget estimates, make recommendations as to
fund allocation or suballotments, and administer funds allocated to the
branch, as prescribed in current directives.

NOTE: The term "military personnel" in various forms as used in this
statement does not include Reserve personnel on inactive duty or on
intermittent active training duty but does include Reserve personnel
on extended active duty.
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MILITARY PERSONNEL PROCUREMENT BRANCH

Under the direction and supervision of the Chief, Personnel Division,
the Chief, Military Personnel Procurement Branch shall:

1. Have primary responsibility for all military personnel procurement
activities in the district (officer and enlisted).

2. Supervise district recruiting stations, providing adequate in=
struction to recruiting personnel.

3. Maintain liaison with the Chief, Reserve Division in connection with
Reserve procurement programs.

4, Maintain close liaison with other Armed Forces recruiting activities
and insure that the Coast Guard is adequately represented in joint
activities.

5. Conduct the program for procurement of candidates for cadetship.

6. Utilize facilities available to the Public Information Officer con=
cerning procurement programs.

7. Prepare preliminary budget estimates, make recommendations as to
fund allocations and administer funds allocated to the branch.

8. Maintain necessary records related to personnel procurement and
submit reports as required by current directives.
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RESERVE DIVISION (r) .

Under the general direction and supervision of the District Commander
and the Chief of Staff, the Chief, Reserve Division shall:

1. Develop and administer the program for the Coast Guard Reserve, *

including the temporary component thereof, in the district in accord-

ance with the policies, regulations, and instructions prescribed by

the Commandant. -

2, Administer the program for the training, organization, and assign=-
ment of all Reserve personnel on inactive duty or on intermittent active .
training duty.

3. Maintain liaison and assist the Chief, Military Personnel Procurement
Branch in his administration of the military personnel procurement ac=-
tivities for Reserve personnel.

4, 1In consultation with the divisions concerned and within the limits
prescribed by the Commandant, develop the scope and extent of the Reserve
training program and the degree and manner in which Service facilities
are to be utilized in furthering this program.

5. Collaborate and maintain effective liaison with the divisions con=

cerned in regard to such logistic support elements, including supply,

medical service, and fiscal and financial service, as may be required .
for the successful conduct of the Reserve program.

6. Maintain a system of records=keeping in connection with the Reserve
program as prescribed by the Commandant.

7. Administer funds allocated to him for Reserve purposes in accord=-
ance with current applicable directives.

8. Administer the program for the temporary component of the Reserve
in the district; maintain such records relative to temporary members of
the Reserve as are required.

9. Establish and maintain close liaison with the Naval District Deputy
Chief of Staff for Naval Reserve and Training and local Naval Reserve
Unit Commanders, particularly with respect to promoting Coast Guard
utilization of naval training and other facilities.

*NOTE: The term '""Reserve personnel't in various forms as used in this
statment includes Reserve personnel on inactive duty or on intermittent
active training duty, but does not include Reserve personnel on extended
active duty.
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PART V

‘ DISTRICT UNITS

A. General Description

I. (a) The District Unit is the normal base element or echelon in the
Coast Guard chain of command. Such units comprise the operating
level of the Coast Guard and include the ships; aircraft; air,
light, radio, and lifeboat stations; marine inspection offices;
and logistic units such as bases, depots, and repair shops which
are specifically charged with carrying out the manifold duties of
the Service. )

(b) District Units are listed in the current edition of Operating
Facilities of the U. S. Coast Guard (OPFAC) by type and by geo-
graphical distribution. That publication also includes a summary
definition and description of each type of district unit.

IT. A district unit is normally under the operational and administra-
tive control of the district commander. In many instances an
intervening echelon (either the section commander or the group
commander described in Part VI of this Manual) has been established
and delegated a limited form of operational control of subordinate
district units by the Commandant and by the district commander. The
manner in which these intermediate echelons fit into the basic
pattern of organization and command is summarily described in Part VI

. of this Manual and in other effective directives of the Commandant
and the district commanders.

B. Standard Type Organization

I. Standard Base Organization

(a) Chart 5A shows the standard organization for bases. Because of
variations in size, activities, facilities, number of personnel,
and other circumstances, this chart will not describe the best
possible organization plan for every base. It does, however, in-
clude all of the functions which may be required at any base in
order to accomplish its mission. Since some functions may be
minimized or eliminated at a given base, the best grouping of these

. functions into organization components may be different from that
shown in the chart.

(b) The chart is considered suitable for a base of average size.

The industrial and operations sections are assigned those functions
directly related to accomplishment of the base mission; the admini- |
strative and supply section functions are logistical and supporting i
in nature. At a very large base it may be that the administrative !
and supply activities are so extensive that a more workable organi-

zation would result from dividing this component into two sections.
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At a small base the extent of activity in either or both of these
functions may be so limited that a separate component is not re-
quired; in this event the commanding officer may perform these
functions himself. Executive officers will be assigned to only
those bases where the size and complexity of the base warrants an
officer in this capacity.

(c) The components of organization shown on the chart below the
section level are examples in that the number and nomenclature of
shops and subsections will depend on the requirements of the
individual base.

Standard Marine Inspection Office Organization

(a) Chart 5B shows the standard organization for marine inspection
offices. This chart is considered suitable for such offices re-
gardless of size of marine inspection zone. In the smaller offices
the extent of activity in some of the sections may be so limited
that a separate component is not required; in this event, the
Officer in Charge, Marine Inspection may perform these functions
himself. It should be noted that where subordinate employees are
not specifically designated to perform duties as section heads,

the Officer in Charge, Marine Inspection is specifically authorized
by virtue of his written designation to perform such duties.

(b) The components shown on the chart may be expanded further to
fit more complex organizational needs or to handle the problems
associated with subunits; however, the pattern of organization
indicated on the chart shall be retained.

(c) It should be noted that some marine inspection offices will
not perform all functions outlined on the accompanying chart be-
cause of the restricted applicability of certain laws governing
Merchant Marine Safety functions.

Standard Organization for Air Stations and Air Detachments

(a) Chart 5C shows the standard organization for Air Stations and
Air Detachments. The standard chart should be considered suf-
ficiently flexible to provide for adaptation to air units of all
sizes; however, the pattern of organlzatlon indicated should be
adhered to.
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COMMANDING OFFICER

(Sub—units not included under any
section)

l. Administer and direct all activities of the
base and assigned sub-units.

2. Administer upkeep of grounds, structures
and plant necessary to perform mission,

EXECUTIVE OFFICER

1. Under the direction of the commanding
officer coordinate such activities of the
base as the commandingjofficer may designate

DEPARTMENT OF TRANSPORTATION
U. S. COAST GUARD

BASE

L

OPERATIONS SECTION

ADMINISTRATIVE AND FWHI SECTION

INDUSTRIAL SECTION

Operate and service small craft attached.

Provide mooring facilities for Coast Guard vessels.
Service aids to navigation within an assigned area,
Administer such of the following sub-units as are,
attached to the Base: light station, lifeboat
station, light attendant station, radio stationm,
port security unit, captain of the port.

Provide communication services.

Provide transportation and administer the vehicular
program.

T
i
V

Administer military and civilian persomnel functions.
Provide jJanitorial, custodial, and security services.
Provide mail and messenger services.

Operate exchange, and administer welfare activities.
Operate the barracks and brig.
Procure, stock and issue supplies and equipment for
the Base. ) ’
Prepare end maintain required fiscal records and
reports.

Operate the mess authorized.

Maintain the plant property records.

Store Headquarters controlled material.

Maintain stock of allowance list spares.

1.

2.

Repair and modify boats, vehicles, structures,
engines, shore-based machinery, designated stations,
and aids to navigation equipment.

Effect minor repair and modification of larger
vessels not assigned to the base, as practicable.
Administer such of the following sub-units as are
attached to the Base: Maintenance and Repeir
Detachment, Electronic Repeir Shop (Radio), Elec—
tronic Repair Shop (General).

Plan the operation of the Section to accomplish
repair and modification work most efficiently, and
determine material requirements to insure effective
supply.

TRANSPORTATION
SUB-SECTION

COMMUNICATIONS.
SUB-SECTION

MACHINE CARPENTER
SHOP SHOP
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MARINE INSPECTION OFFICE

The OCMI designated by the Commandant shall be
responsible for the direction of the following
marine inspection functions: factory and ship-
yard inspections; inspection of vessels in order
to determine that they comply with the applicable
laws, rules, and regulations relating to safe
construction, equipment, manning, and operation;
and that they are in seaworthy condition for the
services in which they are operated; the investi-
gation of marine casualties and accidents; and
the licensing, certificating, disciplining, and
shipment and discharge of seamen; and the enforce-
ment, of vessel inspection, navigation, and seamen's
laws in general.

DEPARTMENT OF TRANSPORTATION
U. S. COAST GUARD

MARINE INSPECTION OFFICE

LICENSING AND CERTIFICATING SECTION

MATERIEL INSPECTION SECTION INVESTIGATING SECTION

SHIPMENT AND DISCHARGE SECTION

Responsible for those activities of the marine
inspection office which relate to:

‘l. The licensing of merchant marine officers,
incluaing: receiving and reviewing applications
for original licenses, and for extensions of
route, raise of grade or remewals, passing on
the professional qualifications of applicants,
compiling, conducting and grading examinations,
awarding licenses to successful applicants,

2. The registration of merchant marine staff
officers,

3. The issuance of contimuous discharge bocks
and merchant mariner's documents,

4« The performence of all activities relating
to the issuance to seamsn of merchant mariner's
documents, including: receiving applications for
such documents, passing on the eligibility of
such applicants, giving oral or written and
practical examinations to such applicents, where
applicable, and making the appropriate endorse-
ments thereon,

5. The conduct of other activities pertaining
to the licensing and certificating of merchant
, parine personnel.

Responsible for those activities of the merine

i ivi
inspection office which relate to: Responsible for those activities of the marine

inspection office which relate to:

1. The conduct of periodic inspections of vessels 1.
and thelr appliances; inspection of new construc—
tion; reinspections; dry-dock examinations; damage
surveys; sanitary inspections; and other special
inspections of vessels.

The conduct of investigations in cases of
alleged acts by licensed and certificated
members of the merchant marine which might
warrant the suspension or revocation of the
license or certificate,

2, The conduct of factory inspections of boilers, 2.
life preservers, lifeboats, life rafts, life floats,
davits, winches, line-carrying guns and other equip-
ment,

Conduct of the presentation of charges
against merchant marine persomnel as a result of
investigation at hearings before examiners.

3.

The review of vessel and vessel equipment plans,

as required,

by

The conduct of presailing fire and boat drills,

and the instruction of crews in the proper use of
safety devices.

5.

The inspection of boilers at Govermment establish.

ments and of Government hulls and boilers afloat.

6.

The performance of other related materiel

inspection activities.

3. The conduct of investigations of casualties
in order to determine the cause of the accident
and whether materiel or personnel was at fault.

4. The performance of other activities under
the procedures prescribed in 46 CFR Parts 136
and 137.

Responsible for those activities of the marine
inspection office which relate to:

1, The shipment and discharge of seamen.

2. The arbitration of disputes between the master
and the crews when properly authorized.

3. The receipt and disposition of the wages and
effects of deceased and dessrting seamen,

4. The performance of other activities pertaining
to the shipment and discharge of merchant marine
personnel,
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COMMANDING OFFICER

Responsible for the administration and direction of
all activities of the unit,

EXCHANGE OFFICER

EXECUTIVE OFFICER

DEPARTMENT OF TRANSPORTATION

U. S. COAST GUARD

ATR STATION OR
ATR DETACHMENT

WELFARE

Operate exchange and
administer morale fund.

Station Safety Officer and Chairman of the Safety
Board.

Assist the commanding officer in the administration
of the unit,

REPRESENTATIVE

Administer welfare fund.

OPERATICNS SECTION

1.

3.

be
5.

Coordinate and control aireraft,
boats and vehicles when operation-
ally employed. Establish fuel
loadings of aircraft.

Maintailn aircraft and station
emergency bills,

Administer the program of opera-
tlonal readiness of alrcraft and
associated equipment,

Control operational training of
pllots and aircrews.

Provide flight, communications,
weather, navigation, survival
equipment and public information
gervices as required.

Supervise Flight Examining Board
and Cryptoboard.

\
ADMINISTRATION SECTION

1.

Under direction of exsecutive
officer, administer functions
pertaining to, persomnnel.

Administer drjills and general trainJ
ing program,.

Provide educa'_hion services.
Maintain generaml directives files.
Provide clerit¢al and mail services.
Provide special services.

Provide medical services, including
dental and sanitary services,
Supervise wardroom and barracks
activites.

Supervise functions of Persomnel
Exgmining Board, Audit Boards, and
Narcotics Board.

PUBLIC WORKS SEGTION

1.

3.

Administer program for maintenance|

and repair of buildings, grounds,

boats and vehicles.

Provide physical security services
including fire fighting equipment

and services.

Provide boat end vehicle operator

training and qualification program

SUPPLY SECTION

3.
4e
5e

Procure, stock, and issue supplies
and equipment.

Prepare and maintain required
fiscal and supply records and
reports,

Operate the unit mess.

Maintain the plant property record
Maintain pay records and act as
agent oashier.

Supervise Survey Board,

1.

Adiinister maintenance program
for aircraft and associated
equipment including electronics
equipment.

Coordinate maintenance scheduling
with operations sectiom,

Collect and evaluate dats and
prepare reports for failures of
material under its cognlzance.
Administer the program for tech-
nical training of englmeering
persomnel.

Supervise flight line and beach-
ing services.

Provide technical assistance to
supply section as required.
Supervise Plane Captain Examining
Board.
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PART VI

SPECTAL ORGANTZATION

A. General Description

1. a. 1In addition to the normal levels of command - the Commandant,
the District Commander, and the Unit Commander - the pattern of Coast
Guard organization provides for certain intermediate command levels,
varying in purpose, responsibility and authority. These additional
levels have been established, generally, in order to meet peculiar
requirements which confront the Coast Guard, requirements which result
from the complexity, diversity, and scope of Coast Guard operations
and the geographical dispersion of Coast Guard facilities.

b. The intermediate levels provided for in the organizational
structure of the Coast Guard, and discussed herein, are as follows:

The Section Command

The Group Command

Aircraft Maintenance Representative
European Command

1

B. The Section Command

1. a. A Section Command may be established under the control of a dis-
trict commander, upon recommendation of the district commander and ap-
proval of the Commandant, to provide for:

(1) Direction and coordination in the discharge of Coast Guard
functions within the assigned geographical limits of the section.

(2) Operational control over the subordinate commands within the
section.

(3) Administrative control in a degree commensurate with the
isolation of the section and the assigned staff, as prescribed by the
district commander.

b. Section commanders also shall be responsible for the operational
readiness of subordinate commands. They shall maintain liaison with other
government agencies and render such pub11c information services as the
dlstrlct commander may d1rect
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2. a. Sections may include both floating and shore units, and air-
craft. Ordinarily, they shall include all such units (including any
groups) within their assigned geographical limits. Normally, sections
will be established only outside the continental U.S. in regions far
removed . from district offices.

b. Operating Facilities of the U. S. Coast Guard (OPFAC) will
list established sections and the units included in them.

C. THE GROUP COMMAND

1. Upon recommendation by a District Commander, and approved by
the Commandant, group commands may be established. Group commanders
exercise operational and administrative control over units within
their geographic jurisdiction. Ideally, four to six stations and/or
vessels comprise the operating units in the group, but the numbers
may vary. The group commander exerts military jurisdiction over
units in his area, and is responsible for administrative inspectioms,
and their operational evaluation.

2. To exercise operational control, group commanders must be pro-

vided with adequate communications equipment. The Communications

Center maintains distress frequency watches, and is responsible for

maintaining communications, normally by telephone or landline, ‘
between the group and its shore units. Operating units maintain

radio watches on established frequencies when alerted by the group.

3. The group concept is part of the long range plan to consolidate
units in operational areas, with control by a central on scene
commander. Coordination and efficiency of achievement of the basic
missions by all operating units in the geographic area is the primary
objective.

D. ATRCRAFT MAINTENANCE REPRESENTATIVE

1. The Aircraft Maintenance Representative serves as field representa- .
tive of the Commandant on aviation engineering matters and maintains

liaison in his designated geographical area with district commanders,
commanding officers of Coast Guard aviation units, and government and
commercial aviation activities. His functions include:

o @
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a. Providing assistance to district commanders and commanding
officers of Coast Guard aviation units on aviation technical matters,
maintenance, and repair. '

b. Maintaining liaison with government and commercial aviation
activities performing maintenance, inspection, and overhaul of Coast
Guard aircraft and consulting with them on problems which may arise
from special Coast Guard configuration or requirements.

.

c. Determining capabilities of commercial aircraft maintenance
activities and investigation of information concerning advanced air-
craft maintenance matters. Maintaining liaison with other Coast Guard
aircraft maintenance representatives in order to schedule major
maintenance work in other regions, if appropriate.

d. Inspecting work in progress and reviewing ''Reports of
Unsatisfactory or Defective Material' with contractors in order to
improve quality ‘control. Reviewing "Aircraft out of Commission for
Parts Reports' and "Unsatisfactory Reports'" when visiting Coast Guard
air units and recommending transfer or disposal action when appropriate.

2., The Aircraft Maintenance Representative is under the military com-
mand of the district to which assigned and under the management control%¥
of the Commandant (E).

*Management control is defined as the exercise of executive authority -
and responsibility for the performance of the mission, tasks, and work
of Coast Guard units.
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E. European Command . . '

1. The Commander, Coast Guard Activities, Europe, is a special regional
command established to coordinate and control all Coast Guard activities
in Europe and certain adJacent territories. In a limited sense it is
similar to a District, but it does not have the full scope of missions,
facilities or personnel‘inherent'in(a District Command.

a. The European Commander, as the principal agent and representative
of the Commandant is respon51b1e for the administration and general
direction of units under his command. . He is spec1f1cally charged with
the respon31b111ty for assurlng that Coast Guard duties are performed -
efficiently, safely and economlcally within his Command. 1In the per-
formance of his duties, the Commander is assisted by a staff of adminis-
trative and technical assistants who serve as principal advisors.to him
for those fields in which they are indiVidnally qqalified andfassigned,

b. The European Commander from t1me to t1me may be de31gnated as |
representative or contact officer to various foreign national or inter-
national organizations. In this capacity he is responsible for main-
taining liaison with a wide variety of organizations in:order that
1nformat10n may be obtained and exchanged for the use of the Commandant

c. The European Commander is collaterally a member of the staff of
Commander, U. S. Naval Forces, Europe. He advises the Commander on
Coast Guard operations .in Europe in accordance with the plans and ‘
policies of the Commandant.

2. The European Command consists of Headquarters, Commander, Coast Guard
Activities, Europe, individual units, and such intermediate commands as
section or group commands which may be established or assigned according
to current directives.

3. The staff of the Commander will be organized in branches analogous
to a District staff but commensurate with the scope of missions and
facilities assigned.
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PART VII

HEADQUARTERS UNITS

. A. General Description

1. a. As defined in Part I of this Manual, the basic structure of
Coast Guard organization comprises Headquarters, District offices, and
District units, with a normal chain of command from the Commandant to
thé“DTE??T::£Eommander, and in turn from the District Commander to the
Commanding Officer or Officer in Charge of an individual operating or
logistics unit.

b. There are, however, exceptions to this normal structure and
command level. Certain Coast Guard units, even though physically
located within the geographical confines of a district, operate in-
dependently of jurisdiction by a district commander and are subject
to the direct supervision and technical control of the Commandant.
Those units, known as Headquarters units, are under the operational
and administrative control of the Commandant, who in turn,ﬂﬁi:dfrqgﬁé

delegation»in this Manual has assigned technical control to components
of the Headquarters staff having primary concern and interest.

2. a. Each of these Headquarters units has been established to satisfy
a total service requirement, generally of a logistics nature. For ex-
ample, the Yard as the sole major industrial establishment of the Coast
Guard has been established and is maintained for the primary purpose of
effecting major ship repairs upon vessels of the Coast Guard and to
engage in limited manufacturing activities, while the Academy trains
officers for the service to an extent commensurate with the demand.

b. Additionaly, certain categories of units have been established
as Headquarters units because of geographical location or because the
nature of their duties precludes routine supervision by a district com-
mander.

3. Headquarters units are listed in the current edition of Operating
Facilities of the U. S. Coast Guard (OPFAC). Listed below are the
major Headquarters units together with the Headquarter component having
technical control for administration:
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Headquarters Unit

Academy

Air Detachment, Arlington

Aircraft Repair and Supply Center
Electronics Englneerlng Center

Field Testing and Development Center
Oceanographic Unit , (

Radio Station (Alexandrla Va.)
Recruit Tralnlng Center )
Reserve Training Center (Yorktown, Va.)
Supply Center

Tralnlng Centers

Yard-
Instltute,/

Headquarters Office Having

Technical Control

Commandant
Commandant
Commandant
Commandant
Commandant
Commandant
Commandant
Commandant
Commandant

Commandant

Commandant

Commandant
Commandant

Technical control over Electronics Laboratory Division,

Radio Station is vested in Commandant (E)

B. ORGANIZATION CHARTS

1. Following are the patterns of organization for Headquarters units.

(P)
(0)
(E)
(E)
(E)
0)
£0)
(®)
(R)
(F).
(P)
(E)
(®)

Washlngton

As the remaining patterns are developed they will be incorporated in

subsequent amendments.
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ACADEMIZ ZOUNCIL

tendent may

Advise the Superirtendent on ratters relating to the cw-
ricuiuwa, Study and repcrt on sueh matters as the Superin-

the degree of Sachelor of Sclence.

refer te the Souncil, Recorwend candidatea for

THENT

=

Exarciass cormand over thals resvonsible for the

LEGAL

ECUTIVE 3CARD

Recommend ag
with respect to deficiencies in academics, conduct and
adaptability.

tion on program of instruction and on cadets

CONGRESSIUNAL BOARD OF VISITORS o] friotant accompliament of assigned by the Comandant.
Visita the ACADEMY each year and raporte to Congrees. }
1
ADVISORY COMMIFTER : ASS El;m‘“”'
29
- B

Appointed by the Secretary of the Trassury to advise the
C«;umndant and Superintendent on the coures of inatruc-
tion,

ATHL3TIC BOARD

PUBLIC INFORMAT1ON

budget.

Make recormendations in matters of athle‘ic policy ard
interzollegiate athle*ic achedules; supervise athliatic

Plan, develop and coxdunt the public information program
of the ACADEMY including cadet procurement and cadat
activity publicity.

Assist the Superintendent administration and directlon
of all ACADMY activities; berintandent as authority over
ACAD"MY ataff; approve plagres of the diviaions and other
ataff functions; interpret} implementation of the Super-
intendent's plans ard polidee and coordinate staff

aotivities.

Act ae legal advisor to the Superl dent, and P
legal asaistancs to all military peraonnel,

CHAPLAIN

Directs raligious and wolfare functions of the ACADIMY .

DIRECTUR OF ADMISSIONS

Responsible for catet mrocurament; agt as Direc-or of M-
miesions; supsrvies the programa of procurement Fublicity,
antrance axaminations and tendering of appointments.

SADET ADMINISTRATICK DIVISICK
(COM-ANDANT OF CAJDITS)

Flan, direct and supervise all cadet affairs ard activitis,
cther than academic and sthleticaj maintain disciplive,
develop character, military hearirg and leadership of
cadets; collaberate with and asalst Dirsctor of Admissions
in policy matters; act as registrar,

WATERFRONT DIVISION

floatirg unita,

Supervise the oporstion of all waterfront facilities at
the ACADEMY including mmall toats; provide sscurity of all
watarfront facilities ashore and afloat; maintain all

BAND BRANCH

DEPARTMENT OF TRANSPORTATION
U. S. COAST GUARD

ACADEMY

CADET AGADEMIC DIVISION

ts
Reaponsible for the academio instrustion of the Cads
and zoordinate the work of the departments of instruction,

LIBRARY

DEPARTMENT OF APPLIZD SCIENCS & ENGINEERING

DEPARTMENT OF PHYSICAL SCIKCEB

Parform band activitiea and provide musical

instruction and aselstance to cadet activities,

SLERICAL BRANGH

“reate and raintain cadet psrsonnel records;

SMALL CRAFT BRANGH

Ptnlntlin all bogts, yachts and sraell crefi.
Maintain phyaical security of all waterfrort
facilities. Supervisa opsration of satl loft
‘and boat shop, Provide aervices to Profassional
Studies Department ard othar authorized users
of waterfront facilitiea.

hsers.

Frovide and malntain library facilities, booka
hnd periodicals fur use of cadete and faculty;
provide library facilities for othsr authorized

engineering.

Plan the progrem and instruct cedets in gra-
phica and baale machinea, the applisd sciences,
naval architecture, electrical and power angl-
neering; plan the summer program in crulas

DEPARTMENT OF HUMANITIES

maintain nacassary academio, conduct and adapt-
ability records; parform clerical functions in
connection with above and in adninistration of

DEPARTIENT OF MATHMATICS

[Flan the program and instruct the cadets in

cedet affairs,

ADMISSIONS RESEARGH BRANCH

Act as tschnical consultant on selection and
evaliation probleme and as counsellor for ca-
dets; provide support services to Director of

EAGLE BRANGH

1. Maintain physical sesourity of the vesael
and equipment aboard.

2. Haintain a state of repair and readiness to
earry out training programa as acheduled.

fnglish composition, apesoh and literaturs,the
social sciences, psychology and management.

Flan the prog

caloulus.

and inatruct the Cadets in
algebra, trigonometry, analytioal gecmetry ad

COMPUTER BRANGH

Admigsiors; psrform machine opsratlons and cal-
culationas; prepars Treports and maintain reccrde.]

Provide the equipment and instruotion for ca-

deta to learn the capabilities and limitaticna

tional techniques and pregramiing of a oom)

of computar soisnce through training in opesra-

puter..

Plan the program and instruot Cadets in chem-
1stry, physics, amd nucleonics.

DEPARTMENT OF PROFESSIONKAL STUDI=S

Plan and instruct oadets in theoretical and
hip

practical navigation, gunn-ry:
military lav, phy and 1

plan the summer training program in these
fialda. idble for the util don of

small craft at the AGADEMY.

PLANT AID PERSONNEL DIVISION

aintair and improve the pnysical plant of “he AT Y.
Supervise thas ACZI eand CE programs for plart malntenanc
ard improvement. Supervise the adminiatration «f military
and civiliagn parscnnrel. Act as Scmmandirg Officer cf
erlistad pergonnel attached to the ACTADEMY.

Supervise the administration of officer, an-

COMPTROLLER DIVISION

1, Psrforms all supply, accaunting and disburaing fune-
tions for the ACADEMY and the Corpe of Cadets inciuding
the operation of the Caiet Store, the Cadet moss and tke
anaral Mess.

2, Coordinates the proparation of the ACAD}Y and (adet
oudgsta.

3. Advises and assists tha Superintendsnt and othar depart~
man% heads relative to fiseal, supply and vuzatary mattoers.)

MEDISAL DIVISION

rian &nd adivinister all matters - rtaining tc the heaith

.f offlcera, cadeta ard enlisted parscnnel of tha ACADEMY
and the Trainirg Center, irater. frovide medical care for
military personnel of otler Coxat 3uard unita in the area.
If fecilitiea are avallablio, Previde modical oars for s
other persons as authorized under "Modicare”.

listed and civilian personnel affairs, the er-
forcement of discipline and the progreums for
recreatior, prcrotion of corale and training
and sducation of personnal.

CCMURIZATILURS BRAKGH

Supervise and maintaln oormunicatlon services.
Act as custodisn and raintain security of
Registersed Fublicationa.

PUBLIC WORKS sRANTH

Supervise the wainterance of buildinzs, grourds)
roads and utilities. Provide security of
ATAD2MY resarvation against internal and exter-—
pal hazerds, including firs, theft and traffie.
Administer the progran for vehicle operation
and mainterance.

SOMSTRUSTION AMD SLGINSSRING BRANGH

Frepare ard review plans for eontractual weork,
both mairtenarce ard new construction. Admin-
iater the new corstructioh pregram. Frovide
prefassioral sngircaring advice op malatenance
protlans,

PAY AND AUDIT BRANTH ACT07INTING AND DISHURSING BRANCGH

ADM1NISTRATLVE BRANGH

MFDIGAL BRANGH

1. Maintains pay records for Cuast Guard,
Public Health Service and civilian psrsonnel
asaigned to Lhe ACADIMY.

2. Maintaina pay records and expenditura
acocounts for Cadets and Prepares monthly re-

] 1. Parforms financial accounting functiona s
disburses funde for the ACADEMY, the Corpe ¢
Cedets and tha Groton Training Cencer.
2, Maintaine suballocation apoounta for
ACADEMY Divisions.

porta and analyses.

3. Prepares, audits and cartifies vouchers,
pay records, payment schedulea and related
documents.

GADST STORE AND SUPPORT BRANGH

1, Supervises the proourament, storage and

isaue of items of wuniforms, az:sasories and
b cutfics for the Corps of Cadsts, together wij

MZ35 OPERATION BRANCH laundry, dry cleaningz and other sassntial

services.
2, Supervises the operation of the Cadet Stof
soda fountain, vending machines and other
morals type functiona.

1. Prapares senus; aupervises procursment,
storage and 1ssus of provisions and suppliea,
the preparation and asrvics of food and other

). Initiate and maintain current all medical
records, examinaticns, inventoriss, raports,
boarda and correspondence. ]
2. Superviss dicipline, training and assign-

mente of corpsmon within tha Diviaion.

3, Collect, prepars aid disseminate informa=

tivn concerning regulaLiona.

4. Ba responsiuvla for the physiocsl appearance

Perform medical examinaticns, Operats a 55 oed
{nfirmary for inpatient cars of cadeta and

e Other authorized patients; provide outpatient
cars for cadets and other authorized patienta.

personnal and servicesa as required by the ath-
1stic activities and the summer crulae programe

Carry out preventative wedical Frogram. Provide

Instruct cadeta in hyglene.

of the dospital.

DENTAL BRANGH

NURSING BRANCH

supsrvisory and oontrol functions for the
Cadet Mess and the Genarel Mess,

2, Provides advisory or supervisory services

for hoapital diste and food service fur offic- SUPPLY BRANGH

Provide and supervise all nuraing care for in- h
pationis nnd outpationts. Suporvise the feeding
of injatiants. Supervise all housokeaping of
the injutiant area. Provide inatruction and act
as coordiralor for the training program of

Trovide oorrective and preventative dontal
oars for officers, cadets, and enlisted person-
nel of the ACADEMY. Provide similar treatment
for military personnel of other Coast Juard
unita in the area. If facilities are available,
provide dental :ere for other peraons suthorised
under "Medicare",

corpsmen tra‘rees, if assigned.

ial entertaimment, hospitality or sosial

affairs. 1. Suparvises all procuremont, control, dis-

posal, transportation and related functions.,

2, Performs dutles of Contracting Offlicer,
Proparty Officer and Tranaportation Officer.;

ATHLETIC ACTIVITIES DIVISICN

fondust intercollegiate and intramural athletic Prograns;
dirsct and supsrviss all athlatic nctivitluu;_guida the
Athletic Asscciation and adviae the Athletic Soerd; super-
vise instruction in phyaical sducation

ATHLETIC ASSOCIATION

Supporta the ATADIMY athlatic program and tha
intercollegiats program in particulay so that
the general welfars of tha ASADEMY may be im=
proved by mutual esupport and understanding.

DEPARTMENT OF PHYSICAL EDTCATION

Plan the progranm and inetrust the cadets in
physical education and phyalcal fitnesa.

INTRAMURAL ATHLETIC BRANGH

Administer all aspecta of the intercompany 4
aports program through the Oadet Regiment Orgameg:
isation; provids squipment, playing arsas
coaching asslatanca and Tgles; eoordina
vities with Commandant ef Cadeta.

actis

INTSRCOLLEGIATS ATHLETIC SRANGH

Adminiater all aspecta of intercolleglate athe
leties including acheduling, lsaue and inven~
tory of squipment, aesignment of coaches and

playing areas, handlin? datail of home and swaY

contests, maintenance of required records.
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COMMANDING OFFICER DEPARTMENT OF TRANSPORTATION

U. S. COAST GUARD

Administer and direct all activities of the
center. FIELD TESTING AND

DEVELOPMENT CENTER

SENICR PROJECT OFFICER

1. Under the direction of the Commanding
Officer, coordinate such activities as the
.Commanding Officer may designate.

2. Acts for Commanding Officer in absence of
Commanding Officer.

OPERATIONS SECTION TECHNICAL SECTION ADMINISTRATIVE SECTION
1. {perate and maintain small 1. Operaté and maintain laboratory 1. Administer military and civil-
craft attached. and scientific equipment. ian personnel functions.
2. Process those projects requiring 2. Process thgge projects requiring 2. Maintain project records and
physical or mechanicgl instrumen- scientific instrumentation and reports.
tation and service experience. technical background.
3. Administer supply activities.

3. Provide carpentr upport to 3. Provide machine shop and electrical

PeRtry suppo 4, Provide stenographic and photo-

other sections as directed. support to other sections as directed.
graphic support as directed.

Small Boats ] Carpenter Environmental Machine Electronics & Sound & Vibra- Reproduction
Attached Shop Testing Shop Electric Shop tion Laboratory Shop
Photometrie
Laboratory
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COMMANDING  OFFICER

unit functions.

Be responsible for the sdministration smd general direction of all

DEPARTMENT OF TRANSPORTATION

U. S. COAST GUARD

OCEANOGRAPHIC UNTIT

]
COASTAL OCEANOGRAPHY _ AND
INSTRUMENTATION SECTION

Provide technical direction of coastal ocsanographic activities
Deviae, develop and coordinate coastal oceanographic projects

Evaluate aquipment, nllmm:u, facilities and training of Coast

on of inst for uss

the stendarization, calibration -nd maintsnance of

Maintain a high lasvel of quality control over all dats collected,
Reduce, analyge, and publish data collscted in Coastal Oceanog-

SUPPORT _S

CTION

sections,

1, Provide adainistrative and technical

fupport to the other

A;-ut the Cc-nh n:iutl;)fﬂce; L:JM genaral adainistration Aesist the Commanding Officer in the general adsinistration of unit
2 gir::i‘::s:::y:nt““;.:“'.:.l:‘u'on and production of oceano ;cu::ueu and :eep him advised of the ststus of those activities,
. . ’ = unction as se
graphic instrumants and related procedures. officer, nor military oceanographer snd Support Section
3. Devise, develop and diréct execution of oceanographic resaarch |
projects of interest to the Coast Guard,
&4, Superviss the technical aspects of the Cosst Guard's program of
data collection and dissemination including szercise of quality
control. Recommend changes in Coast Guard Training Programs to
maintain s high leval of quality controls.
5. Develop justifications for oceanographic budget itams.
6. Establish and maintain lines of communicetions with scientific
and technical specialists of other federal, state and local
agencies and private organisations.
7. As officisl spokesman, represant Coast Guard in negotatione,
conferences and committees on oceanographic matters,
8, Conduct basic research in oceanography.
1. Punction as sacretary to Commanding Officer and Director of |
Oceanography.
2, Maintain civilian personnel records and compile civilian '
personnel reports,
3. Maintain correspondence filea, l
1
—L[—_——__—_TL—‘_'———__ R s N |
4 l - |
OCEAN SURVEYS AND SPECIAL |NTERNATION L ICE PATROL CEAN STATION PROJECTS SECTION
PROJECTS SECTION RESEARCH  SECTION |
1. Devise, develop ;nd direct the execution of special ocean sur- 1. Plan, utilize, and improve the practical application of oceano=- o Provide technical direction of synoptic oceancgrapbic activities I 1.
veys and reszaarch projects. graphic theory to International lce Patrol prehl. . of ocean station vessels, of Coast Guard units and personnel,
2, Supervise Coast Guard participation in cooperative national and 2. Conduct research on the formation, drift An: del::egratlon of . :evhe. develop and :oo:dln.t; ly:;;ptlcn:cunognphlc PIO’.:“ ' 2.
international surveys. floating ice. or ocean station vessels with public a private organizations. for Coast Guard unite,
3. Provide technical field coordination of multiship projects. 3. Assist 5nd advise Commander International Ice Patrol in the « Evaluate equipment, allowances, facilities and training sboard 3.
&, Provide field party for Coest Guard participation in surveys. application of results of oceanographic surveys and research to ocean station vessels, I Guard personnal and nges as
5. Maintain s high level of quality control for all dats collected. lce Patrol operations. 4, Reduce and analyze for publication eynoptic data collected by &. Devise, davelop and superviss p
6. Reduce, enalyze and publish as necessary data collected by Coast 4., Provide field party for oceanographic vessel assigned to Inter- ocean station vessels. l in all Coast Guard programa,
Guard units and/or personnel participating in special projects, national lce Patrol. $. Maintain a high level of quality control for all data collected. 5. Supervis
5. Supervise training of ice observers, military oceanographers, l s
and field technictans, b
6. Reduce, analyze and publish data collected by the oceanographic &
vessel amsigned to International Ice Patrol. l raphy programs,
7. MHaintain a high level of quality control for all data collected. |

ADMINISTRATIVE SERVICES
SUB— SECTION

2, Process travel vouchers.

5. Process requisitions.

3. Maintain plant property records,
6. Maintain directives file and administrative manuals,

6, Maintain subhead accounts ledger.

1. Maintain ailitary personnel records.

NORMAL CHANNEL
OF CONTROL

CHANNEL FOR
— - —=—0CEANOGRAPHIC |
TECHNICAL CONTROL ¢

{

|
TECHNICAL SERVICES SUB-SECTION

collected,

sections,

Data center.

1, Perform routine physical, biological, chemical and mathe-
matical anslyses necessary for the reduction of all data

2, Perform basic maintenance of field and laboratory instruments
and equipment both ashore and afloat; such maintenanca te in-
clude recalibration and restandardization.

3. Provide drafting and associated illustrative services for all

Prepare hand and machine tabulation of physical and chemical
data, working graphs and data layout,
5. Prepare data for submission to the National Oceanographic

6. Prepare manuscripts of data analysis for publication,
7. Provide ice observers for International lce Patrol and fisld
technicians for Oceanographic Unit field teams,
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ZLECTAUNIZS INSYa22TIUR STAFF

Inspect, sxpedite and courdirste assigned 2G

COMANDING OFF [CER
;

Hq contracts for alecircrizs eyuipmont and
materiala, Froviie liaison bstwean ths GG and
the contractor. Supsrvise suoh resident sleo-
tronles irspaciors as are under the cognizance
of the Supply Cunter.

Responeible for the erficicnsy, safety, morale ard well baing of tha
cumrard.  iasp 1ble for tHo assizned logistics missions and supply
aupixrt, Suparvieo the ibite Informakion Program.

WUECUTLVE UIYFI 2GR

PHYSIZAL INVINTORY STAFF

Jond act physizul invontorles of all eicched
materials on a scheduiod hasis.

Assist the Zomranding Ofri~er in “he Janoral administration of “he
oomnad and koup alt advised of tho sfat:s of astivitiss, Soordinate
“ho aotivliiins of Lne Supply Contar.

DEPARTMENT OF TRANSPORTATION

U. S. COAST GUARD

SUPPLY CENTER BROOKLYN

SYST#S AND FROZEDURZS STAFP

Recormend implaranting actlion on non-routine
matiers and to conduct research and analysis
of systems ard methods for effective manags-
ment .

ADMINISTRATIVE DIVISION

INVENTORY MANAGEMZNT DIVISION

ELECTRONICS MATERIAL DIVISION

MATERIALS AANDLING DIVISION

PROCURSMENT DIVISICN ASCUTLIG DIVISION

Perforns thoes functiona relatsd to parsonnel
sdministration. Frovide office servizas and
records ranagenent. Maintain llaison with the
Federal Qffice Bldg. Manager. Adriniatar the
Yanagezart Improvement Progranm under She guid-
ance of the xecuiive Officer.

Flan and euperviae all non-fiascal actlivities
ccncarned with the operation of the various
sLores acecounts. Initlate stock procurement
and stoak purificatiun motions. Maintain lisf-
son with other organlsetional oomponents ip-
volved in related actions.

Perform the functions of a supply controcl point|
for i cognizanco general electronios material,
axcept HYG, and designated GG cognizanoce air-

horne electironio matorial under the overall in-
ventory management policies of the Commandant.

Parforn limited overmul, modification and re-

pair of electronis equipment.

Recaive, store, iesuo, packaga and ship mater-
1als to designrtal units throighout the GG
and oocasionally to othsr govarnment agencles
and to commarcial fiima,

Muintain cognizance over all budgatary and fis!
cal matters aff=-ting somarnd migsion. Frovide
elsciric accounting machine servize, Parforn
dutias of Authorized Certifying Offizer irolude
irg maintanaros of military pay records ard
ths preparation ard cartificzatlion for paymont
of voushers snd claims agsinat ina govarnmant,

Obtain all material for stock or internal uss
by ordar from othar zovernment agenciss or by
purchase fron commercilal sources sither from
FSS contraotors or from qualified bidders.
Obtain services not availabls at the Federal
Uffice Building by requisitione or purchase
for aupport of Supply Zanter operations.

r VILITARY PZIPSONMZL BAANGE |

r CIVILIAK FE2SCIUSL BRANGH P

ISSUE CONTRLL BRANGH

STOZK CONTROL BRANT

STOCK RZCORD BRANM

LT

MEDICAL BRANCH

TECGHNIGAL BRANGH

ALLOWANCE BRANGH

INVENTORY CONTHOL BRANGH

ELECTRONIGS REPAIR BRANCH

LLLIT

PFROJECTS BRANGH

__| STURES ERANGH j
——| SMALL ARMS REPAIR BRANG J
——l TRAFF1S JRANGI |
——L LABCR BRANGI j
| ﬂ CARPENTER SiiOF BRALGH |

t

A3 T3

H PIRTHASING BRANGH
‘H RECE1PT CONTROL BRANCH
——Iinshmm; SRANGH (IN-H.SE )
‘Jﬂiﬂ‘.lm LABORATORY SRANTH

= JTRIZ ACC. INTING MASEINSD AT

FAY AND VOUZIR ZRANGE I
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EDUCATIONAL ADVISOR

COMMANDING OFFTCER

Responaible for the ccmoand and it's mission.

EXECUTIVE CFFICER

Responsible for providing profsssional sduca-
tional advice to the Commarding Officer and
primary mission divisions.

Direct representative of the Commanding
gibls for the general and military efficlency of thes
oommrd.

Offioer. Respon-

DEPARTMENT OF TRANSPORTATION
U. S. COAST GUARD

TRAINING CENTER

NEW YORK, N. Y.

CHAFLAINS! SZCTICH

Responsibls for the reiigious activities and
servicing the spiritual needs of the Center's
personnel.

RESIDINT TRAINING DIVISION

Reaponaible for (1) resident advanced training
of enlisted personnel in various specialty
ratings ‘2] resident training of officers in
certair technical spsclalties (3) training
beycnd recruit training for resident reserve
anlieted perasarel.

SCHOOL BRANTHES

A1l school branches listed below shall:
(1) Train personnel in spscialties indi-
cated (2) improve curriculmma, leescn
plans, teaching teohniques, leadership
and training programs.
ADMINISTRATIVE SCHOOL BRANCH
AIDS TO NAVIZATION SCHOOL BRANGH
ELECTRCNICS SCHOOL BRANCH
SINESRING SGHOOL BRANGH
OCEANOGRAPHY SCHCOL BRANGH
ORDNANCE SCHOOL BRANCH

RADICMAN SGHOCL BHANGH

SXAMINATION DIVISION

PUBLIC WORKS DIVISION

ADMINISTRATIVE DIVISION

COMPTHULLER DIVISICH

MIDICAL JTVISICHN

Resprngitls for preparing and administering
examinations as directed by the Comrandant.

Responaible for utilities, C & R work, genaral
maintenance, fire prevention and fire fighting.

Responaible for internsl administration of the
Canter, personrel adminigtration, security,
apacial pervices and physical training. The
Chiaf of tha Division will be Commanding
Cfficer of enlisted peraonnel.

Raspongitle for the logistic functicne that
relate to the administraticn of allotmerts,
mainterance of aceounts, and budget estimates,
disbursements of funds, procurerent of sup-
plies and eguipment,

Resronaitle for providirz medical arsi dental
services,

PREPARATION BRANCH

CONSTRUCTION & REP!IR BRANGH

COMMUNTICATIONS BRANCH

SUFPLY BRANCH

MIDITAL BAANCH

Ragearch and develop matarial for regular
ard reserve examinations.
(1) Research Section

(2) Devalopment Section

PROCESSING BRANGH

Reproduce and administer examingtions as

— regiired.
(B Records Ssotion
(2) Reproduction Seetior
(3) Corraspordence and Supply Section

p— T
Cocrdinate maintsnance ﬁnd repair of
structures, [

ENGINESRING DRANGH

|| Matntain and repair Conber utilities,
except commmications; but including
bollar rocms, powver plants, sewaga plant,

vehicles and swimming ppol plant.

FIRST LIRUTENANT BRANCH
|

sy Supervise ground maintehance, minor
struotural repaire, labor orews, paint-
ing crews, garbage reroval and fire
department,

Fravide cormuricstion sarvii~s, mgin‘ain
security of classifiod ard ragisiered
" ]rail, supes.ice Post Ofrice operatiens,
ma intain custody of registered publica-
tions, contrcl class‘fied publizutions

land Teciwmlesl Putliecation Litrary.

PERICNNEL BiARH

Maintain :ustcdy ard post entries in ser-
vies racorda, prepara personral reports
land cerresyzondenco, direet snd supervise
parscnral precuremsnt, advancermert,
utilization, secourting and dischargo
programs.

SECURITY BRANCH

Maintain phyeical security ard good order
the Canter; reaponsible for adminis-
tration of barracks, armory, and phyaical
training and recreation; prepars and
supervise watch liat.

Procure, stors, lssus geneial supplies
12 oquipment, mafntait neceseery records
in cornectinn therewith, act as Agent
Zushier, Maintain and submit Agant Cagh-
ier's accounts, reports and returns.

Provide Medipal services.

DINTAL 3RANZE

Previde Dental services,

PAY AND VCUCHER BRANCH

Maintain and administsr military payrclls
d act as Authorizai Certifyirg Oflicer
for ali classey of vouchers, pracess
*Noiice of xeaptions", procure, sicre
ard 1ssus clothing ard amall stores,

COMMISSARY 3RANCH

™™ Adrinjster the general nmess, maintain
records of publie property, amd precuwre,
gtore and issue rations supplies.

EXTHANIE BRAXTN

Opsrate Exchange activities, suparvise
concessionaires and administer the erter-

tainment motion picture program.
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DEPARTMENT OF TRANSPORTATION

U. S. COAST GUARD

COMANDIFG OPPICER
arF. YARD

Responsible for command and general direction of activities of the Yard, including construc—
tion, repair, overhaul, alteration and pressrvation of Coset Quard vessale and design and man-
ufaoture of special structures and equipment; exesrcises administrative oontrol over the Yard
and gotivities located therein; pramulgates instrustions with respect to industrial relationa,
equipments and faoilities; establishes and supervises Yard safety program; directs preparaticn
of budget eatimates ard aontrole cbligation of sllocated fumds.

ADMINISTRATIVE DEPARTHMENT

Respansihle for all military and
xmilitary funotions at YARD, inocluding YARD
ssourity; Mre Department; TARD tuge; plana;
Aninigtration of 1rd 1al funde; super=
vigion of Medioal Division} supervision of
0,0.9.; and Commanding Officer of anlisted
personnel,

THDUSTRIAL MANAGER
HEADGUARTERS ARPRRIENTATIVES L

MARAGEMENT ASSISTANT

Represent Headquarters' diviasions concerned in
review of drawings and bills of material,

inspeotion of equipment, review of progress and|
Quality econtrol on vessal construction programs

Reaponsible for timaly, efficient and scontmisal acoomplishmant of all industrial
Sarre ““zlﬂzlgm“”m““ﬁi:: and related activities vithis deeignated logistic ares. -
b iy oy Lo e sl Plans and adninistars all infustrial aotivitiss of YA, inolwling construotion
tinuity of crganisation at the Iudustrisl and gonversion (vhere applicable), overhaul,alteraticns, Topair and and suoh other projects as Headquerters may
Manager level. Flans and directs all metivitiss servioing of vessels, boats, vahicles, mavigational aide, struoturs and equifment, direct.
of Management Planning and Review Staff, - their appwr and purts suth as engines, machinery, aleotrical and §
alsstronio systema; provides overall direction and oovrdination to organisation,
lanni -3 tion and attendant aoctiv’ '.», initiating improvements tharein far
increased effiolency and econamy; direots * .- w and/or preparation of work orders,|
estizates labor and materisl requirements kni costs, supsrvises sstablistment of
priority oontrol system and planning of work flow and reviews and inspscts work in
progress for qulity, and for adherance to or deviation from estimated schadules;
revises plana acoordingly; coordinates aotivities with vesesl availability sche-
dules; kesps apmropriats authorities advised of amd peovides solutions to produc-
tion and engineering difficulties; maintains cognisanne of labor market conditions
and practices, as index for acceptance and allccation of workj provides for mame-
faocture of special equipment and suppliss as required; mey approve requasts for
funds, and supervise their expantitures; insures prepuration and maintenance of
records, reports and asoounting procedurss pertaining to industrial activities;
reviews final reports for rellability and validity. Provides guidance and liai-
son between H ¢ 1 and YARD Froduction Director Steffs.

repr

MANAGEMENT SERVIGES DIVISION

MAMAGEMENT FLANKING & REVIEW STAFF

Responaible to the Industrial Manager for the
organization, adminiatration and supervision
of the Managament Services Diviaiocn amd for
providing central mail and files services,
graphio arts services, telephone and taletype
services and reproduction sarvices. Frovides
forms oontrol servioes. Establishes and main-
tains standard distribution lists.

Provides management staff assistance to the
Industrial Menager in ¢ll matters oonoerning
] mpagment engineering and mobiliszation
planning. Responsible to Industrial Mansger !
for the organisation, sdministration and supet-
vision of the Management and Industrial
Enginesring Staffs, Fisoal Analysis Staff and
Clerical Staff,

CENTRAL FILES & MAYIS BRANGH GCOMMUNICATIONS BRANCH GRAFHIC ARTS BRANCH HEPRODUCTION BRANCH

PISCAL ANALYSIS STAFP

PFrovides Industrial Manager with
necessary reports, analysis and cond
trola for fiscal status of indus-
trial project fumde; prepares, re-
[vises, closes-out project orders on
ial projsots and assists

or Department in repara-
tion of TARD Budgst. Subetitutes
for Maragement Tsoh. in preparation
of workload forecasts and program’
jand project statistics.

MANAGEMENT ENGINEERING STAFF

Frepares YARD work lead sohedules
and manpower reports; develops work
load statistiocs; evaluates complew
ted mrojscts; oonducts mmnagement
and inrdustrial engineering studies
ooncerning plant layout, materials
flow, manpower application and
overall opsrational improvements.

j—

oentral mail and files
ineluding distribution
services for oorrespondence, plans,
bills of material, etc. including
responsibility for arohives and
records disposal.

Provides telsphone svitchboard
service and maintaing operation of
the YARD'S internal taletype
aystea,

Provs

oentral repr ser—
vices inoluding plans, bills of

Provides graphic arts services con-
sisting of industrial photography,
mroduction of metal photo & plastic]
labels, decals, Printed binders for|
technical manmls, speoisl type ting work.
ocertificates and aigns produced by
silk doreen process or other artis-

tio means,

DDUSTRIAL RELATIONS DEPARTMENT

for all Civilian Fersonnel matters

COMPTROLLER DEPARTMENT

of YARD operating buigst; formulation of fis-
eal policies and programs; accounting, finan-
cial reporting and dishureing; all YARD pro-
ocursmant funotions; luventory or stock, die-
Fosal of exoeas materialj receiving, lssuing
ard shipping, ets. normally falling under
duties of a Oomptroller.

Respansible for prepuration amd administration

I
INDUSTRIAL D*PAR!HEM'

PUBLIC WORKS DEPARTMERT

required), inspeoting
a8 necessary to snpurs set.

acecmplished by the YARD.

R 1ble for planning estimating, sohadu-
ling, coordinating, perf + testing (vhere

controlling progress
ifactory, economical

and timely completion of all industrial work

Responsible for the somstruoticn, maintenance
and upkesp of btuildings and grounds; utilities;
roads; reilroad equipment anmd tru )

weight 11fting and handling equipment; wobile
eoquipment; plers; bulkheads; shipbuilding
ways; ote., normally felling under Civil
Enginsering.

1

r SHOF3

il

ENGINEERING DEPARTMENT

Respongihle for design suginesring and plan
devalofment work for all industrial

amd projeots inoluding preparation of billa of
materials and techmical specifications for
special equipment; condusting assigned inspeo-
tions of ship amd shop work; canduocting assign—
od tects; maintaining quality comtrol amd per-
forming velue engineering stuties.
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COMMANDING QFFICER

MILITARY PERSONNEL BRANCH

tion releases.

Administers the military personnel program of
the Canter; supervises the Center General Of-
fice; maintains custody of the public property
within the Military Personnel Branch; normally
operates the barracks and maintains custody of
the public property in the Barracks; schedules
drills and excercises; administers the Coast
Guard Welfare Fund; maintains records of hous-
ing available. i

Commands the Center in accordance with the policies and ‘
directives of the Commandant, establishes local policy and |
administers the Center to assure that the presoribed mis-
sion and other projests assigned by proper authority are
efficiently, effectively and economically accomplished;
exarsises direct administrative control over the issue of
security clearances. Directly controls all public informa-

DEPARTMENT OF TRANSPORTATION
U. S. COAST GUARD
ATRCRAFT REPAIR & SUPPLY CENTER

ELIZABETH CITY, N. C.

EXECUTIVE OFFICER

. SAFETY OFFICER

stated in OPFAC, in the most eff}
ner in aceordance with the polici

INDUSTRIAL RELATIONS BRANCH

Mministers the civilian personnel program of

advige on matters relating to civilian person-
nel administration to the Commanding Officer,

cords of all civilian personnel and prepares
all civilian personnel reports. Represents the
Command in all matters involving employee-man-
agement relations,

ARASC, ECAB, ard CGAS Elizabeth City. Furnishes

staff officers and employees. Maintains the re=-

keys of the Center lock system.

Manages the Conter in order to cArTy out the mission, as
lcient and sconomical man-
les and' directives of the
Conmanding Officer and higher authority. Supervise and co-
ordinate the aefforts of all division heads and those branch|
heads and speclal assistants who report directly to him.
Regulates liberty and leave of military persomnel, other
than those of the training detaclment, to insure that an
adequate force 1s available for duty at all times. Main-
tains a continuing program for the safety, health, morale,
training and comfort of all personnel attached to the
Center., Controls the issue of all master and sub-mastar

Responsible for administering the Center Safety
Program, Goordinate the Program with the Divd~
sion Heads. Makes plans for and trains indivi- |
duals in safety practices and safety consecious-|
ness. Reports and investigates all accidents in
accordance with existing directives. Insures
receipt and distribution of flight safety pub-
lications. Maintains a constant review of mias-
sions, policies and practices as affect flight
safety. Aots as advisor to the Aircraft Acci-
dent Analysis Board.

PRODUCTION DIVISION

PRODUCTION CONTROL AND ENGINEERING DIVISION

Performs the overhaul, repair, modification,
reconditioning, prototyping, manufacturing and
preserving of aircraft, aireraft conponents and
assoclated equipment, inecluding electrical and
electronic equipment, and installations, in ac~
cordance with instructions, standards, work
orders and specifications issued by proper au-
thority, insure the maximum utilization and
economy of tools, equipment and manpower, and

intains necessary working files of aeronauti-
cal publications and related materisl. Adminis-
ters the air erewman training program and main-
tains the necessary records.

Performs production planning and control, indus-
trial performance review, quality control and
Aero Engineering functions for Froduection Divi-
sion. Prepares local Engineering Instructions
and work orders, including manhour and cost es- |.
timmtes. Establishes depth of overhaul require-
mants, work measurements standards, alrcraft
overhaul, modification and Class 265 overhaul
schedules, Maintaing follow up and performance
Ireview on scheduled work and material availabi-
lity, prepares work progress reports for AR&SC
and CG Headquarters use. Prepares overhaul
operations analysis charts on aircraft overhaul.|
Prepares proposed Engineering Changes and Bulle
tins and coordinates prototype installations.
Operates Photo lab facilities and provide en-
gineering drafting services. Maintains AR&SC
drawings, blueprints and microfilm, Maintains
quality control in Produetion on aireraft com-
ponents, Coordinates with Comptroller in pre-
paration of budget estimates. Assumes ell
Flight Safety functions if the Safety Officer
is not an aviator. Supervises flight operations.

Administers the aviator training program.

COMPTROLLER DIVISION

TRAINING DETACHMENT

Accomplishes the AR&SC Supply Program which in=-

ocludes management of the Ceast Guard inventory
accounts for the aviation program and the over-
haul and repelr activity at the wnit, Reviews
the accuracy of the supply operations through a
physical inventory program. Operates and man-
ages the General Mess, Performs the fiscal
operation which incluies maintenance of fund,
inventory and coat records prescribed by the
Commandant or required by management in evalua=-
ting the efficlency of the unit. Maintains em-
ployee pay records and prepares payrolls, Par-
forms certifying functions, Frovides the supply
technical and research functions required for
operation of the Supply and Froduction programs
and support for the overall GCoast Guard avia-
tion program. Coordinates and prepares unit
budget for sutmittal to Headquarters. Operates
data processing section to support ECAB and
AR&SC divisions, unit and Headquarters require-
ments and to provide summarization for analysis
of the various activities.

Develops, coordinates and administers the
technical and military training of students in
the AD School, the AT(A) School, and such other
programs as may from time to time be assigned.
Maintains the highest practicable standards of
instruction and student performance. Develops
and fabricates neceasary training aids. Main-
tains assigned equimment. Maintains AR&SC
Military Education Training Program records.
Regulates liberty and leave of assigned
personnel.
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COMMANDING OFFICER

SAPETY COUNCIL

1. Be responsible for the administra-
tion and general direction of the per-
formance of all Electronice Engineer-
ing Center functions.

1. Advise and assist the commanding
officer to ensure that a comprehen-
sive safety program is effective.

EXECUTIVE OFFICER

DEPARTMENT OF TRANSPORTATION

U. S. COAST GUARD

ELECTRONICS ENGINEERING STATION

WILDWOOD, NEW JERSEY

TECHNICAL ADVISORY COMMITTEE

1. As the direct representative of
the Commanding Officer, coordinate
and supervise the performance and
administration of the station as a
whole in conformance with the poli-
cies and orders of that officer,

2. Perform the functions of personnel
officer,

1. Provide guidance to project man-
agera/engineers.

2. Periodically review progress on
projects and review and edit all pro-
ject reports.

3. Prepare a monthly electronics pro-
gress report,

ADMINISTRATION DIVISION

1. Coordinate
administration
2. Coordinate
nical clerical
3. Coordinate

and provide personnel
services.

and provide non-tech-
services.

and provwide supply
and fiscal accounting servicea.

|

|

PROJECT ENGINEERING DIVISION

1., Coordinate and prosecute all
electronics engineering projects.

2. Study the requirements of assigned
projects and assign project managers
and engineers.

3, Provide an engineering library
and provide for the maintenance of
necessary project records.

4, Coordinate and provide the var-
ious services neceesary forf prepara-
tion of project reports.

5. Coordinate and provide instru-
mentation and test equipment ser-
vices.

KAINTENANCE DIVISION

1. Maintain the station grounds,
roads, parking lots, buildings, and
vehicles,

2. Maintain the electrical power,
fire fighting, water, and sewage
systems.

3. Provide services to various
branches as necessary for the prose-
cution of project work.

l

PERSONNEL ADMINISTRATION BRANCH

SUPPLY BRANCH

LORAN-A BRANCH J

LORAN-C BRANCH

LABORATORY BRANCH

TECHNICAL SERVICES BRANCH

INSTRUMENT BRANCH

1, Prepare reports and maintain
records as necessary for adminie-
tration of civilian and military
personnel.

2. Perform non-technical cleri-
¢sl services.

3. Maintain the general files.

1. Prepare and/or process docu-
ments relating to procurement,
supply, property accounting, and
shipments.

2. Prepare and maintsin required
fiscal accounting records and
reports.

3. Maintain the logistics files.

1. Provide space, equipment, and |
technical personnel to assist pro- .
ject managers/engineers in the
prosecution of electronics projects
involving Loran-A equipment. |
2. Under the general direction of
the Chief, Project Enginsering
Division, coordinate the prosecu-
tion of such projects.

3, Maintain and repair electronics
equipment and antenna systems under
cognizance of the branch.

1. Provide space, equipment, and
technical personnel to asaist pro-
ject managers/engineers in the pro-
secution of electronics projects
involving Loran-C equipment.

2. Under the general direction of
the Chief, Project Engineering
Division, coordinate the prosecu-
tion of such projects.

3. Provide Loran-C receiver repair
services.

4. Maintain and repair electronics
equipment and antenna systems under
cognizance of the branch.

1. Provide space, equipment, and
technical personnel to assist pro-
ject managers/engineers in the pro-
secution of electronics projects
involving microwave equipment,
radiobeacon equipment, antenna
model test range, genersl instru-
ments, and miscellaneous equip-
menta.

2. Under the general direction of
the Chief, Project Engineering
Division, coordinate the prosecu-
tion of such projects.

3. Perform station machine shop
work,

4. Maintain and repair electronics
equipment, antenna systems, and
machine shop equipment under cogni-
zance of the branch.

1. Perform technical typing,
drafting, photographic, reproduc-
tion, assembling, and binding
services for electronics projects
and other station activities.

2., Maintain the techmnical files
and engineering library.

1. Devise, instrument, and oper-
ate test and measurement systems.
2. Repair, service, maintain,
and calibrate test equipment and
instruments.

3. Maintain the telephone and
internal communications systems.

RECEIVER OVERHAUL PACILITY

1, Repair, service, and calibrate
Loran~C receivers and associated
equipment.
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DEPARTMENT OF TRANSPORTATION

U. S. COAST GUARD

CRTANDIG CFFICER WASHINGTON RADIO STATION

Exarcises responsibility for the general cperstion of the ashington
Fadic Station.

POLICY PLANNING GROUP

©O0. X0, LAB DIRECTOR, GUARD COFFICER I

EXFCUTIVE COFFICER

Exercises genarnl supervision, under the Commanding Officer, of the
interral administration of the Station, Coofiinats and superviee
the activities of the severa)l Divisione.

PUBLIC WORKS DIVISION

ADMINIS™RATIVE DIVISION

BLEGTRONICS LABORATORY DIVISION

COMMUNICATIONS DIVISION

CEREMONIAL CIVISION

Provides communications for the Atlantio Ocean Station Ves-

Carries out Coast Guard oceremonial funeticns

Provides general maintenance services

for the coummand

Provides general sdminiatrative servioces for Electrunics,
Cormunioations, Public Works, and (Ceremonial) components.

Davelops ari fabricates pretotype modela of elsctronio
equipments, fabrioates equipment for cperstional require-
ment; evaluates prctotypes to determine suitability for
Comst Guurd requiramants; develcps ard svaluates fleld
changes to Cosat Guard equipment) conducts laboratory tests|
to sarve as s tasis for Coast Gumrd preourements; provides
laboratory fac!litiss for Headquarters engineero use; pro-
etance to redic stations as required;
ions of long distance comwrunications
systems; repeire specific eleotronic sub-gystams; overhauis|
ond repairs elesctronic equipment as required) furnishes
aclantifio personnel for field studies; provides Cosst
Guard membership op prcfeselional organisetions.

sel, AMVSR, oceanographic and special mrograms of the Coast|
Guard; provides seronautical communications to Coast Guard
aireraft; conducts frequency monitoring and enforces radio
eircult discipline under the direction of ths Commandant.

SECTRITY & GROUNDS BRANCH

Provides general grounde and
building mainterance for the com-~
mard. Provides security force.

PLANT MAINTERANCE BRANCH

Provides eleatrical, carpentry and
gensral ssrvices for the command.
Maintaina vehicles, genarstors,
and genaral powver equifment.

SUPPLY BRANCH

Mainteins military pay records for
a1l military persohnel. Maintains
and controls station supply stocks
Handles incoming and outgoing
shipments, Maintains property re-
ocrds. Operetas general mess for
the cowmand,

PERSONNEL BRANCH

Muintains personnel records for
81l personnel. Handles correapon-
dence for the coemand. Frovidas
telephone ewitohboard service.
Frovides emergency and dispeneary
service.

PROJECTS BRANCH

Carries out project work as
directsd by HQ project officers
and se sseigned by Chief, Klec-
tronice Engineering Division,

REPAIR BRANGH

Frovides remir and calitration
service for highly technioal sub-
systems euch a9 Loran Opo,

HACHINE SHOP BRANGH

Frovides Machine Shop services for
laboratory and Station generally
as required.

MATERTEL BRANCH

Frovidas maintenance snd repair
eervice for all WRS communication
snd IC systems. Muinteins NBC
Warfars Defense equipment.

OPRRATIONS BRANCH

Operstes radio and landline oir-
cuits in the following programat
Atlantio 0SV S/S Monitoring
AMVER Point-to~point
Adr-Ground Special

[ -
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CG WELFARE REPRESENTATIVE

PUBLIC INFORMATION OFFICER

Responaible directly to Commanding Officer for administra-
tlon of Welfure Pund,

Asaist Commanding Officer in conducting the Public Infor-
mation Program of the Reserve Training Center.

MESS COMMITTEE

EXCHANCE OFFICER

Responsible directly to Commanding Officer for supervision
and administration of the Commissioned and Warrant Officer
Mess, Closed and related activities.

R bla directly to C ing Officer for supervision
and administration of the Reserve Tralning Center Exchange
and related aotivities.

Administer Morale Fund.

COMMANDING OFF ICER

Responsible for operation and administrslmn of the Reserve Training
Center.

Is the District Director of the Coast Cyard Welfare, Yorktown
District,

EXECUTIVE OFFICER
—_—

—

PERSONNEL ASSISTANT

VOTING OFFICER

Superviss and administer all military and civilian per-
ecnnel policies,

Administsr the voting program in accordancs with policles
established by the Commandant,

CHIEF MASTER AT ARMS

Asslst Executive Officer as direoted,

Coordinates and supervises the implamenution of the policies and
plans of the Commanding Officer.

Approves the plans and procedures of tha\ divisions and other staff
functions.

Assists the Commanding Officer in the adhinistration of the Reserve
Tralning Center,

le Chairman of Officer Candidate Review bonrd and Housing Board.

DEPARTMENT OF TRANSPORTATION
U. S. COAST GUARD

RESERVE TRAINING CENTER

REVIEW BOARDS
YORKTOWN
Recommend aotion on students attending various schools
with respect to deficiencles in academics, conduct and
adaptability.
HOUSING BOARD SAFETY BOARD

Recommend policles and program for Fublic and Rental
Housing.

Administer oenter Safety Program.

]

EDUCATION OFFICER

MORALE AND RECREATION ASSISTANT

Administer and gupervise the Educatlion Program for all
military persomnel.

Carry out established morale, recreation and physical
Educatlion Programs.

LEGAL ASSISTANCE OFFICER

Provide legal assistance to mllitary personnel.

OPERATIONS DIVISION

COMPTROLLER DTVISION

i
PUBLIC WORKS DIVISION

TRAININC DIVISION

MEDICAL DIVISION

Responsible for administration and supervislon of vessels
and boats sssixned, physical security of Reserve Training
Center, S . .ritles and Comminications and Gunnery
Programa

Subhead airinistrator for allolted funds.

Supervises, directs and has responsibility for all logis-
tic functions relating to fiscal, eupply, accounting
matters and messes.

Prepares budget estimates.

Performs dutiee of Property Officer

Plang and adminjsters the program for design, construction,|
maintenance and repair of all buildings, grounds, vehicles,
structures and utility systems,

Subhead edministrator for allotted funds.

Administers Public and Rental Housing Progrem.

Plans, organizes administers the operatlon of, and oon-
trols all treining activities to most effectively fulfill
the missions of the seversl achools and coursas.

Subhsad administrator for allotted funds.

Flane and administers all matters pertalning to the health
of the assigned personnel and their dependents.

Initiates and maintaine current, all medical records,
examinations, inventories, reports, boards and corres-
pondence.

Colleots, prepares and disseminates informetion concerning
medical regulations.

FLOATING ONITS BRANCH

Responsible for maintenance of amall boats
attached.

Coordinates requests and establishes schedules
for use of vessels attached.

Direots acts vities of tralning vessels
assigned.

Carries ocut SAR activitles in socordance with
established polioies.

COMMUNICATIONS BRANCH

Punctions as Center Commnications Officer and
Claesified Material Control Officer.

Supervises internal and external communica-
tlons including telephones and teletype systemd

GUNNERY BRANCH

Punctions &s Canter Gunnery Officer.

Responaible for amall arms tralning program
and maintenance of ordnance material assigned
inoluding equipment and magazines,

SECURITY BRANCH

Responsible for physical security of Cemter
including fire protection.

Supervises and directs activities of gate
guard and security patrol.

Exerolses general supervision of Civilian
Fire Department.

PAY-AUDIT-CLOTHING BRANCH

Supervises and direots functions of Pay-Audit
and Clothing Sub~sections,

Parforms the duties of Authorized Certifying
QOfficer and Clothing Officer.

SUPPLY BRANCH

Supervises and directs functions assigned to
Supply.

Performs duties of Supply Officer, Contracting
Officer, Sales Officer and Transportation
Officer,

Prepares contracts, purchase orders, requisi-
tions, bills of lading, transportation re-
quests, requests for movement of HHE and
contract change orders.

Maintains required records and prepares rs-
quired reports.

Maintains stationery and blank form looker.

Receives and imsuse gensral store and equip-
mnent.

Conducts sales,

DISBURSING AND COMMISSARY BRANCH

Supervises and direots functions assigned to
Disbursing end Commissary Sub-sections.

Performs duties of Disbursing Officer and
Commissary Officer,

TRAINING AIDS AND PUBLICATIONS BRANCH

Responsible for ordering, recciving and ship-
ping of publications and training sids for
Reserve Training Program as directed by
Commandant (RT-2)

'
DESICN AND ENGINEERING BRANCH

Designs, constructs and alfers bulldings,
structures, roads, groundgand utilities,

Provides techuniocal control of asgigned oom-
mercial contraot work,

Designs and prepares estimptes for advance
projeots and vements.

Maintaine real property repords.

UTILITIES AND SHPPS BRANCH

Operates and maintains Mschine, Electric,
Electronios Shope and Garage. Servicea and re-
paire installed mechanical} electrical and
electronics equipment utiljty eystems and
vehiclee on center.

Operates and maintains heating, water and
sewage plants and service pystems.

Performs dutles as Vahiclew'h-mapnrution
Officer.

STRUCTURES, ROADS AND GROUNDS BRANCH

Operates and maintains Carpenter Shop, Roads
and Grounds Shop. Maintaing and repairs struo-
tures, grounds, roads and walk areas.

Provides janitorial urviep- and roads/grounds
labor force. !

HOUSING AND CLERICAL BRANCH

Prepares and maintains necessary records re-
quired for administration Pr Rental and
Public Housing.

Provides offics services apnd office adminis-
tration of Diviesion records and papervork
managemsnt.

— RESERVE TRAINING BRANCH

Conducts training programs for offloers and
enlisted personnel of the Coast Guard Reserve
asaigned for active duty training.

Establishes, conducts and supervises such
resident achools as the Commsndant (R) may
direct to carry out the sbove.

FFICER CANDIDATE/CENERAL SERVICE SCHOOLS BRANCH]

Trains offiocer candidstes in the basio element.
necessary to serve as commissioned offlcere. T

Trains direot commissioned officers, warrant
officers and asaigned allied officers in sub~
Jjects established by the approved curriculum.

MERCHANT MARINE SAFETY SCHOOL BRANCH

Trains officers in the basic elements nacesury
for assignment to duty in Marchant
Safety Functlons.

Maintains and updates CCIL5 eerles.

— CLERICAL AND REGORDS BRANCH

Prepures and lssues all schedules, divialon
direstives series and oorrespondencs,

Maintaing divislon filss, student records and
roetens.

MEDICAL BRANCH

Performs medical examinations.

Provides outpatient care for assigned persone
nel and their dependents.

Maintains a three bed sick ward for indicated
inpatient care,.

Carries out preventative medical program.

Conducts required inspections and carries out
sanitation program,

DENTAL BRANCH

Provides treatment for oral diseasss and in-
Juries to all assigned personnel.

Carries our preventative dental prograa,

Maintains all dental records.
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COMMANDING OFFICER

ADMINISTRATIVE STAFF

Responsible for the Personnel and
general administration of the
Institute.

Responsible for Command @nd for administering and direct-
ing activities of the Caast Guard Institute.

|

CORRESPONDENCE COURSE DEVELOPMENT DIVISION

RESEARCH AND SPECIAL FROJECTS STAFF

COMPOSTTION STAFF

Provide staff assistance in the
procedures and methods of writing,
revising and analyzing course
material,

Supervise and coordinate the lay-
out and construction of Course
Manuals, Course Books, Pamphlets,
Instructions, Examinztions, Charts,
Forms, letter forms and miscella-
neous items,

Supervise and schedule the research, development, review,
and production of correspondence courses prepared by the
branches.

CLERICAL BRANCH

Develop course objectives and outlines; select
F text materials and course layout; and prepare
courses for the clerical ratings.

DECK BRANCR

Develop course objectives and outlines; select
text materials and course layout; and prepare
courses for the deck ratings.

ELECTRONICS BRANCH

Develop individual course objectives and
outlines; select text materials and course

r layout; and prepare courses for the elec-
tronics ratings.

ENGINEERING BRANCH

Develop individual course objectives and
outlines; select text materisls and course
A layout; and prepare courses for the engineer-
ing ratings.

I

DEPARTMENT OF TRANSPORTATION
U.S. COAST GUARD INSTITUTE

OKIAHOMA CITY, OKIAHOMA

COURSE FROCESSING DIVISION

Supervise and schedule processing in support of the
Institute's basic mission in the following sections:
correspondence, book issue room, enrollment and records.

MATL AND CORRESPONDENCE BRANCH

Supervise and administer handling of
correspondence relative to the functions
[™]  and sdministration of correspondence courses.

ENROLIMENT BRANCH

Receive, check for correctness, and process
enrollment applications, reenrollments,
transfer of texts, and graduations.

RECORDS BRANCH

Maintain active student records.

- Mail, receive and grade all lessons and
end-of-course tests.

BOOKROOM BRANCH

Process all correspondence courses for mail-
ing. Recelve and process Teturned courses.

CEART X




	Organization Manual-Title Page
	Letter of Promulgation
	Summary of Changes
	Table of Contents
	Preface: Characteristics of Organization
	Glossary
	PART I: Summary of Coast Guard Organization
	PART II: Headquarters Organization
	PART III: Area Office Organization
	PART IV: District Office Organization
	PART V: District Units
	PART VI: Special Organization
	PART VII: Headquarters Units Organization



