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INTRODUCTION

For newly e lected of f icers and appointed s taf f  Of f icers at
d iv is ion level ,  the assumpt ion of  dut ies and responsib i l i t ies of
off ice can often be confusing and frustrating. Although serving
as t tvo lunteersrr ,  they are expected to  fo l low pol ic ies establ ished
by the Commandant of the U.S. Coast Guard and the Coast Guard
Auxi l iary  Nat ional  Board.

The purpose of this publication is to provide guidance to
d iv is ion of f icers and make the i r  t rans i t ion to  of f ice easier  and
less confus ing.  Of f icers should use th is  gu ide for  answer ing the
administrative and leadership questions related to management at
the d iv is ion level  o f  Auxi l iary  organizat ion.  I t  is  hoped that
the contents wil l  assist in answering the rrWhat do I do ?'r and
f f  How do I  do i t  ? t t  quest ions which of ten ar ise.

Newly e lected d iv is ion of f icers wi I I  normal ly  develop the i r  own
Ieadership style and irnage. Holdever, they should keep in nind
that volunteers respond better when rraskedrr rather than when
rr to ldr r  to  per form a task.  They rnay a lso f ind i t  necessary to
adjust their leadership style to accommodate the differences of
members they work wi th  on a dai ty  bas is  and the f lo t i l las
ass igned to the d iv is ion.  The needs and problems of  people and
uni t i  w i I I  o f ten vary due to  the in f luence of  geographic
locat ion,  env i ronmenta l  and economic factors,  and the extent  o f
prev ious exper ience and t ra in ing.

I t  is  hoped that  the contents  wi l l  ass is t  d iv is ion capta ins in
making wise and t i rne ly  dec is ions.  I t  should help a l l  e lected and
appointed of f icers at  the d iv is ion level  in  p lanni tg ,  organiz ing,
d i rect ing and superv is ing an ef fect ive program of  act iv i t ies.
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Chapter 1. DIVISION ORGANIZATION

A. INTRODUCTION.

1.  The d iv is ion is  a  char tered uni t  that  compr ises one of
the most essential adninistrative and supervisory elements of
the Auxi l iary  organizat ion.  The d iv is ion prov ides
adminis t rat ive and t ra in ing suppor t  to  f ive or  more f lo t i I las
and promotes nat ional  and d is t r ic t  po l icy .  The d iv is ion
board performs these duties through coordination to promote
Auxi l iary  pol icy  wi th in  the d iv is ion.

2.  As ind icated in  the sample d iv is ion organizat ion,  F igure
1 below,  the Div is ion Capta in (DCP) leads and manages the
div is ion organizat ion in  the per formance of  i ts
adnin is t ra t ive,  superv isory and funct ional  re la t ionships wi th
ass igned fLot i l las.  The Div is ion Vice Capta in (VcP) acts  as
chief  o f  s taf f ,  coord inat ing s taf f  act ions,  rev iewing s taf f
reports and advising on matters pertaining to staff
funct ions.

D IV IS ION

I Specia l  I
I comnittees I

I  DrvrsroN I
I BOARD

Figure 1.  Sample Div is ion Organizat ion

3. To ensure maximum effectiveness in the implementation and
accompl ishment  of  Auxi l iary  progi rams,  f lo t i l las  wi th in  the
same general geographic area are normally grouped under
division control. Geographic areas and boundaries of
d iv is ions are establ ished by the d is t r ic t  d i rector  for
admin is t rat ive purposes and usual ly  def ined in  the d iv is ion
charter. Areas and boundaries should not be considered
inf lex ib le .  Auxi l iary  uni ts  wi th in  c lose prox in i ty  o f  each
other ,  regard less of  d iv is ion af f i l ia t ion,  should coord inate
and cooperate in planning locations for courtesy marine
examj-nat ion s tat ions,  establ ish ing publ ic  educat ion courses,
performing patrols and in recruit ing new members.

DIVISION
STAFF
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A . 3 .  (Con t ' d )  Th i s  coopera t i ve  re la t i onsh ip  be tween  d i v i s ions
and f lo t i l ras is  par t icurarry  des i rab le in  geographic  areas
where there is  a  h igh densi ty  of  popurat ion,  and an extensive
amount  of  recreat ional  boat ing act iv i ty .

4 .  rn  some la rge  aux i r i a ry  d i s t r i c t ,  d i v i s i ons  a re  ass igned
to an area that  corresponds to  a speci f ic  locale or
geograph ic  a rea .  rn  o the r  aux i t i a ry  d i s t r i c t s ,  d i v i s i ons  a re
ass igned to geographic  areas that  genera l ry  conform to the
a reas  o f  respons ib i r i t y  (AoR 's )  o f  coas t  Guard  Groups .  Th i s
prov ides for  the coord inat ion and contro l  o f  Auxi l iary
act iv i t ies.  Under  such c i rcumstances,  a  Dis t r ic t  Rear
commodore (Rco) for a geographic area may be estabrished by
the  d i s t r i c t .

THE DIVISION BOARD.

1.  The d iv is ion board is  compr ised of  the d iv is ion capta in,
the d iv is ion v ice capta in,  the immediate past  d iv is ion
cap ta in  ( IPDCP)  and  the  f l o t i l l a  commander  (FC)  o f  each
f l o t i 1 la  w i th in  the  d i v i s i on .  The  d i v i s ion  boa rd  es tab l i shes
local  adnin is t ra t ive pol ic ies,  procedures,  and methods for
the management  of  d iv is ion programs and act iv i t ies.  These
must  not  conf l ic t  wi th  por ic ies and d i rect ives issued by the
Commandant ,  nat ional  or  d is t r ic t  author i ty .  Each member of
the d iv is ion board has one vote on a l l  mat ters  presented to
the board for  act ion.  The Dis t r ic t  Commodore (DCO) is  an ex-
of f ic io  vot ing member of  ar l  d iv is ion boards in  the d is t r ic t
when in  at tendance at  a  meet ing.  The DCO may delegate th is
vot ing pr iv i lege as descr ibed in  the Auxi l iary  Manual .

2 .  Members of  the d iv is ion board const i tu te more than just  a
group wi th  admin is t rat ive responsib i l i t ies.  They are a lso
the e lected representat ives of  f lo t i l la  members.  As such,
they ref lect  the needs and opin ions of  the i r  members when
vot ing on pol ic ies and procedures wi th in  guidel ines
estabr ished by the Auxi r iary  Manuar .  wi th in  these processes,
the d iv is ion capta in is  on ly  a vot ing member of  the board.
Ul t imate author i ty  o f  the d iv is ion capta in rests  upon the
abi l i ty  o f  the DCP to earn the respect  o f  d iv is ion board
members through the appl icat ion of  e f fect ive human rerat ions,
accepted leadership pr inc ip les,  and exemplary personal
per formance.

3.  Meet ings of  the d iv is ion board are held per iod ica l ly ,
preferably  on a month ly  bas is ,  in  accordance wi th  d iv is ion
standing ru les.  Specia l  rneet ings may be ca l led by the DCp.
When deemed necessary, the DCO and/or the director of
aux i l iary  (DTRAUX) may cal l  a  specia l  meet ing of  the d iv is ion
board. An agenda for each meeting of the division board is
prepared and d is t r ibuted by the d iv is ion capta in.

B .
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B. 3.  (Cont 'd)  The d iv is ion capta in or  v ice capta in must  be
present in order for business of the division board to be
conducted.  In  instances where th is  in  impract ica l ,  the
routine business of the division board may be transacted by
mai l .  Regular  annual  e lect ions may not  be held by mai l  or
te lephone .

4.  S ince the d iv is ion organizat ion ex is ts  pr inar i ly  to
prov ide FIot i I Ias wi th  adrn in is t ra t ive and t ra in ing suppor t ,
the division board through effective coordination and
communication seeks to:

a. Promote Auxil iary policy and programs within the
d iv i s ion  and  i t s  f l o t i I l as .

b.  Ass is t  the Di rector  o f  Auxi l iary  in  admin is ter ing and
fostering growth in Auxil iary membership.

c .  organize and promote d iv is ion act iv i t ies.

d.  Conduct  the e lect ion of  d iv is ion of f icers.

DIVISION ELECTED OFFICERS.

l - .  The Div is ion has two e lected of f icers,  the d iv is ion
cap ta in  (DcP)  and  the  d i v i s i on  v i ce  cap ta in  (VCP) .  The
div is ion capta in is  e lected to  of f ice by members of  the
div is ion board for  a  regular  term of  one year ,  and may be
reelected to Serve for four terms, provided no more than two
are consecut ive.  Transfer  to  another  d iv is ion in i t ia tes a
new ser ies of  terms.  The d iv is ion v ice capta in is  e lected to
off ice by members of the division board for a regular term of
one year, with no l initat ion on the number of terrns
author ized.  Both the d iv is ion capta in and the d iv is ion v ice
captain serve as voting members of the division board-

2.  The d iv is ion capta in is  e lected by the board,  whose
membership inc ludes the f lo t i l la  commanders.  The d iv is ion
capta in,  therefore,  is  responsib le for  implement ing pol ic ies
and actions adopted by a majority of the board. Any
influence which the division captain has on the board must be
achieved through effective leadership and respect. The
division captain must create a posit ive leadership irnage and
use personal prestige to inf luence board members to work
together  as a r r teamrr .

3. The division captain nay appoint committees composed of
board members to accornplish a specif ic intended purpose. In
such cases board members temporari ly perform staff functions
and then revert to l ine members when the task is completed
and the f inal recommendation is subnitted by the division
captain to the board for action.

c .
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4.  Ef ig ib i l i ty  requi rements are the same for  both the
div is ion capta in and d iv is ion v ice capta in.  Both must  be
present or past regularly elected members of the division
board, active for the twelve months preceding the division
election and current in requirements or designation as Vessel
Examiner, Instructor, or in operations. Any member
t ransferr ing f rom another  d iv is ion of  any d is t r ic t  is  a lso
eligible as a candidate provided these requirements have been
fu l f i l led in  the prev ious uni t .

5 .  The annual  e lect ion of  d iv is ion of f icers must  take p lace
on or  before 20 November,  but  fo l lowing the e lect ion of
d is t r ic t  o f f icers.  The d iv is ion e lect ion date must  be
approved by the distr ict cornmodore and the distr ict director
for planning purposes. Procedures for conducting the annual
d iv is ion e lect ion should be set  for th  in  the d iv is ion
standing ru les and meet  the prescr ibed pol ic ies for  e lect ions
set  for th  in  the AUXILIARY MANUAL, COMDTINST M16790.1
(Ser ies) ,  hereaf ter  re ferred to  here in as the ' r  Auxi l iary
Manua l r r .

D.  DUTIES OF THE DIVISION CAPTAIN.

1 .  Du t i es  and  respons ib i l i t i es  o f  t he  D iv i s ion  Cap ta in ,
consis tent  wi th  prov is ions of  the Auxi l iary  Manual ,  are as
fo l l ows :

a.  Exerc ise admin is t rat ive and superv isory
responsib i l i ty  over  programs and act iv i t ies of  the
d iv i s ion  and  i t s  un i t s .

b.  Select  and appoint  nembers of  the Dis t r ic t  Staf f .

c .  Implement  nat ional ,  d is t r ic t ,  d iv is ion and Coast
Guard pol ic ies and programs wi th in  the d iv is ion and i ts
un i t s .

d. Assume the custody of and the accountabil i ty for
property issued to the division from Coast Guard
resources, and for property purchased with distr ict and
div i -s ion funds.

e.  Review appropr ia te Auxi l iary  Miss ion In format ion
System (AUXMIS) data reports, and data from staff reports
on a per iod ic  bas is  to  t rack the s tatus of  d iv is ion and
f lo t i l la  progress in  the achievement  of  d is t r ic t  ass igned
miss ion  ob jec t i ves .

f .  Prepare per iod ic  repor ts  re la ted to  d iv is ion progress
in program and activit ies for the information and use of
the distr ict commodore and the distr ict director of
aux i l i a r y .
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D. t .  g .  Mainta in records and f i les as requi red for  e f fect ive
div is ion adrn in is t ra t ion.

h. Appoi-nt standing committees and other committees as
may be requi red.

i .  Arrange for  an annual  audi t  o f  d iv is ion f inancia l
records and funds and for the preparation of annual
requi red f inancia l  repor ts .

j .  Mainta in c lose l ia ison wi th  the e lected of f icers of
the f l -o t i l las  and schedule per iod ic  v is i ts  to  these uni ts
to determine their needs and assist in resolving their
problems.  As a cour tesy,  un i t  v is i ts  should be
prev ious ly  coord inated wi th  f lo t i l la  commanders.

k .  Establ ish l ia ison wi th  nearby Coast  Guard uni ts  and
pay courtesy visits to Coast Guard unit commanders or
o f f i ce rs  i n  cha rge .

I .  At tend and pres ide over  meet ings of  the d iv is ion
board and not i fy  the d iv is ion v ice capta in when
at tendance is  not  poss ib le .

m.  Mainta in c lose l ia ison wi th  the e lected of f icers at
the Auxi l iary  d is t r ic t  level  and at tend a l l  rneet ings of
the distr ict board. Advise the distr ict commodore when
i t  is  not  poss ib le  to  at tend.

n.  Prepare an ar t ic le  for  each issue of  the d iv is ion
publication to give gui-dance and information of general
nature and interest to al l  members of the division.

o.  Encourage fe l lowship act iv i t ies wi th in  the d iv is ion
that wiII  enhance teamwork, fr iendship and cooperation
between f lot i l las and performance on the part of members.

p.  Upon expi rat ion of  term of  o f f ice,  o t  when so
directed by proper authority, conduct a physical
inventory of division property and records, conduct an
audi t  o f  d iv is ion funds and t ransfer  a I I  proper ty ,  funds
and records to your successor. I t  is desirable to have
your successor part icipate in these actions when that
pe rson  i s  ava i l ab le .

E.  DUTIES OF THE DIVISION VICE CAPTAIN.

l - .  Dut ies and responsib i l i t ies of  the d iv is ion v ice capta in,
consis tent  wi th  prov is ions of  the Auxi l iary  Manual ,  are as
fo l l ows :

L - 5



E.  l .  a .  Exe rc i se  immed ia te  superv i s ion  ove r  t he  d i v i s i on
staf f  and the i r  act iv i t ies.  Ensure that  recognized
programs are carr ied out  in  accordance wi th  ex is t ing
pol ic ies and wi th  an acceptable s tandard of  qual i ty .

b .  Receive repor ts  f rom staf f  o f f icers.  Review and
in i t ia te act ion as requi red,  keeping the d iv is ion capta in
in formed of  measures taken.

c.  Ass is t  the d iv is ion capta in in  the per formance of
dut ies inc lud ing the conduct  o f  d iv is ion board meet ings.
Preside over such board meetings in absence of the
d iv i s ion  cap ta in .

d.  Chai r  commit tees in  accordance wi th  d iv is ion s tanding
ru les or  when so d i rected by the d iv is ion capta in-

e.  Be farn i l iar  wi th  the dut ies of  each staf f  o f f icer  and
be prepared to coordinate staff requirements for support
of  d iv is ion sponsored workshops and t ra in ing courses.

f .  Ass is t  in  the t ra in ing and or ientat ion of  newly
appointed s taf f  o f f icers in  the genera l  nature of  s taf f
funct ions,  as re la ted to  admin is t rat ive,  superv isorY,  and
advisory responsib i l i t ies at  the d iv is ion level  -

g .  At tend d is t r ic t  conferences,  area meet ings,  and
dis t r ic t  board neet ings,  keeping the d iv is ion capta in
advised when at tendance is  not  poss ib le .  When
represent ing the d iv is ion capta in at  meet ings or
funct ions,  the v ice capta in is  author ized to  vote for  the
d iv i s ion  cap ta in .

h.  Prepare an ar t ic le  for  each issue of  the d iv is ion
publ icat ion to  g ive guidance and in format ion of  genera l
nature and in terest  to  the members of  the d iv is ion.

i .  Encourage and par t ic ipate in  fe l lowship act iv i t ies
wi th in  the d iv is ion that  wi l l  enhance teamwork,
coord inat ion,  and f r iendship between d iv is ion members.

j .  Upon expi rat ion of  your  term of  o f f ice,  or  when so
directed by proper authority, turn over f i les and other
records of  the of f ice to  your  successor .

F .  THE D IV IS ION STAFF.

t .  To implement  Auxi l iary  programs,  the d iv is ion capta in nay
appoint  a  d iv is ion s taf f  consis t ing of  up to  four teen (15)
of f icers to  ass is t  the d iv is ion board in  the d ischarge of
the i r  admin is t rat ive and superv isory dut ies-
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F . l - .  (Con t ' d )  Aux i l i a r i s t s  appo in ted  as  d i s t r i c t  s ta f f
o f f icers (SOs) may par t ic ipate dur ing board meet ings,
however ,  they have no vot ing r ights .

2.  Each staf f  o f f icer  is  responsib le for  the genera l
management  and superv is ion of  a  speci f ic  funct ional  area
inc luded  i n  Aux i l i a r y  na t i ona l ,  d i s t r i c t ,  and  d i v i s ion
programs.  The d iv is ion s taf f  pos i t ions to  which appoint rnents
are author ized and the i r  acronyms are as fo l lows:

Member  Tra in ing  (SO-MT)
Opera t ions  (SO-OP)
P u b l i c a t i o n s  ( S O - P B )
F i n a n c e  ( S O - F N )
C a r e e r  C a n d i d a t e  ( S O - C C )
Secre tary /Records  (SO-SR)
In fo rmat ion  Sys tems (SO- IS)

Publ ic  Educat ion (SO-PE)
Communications ( SO-CM)
Pub l i c  A f fa i r s  (SO-PA)
Mate r ia l s  (SO-MA)
Vessel  Examinat ion (SO-VE)
Aids to  Navigat ion (SO-AN)
Member Resources (SO-MR)

Mar ine Dealer  V is i ta t ion (SO-MV)

3.  I t  is  recommended that  new members wi th  less than s ix
months of  exper ience not  be considered for  s taf f  pos i t ions at
d iv is ion level .  Members wi th  prev ious exper ience as an
e lec ted  o r  s ta f f  o f f i ce r  a t  f l o t i l l a  l eve l  shou ld  be
considered.  When lack of  qual i f ied personnel  or  appl icants
p reven ts  the  f i l l i ng  o f  a I I  d i v i s i on  s ta f f  pos i t i ons ,  i t  i s
essent ia l  that  pr ior i ty  be g iven to  appointments for  the
fo l lowing:  Publ ic  Educat ion,  Vessel  Examinat ion,  Operat ions,
Member Tra in ing,  Member Resources,  and In format ion Systems.
The d iv is ion capta in is  responsib le for  per forming the s taf f
dut ies of  those staf f  pos i t ions that  cannot  be f i l }ed.

4.  Div is ion s taf  f  o f  f  icers are the r reyes and earsrr  o f  the
div is ion capta in and the d iv is ion board.  Thei r  dut ies
inc lude the prov id ing technica l  adv ice and ass is tance to
f l o t i I l as  and  comparab le  f l o t i l l a  s ta f f .  They  p rov ide
funct ional  superv is ion in  the i r  speci f ic  s taf f  area.

5.  Staf f  o f f icers are appointed for  a  one year  term by,  and
serve at  the p leasure of ,  the d iv is ion capta in.  They may be
removed f rom thei r  pos i t ion should the appoint ing of f icer
fee l  i t  appropr ia te.  The appointment  of ,  and delegat ion of
dut ies,  to  each staf f  o f f icer  must  be in  wr i t ing.  Sample
appointnent letters and suggested duties for each staff
o f f ice are conta ined in  Enclosure l - ) .  Staf f  dut ies are pure ly
adrn in is t ra t ive and not  leg is la t ive.  The staf f  implements
pol icy.  I t  does not  make pol icy !  Pol icy rnak ing at  d iv is ion
level  is  the prerogat ive of  the d iv is ion board,  which
operates wi th in  the guidel ines set  for th  in  d i rect ives and
standing ru les of  the nat ional  and d is t r ic t  boards,  the
Auxi l iary  Manual  and other  appl icable d i rect ives of  the
Commandant  of  the U.  S.  Coast  Guard.
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F . 6.  The delegat ion of  author i ty  to  s taf f  o f f icers does not
re l ieve the d iv is ion capta in f rom responsib i l i ty  as the
uni t 's  leader .  The d iv is ion capta in shal l  ensure that  any
authority delegated is properly exercised and that
inst ruct ions are carr ied out .  The d iv is ion capta in is
u l t imate ly  responsib le for  success or  fa i lure of  the d iv is ion
in per for rn ing i ts  ass igned miss ions and object ives.

AUXILIARY CHAIN OF COMMAND.

1.  Div is ion re la t ionships wi th  the d is t r ic t  leve1 and wi th
i ts  f lo t i l las  are coord inated through an Auxi l iary  chain of
command.  This  method of  operat ion fo l lows the organizat ional
concept  that  e lected of f icers at  each level  are responsib le
to e lected of f icers at  the next  h igher  level  for  the
orqanizat ional  e lements they represent ,  by v i r tue of  the i r
e lected of  f  ice.  The term ' rchain of  commandtr  as used in  the
Auxi l iary  bears no re la t ionship to  i ts  use in  a mi l i tary
organization, where the word rrcommandtt nay relate to an order
given by lawful authority which must be obeyed. In the
Auxi l iary  the term r fchain of  responsib i l i ty" ,  ra ther  than
rrchain of commardtt, would more aptly describe the system of
manager ia l  and superv isory author i ty ,  which establ ishes a
channel for effective and eff icient communication between
higher  and lower organizat ional  e lements.

2.  The Auxi l iary  is  an organizat ion of  vo lunteers and for
th is  reason appl icat ion of  the author i tar ian term r rorderr r  is
inappropriate, and should be replaced by the more suitable
terrn r r requestr r .  Div is ion e lected of  f  icers wi I I  achieve
better results through rraskingtr rather than |tcommandingtt

o thers to  per form tasks.  The d iv is ion capta in occupies a
middle pos i t ion in  the chain of  command,  pass ing in format ion
up and down between f lo t i l la  and d is t r ic t  leaders.  Div is ion
and f lot i l la commanders are expected to use the chain of
command for air ing their concerns and those of members to
higher authority. This policy recognizes that the experience
of  e lected leadership of fers  the greatest  potent ia l  for  the
expedi t ious resolut ion of  problems.  In  the best  in terest  o f
the Auxi l iary  organizat ion and establ ished adnin is t ra t ive
procedures,  i t  is  impor tant  that  d iv is ion e lected of f icers
fol low and respect the Auxil iary chain of command channel
shown in Figure 2 below.

G .
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P a r a l l e l  S t a f f  C h a n n e l :

Figure 2. Channels of Communication

H. PARALLEL STAFFING.

1.  The Auxi r iary  is  organized and admin is tered under  the
concept  of  para l le l  s ta f f ing.  Div is ion s taf f  o f f icers use
this accepted channel for the administration of Auxil iary
missions and programs, passing information upward to
counterpar t  d is t r ic t  s ta f f  o f f icers (DSos)  and downward to
counterpar t  f lo t i l la  s taf f  o f f icers (FSOs).  Perhaps the term
'rchain of communicationsrr would be more f i t t ing for this
channel .  Wi th in  the i r  respect ive s taf f  areas,  s taf f  o f f icers
have the responsib i l i ty  for  fac i l i ta t ing the achievement  of
missions and programs assigned to the division and its units
through use of  the para l le l  s ta f f  channel .

2 .  Div is ion s taf f  o f f icers should communicate,  on a f requent
basis ,  wi th  s taf f  counterpar ts  at  h igher  and lower levels  of
organizat ion regard ing the act iv i t ies in  the i r  funct ional
area. They shourd acting as a rrgo betweent of the distr ict
and f lo t i l la  s taf fs .  For  example,  the Dis t r ic t  Member
Tra in ing of f icer  (DSO-MT) nay pass in format ion concern ing
training matters down to the 'Division Mernber Training ofi icer
(SO-MT) for  de l ivery to  the F lot i l la  Member Tra in ing Of f icers
(FSos-MT).  In  s in i lar  manner ,  in format ion may be passed f rom
the f lo t i t la  up through the d iv is ion to  the d is t r ic t .  r t  is
essent ia l  that  the d iv is ion s taf f  o f f icer  forwards th is
information. Do Nor BREAK THE cHArN! The paral ler staff
channer for division communications is shown in Figure 2,
above.

REVERSE BLANK

L____-l___*__J

I
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Chapter 2. DTVISION ADMfNISTRATION

A. INTRODUCTION.

1 .  As  soon  as  poss ib le ,  f o l l ow ing  a  d i v i s i on  e lec t i on ,  t he
div is ion capta in (e lect )  shoutd s tar t  "get t ing readyrr  for  the
ensuing term of  o f f ice and the assumpt ion of  dut ies and
responsib i l i t ies that  I ie  ahead.  These ear ly  act ions should
ass is t  in  d ispel l ing uncer ta in ty  and in  bui ld ing conf idence
in the newly elected leader. I t  is important for the new DCP
to get a rrgood startrr during the transit ion period and build
a foundation of understanding and knowledge regarding the
posi t ion to  which e lected.  Conf idence on the par t  o f  the
div is ion capta in could have a posi t ive in f l -uence on the
per formance of  the inconing d iv is ion v ice capta in,  the
div is ion board and the d iv is ion s taf f .

2 .  I f  the d iv is ion capta in has prev ious ly  received t ra in ing
and guidance in  dut ies of  the h igher  of f ice,  whi le  serv ing as
div is ion v ice capta in,  the task of  assuming a h igher
Ieadership ro le  may not  be as demanding.  Div is ion capta ins
should constantly communicate and share with their vice
capta ins in format ion concern ing d iv is ion management  and
adminis t rat ion.  I t  is  a lso a good pol icy  for  them to seek
advice of the VCP with respect to decision making, program
planning,  and staf f  appointnents.

B. TRANSITION PROCEDURES.

1.  Once the e lect ion process has been completed,  and pr ior
to  December 2oth,  the d iv is ion capta in (e lect )  should per form
the fol lowing imnediate tasks to acquire background
informat ion and to  t tget  readyr t :

a. obtain records from the outgoing division captain so
as to provide continuity and consistency in the
t rans i t ion of  o ld  to  new admin is t rat ion.

b. Ensure that the outgoing division captain has
conducted an audit of division f inancial records prior to
thei r  t ransfer .

c. With the outgoing division captain conduct a joint
physical inventory of division property and transfer
property records. Obtain in writ ing an explanation for
damaged or missing items from the outgoing division
capta in.

d.  Review past  d iv is ion record f i les cover ing pol icy ,
mj-nutes,  correspondence,  proper ty ,  s tat is t ics ,  programs,
f inances,  t ra in ing,  miss j -on object ives,  fe l lowship
act iv i t ies,  and uni t  h is tory .
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B. l .  e .  Read the d iv is ion s tanding ru l -es to  become fami l iar
wi th  act ions and deadl ines requi red of  the DCP.

f .  Read the Auxi l iary  Manual  to  become fami l iar  wi th
overa l l  po l ic ies and procedures re la ted to  Auxi l iary
management and adninistration.

q.  Read d i rect ives and publ icat ions re la ted to  Auxi l iary
act iv i t ies issued by the d is t r ic t  conmander ,  the d is t r ic t
d i rector ,  and senior  Auxi l iary  of f icers.

h.  PIan a tentat ive program of  act iv i t ies for  the coming
year  to  be f ina l ized fo l lowing input  f rom the newly
elected d iv is ion board and the new d iv is ion s taf f .

i .  fn terv iew,  se lect  and appoint  s taf f  o f f icers and
members of standing committees for the coming year.

j .  Schedule meet ings wi th  the d iv is ion v ice capta in,
each member of the newly elected division board, the
newly appointed s taf f ,  the newly e lected d is t r ic t  area
rear  commodore ( i f  appl icable) ,  and the host  o f  the
div is ion meet ing locat ion.

k .  Meet  wi th  the past  d iv is ion capta in and newly e lected
flot i l la commanders to discuss AMOS Objectives assigned
to the division for the coming year and prepare a fair
sub-a l locat ion of  these object ives to  each f lo t i l la .

2 .  I rnrnediate ly  fo l lowing the appointment  of  s taf  f  o f  f  icers,
and pr ior  to  December 2oth,  the d iv is ion capta in wi t l
cornplete and forward through, established channels, to the
dis t r ic t  d i rector  the Auxi l iary  -  Annual  Uni t  o f f icer  Repor t
-  CG-2738A.  The names of  a l l  o f f icer  ass ignments,  for
posi t ions that  have been f i l led,  should be entered on th is
form.  AI l  pos i t ions f i l led by la ter  appointments wi l l  be
reported to DIRAUX on the Auxil iary - Change of Off icers
Repor t  -  CG-2738 .

C. PROGRAI,T PLANNING.

l-. The variance of geographic and cl inatic condit ions among
distr icts and within their respective areas makes it
dif f icult to devise a program and t inetable that would be
equally appropriate for al l  divisions. However, a proltram of
annual activit ies should be completed and presented to the
division board for approval as soon as possible fol lowing
insta l la t ion of  newly e lected of f icers and the newly
appointed staff.  I t  is recommended that division captains
refer to Chapter 2 of the Auxil iary Manual for information
and guidance prior to the preparation of a division program
of  act iv i t ies.
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C. 2.  In i t ia l  p lanning of  a  program should begin once the
election is over. The program should include those
funct ions,  act iv i t ies and deadl ines that  wi l l  ass is t  in
accomplishing missions and objectives assigned to the
division by distr ict and national authority. Further, the
program must reflect activit ies adopted by the division board
and consider the adninistrative and supervisory
responsib i l i t ies of  the d iv is ion.  I tems on the fo l lowing
checkl is t  nay not  necessar i ly  be appl icable to  a l l  d iv is ions,
however, division captains may wish to consider them in
p lann ing :

a.  Prepare a schedule of  dates,  t imes and locat ions for
Div is ion Board Meet ings for  the year .

b.  Prepare a schedule of  v is i ts  by e lected and staf f
o f f i ce rs  to  f l o t i l l as  fo r  t he  yea r .

c. Prepare a schedule of staff meetings for the year.

d. PIan and schedule rrCounterpart Workshopstr by selected
div is ion s taf f  o f f icers to  prov ide or ientat ion,  gu idance
and training to f lot i l la staf f  of f  icers. Such rrhour to' l
workshops can be useful for establishing rapport,
coordinatj-on, and cooperation between division and
f lo t i l la  s taf f  o f f icers.  These neet ings are a lso an
excellent forum for the exchange of ideas, the answering
of  quest ions,  and the so lut ion of  problems.  I t  is
essential that workshops be conducted by the fol lowing
div is ion s taf f  o f f icers;  SO-PE, SO-MT, SO-OP, SO-VE, SO-
PA, SO-MR, SO-IS and SO-CC. I t  is  a lso desi rab le for  a l l
workshops to be given during the f irst quarter of the
year .

e. Prepare a board meeting agenda format and a seating
plan for the board and staff members at business
meet ings.

f. Issue instructions to f lot i l la commanders and members
of the division staff covering the format, contents and
time of submission for reports required by the division.
Reports wil l  normally be addressed to the division
captain. For a sample Floti l la Commander Report and
Div is ion Staf f  Of f icer  ReporL,  see Enclosures 2 and 3.

g. Prepare an attendance rf check-of f f  ormrr for division
board meetings containing the names of elected and staff
off icers, members of the board, and spaces for entry of
v is i tor 's  names.  For  a sample d iv is ion Meet ing At tendance
Check-of f  Form, see Enclosure 4.
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D .

c 2.  h .  PIan a d iv is ion wide program of  soc ia l  act iv i t ies for
the year to promote fr iendship, coordination and
fe l lowship,  between the d iv is ion and i ts  f lo t i l las .
Inc lude a f lo t i l la  sponsored soc ia l -  act iv i ty  a t  each
div is ion board meet ing and rotate th is  responsib i l i ty
between uni ts .

i .  Prepare an annual  d iv is ion ca lendar  of  events and
act iv i t ies and a month ly  schedule of  these for  re ference
purposes.

STAFF MEETINGS.

1.  The d iv is ion capta in should meet  wi th  the s taf f  a t  the
beginning of  the year  to  d iscuss leadership s ty le ,
expectat ions,  operat ing methods,  admin is t rat ive procedures,
cornmunicat ion channels ,  genera l  s taf f  funct ions,  repor t ing
procedures,  and f lo t i l la  v is i ts .  At  th is  rneet ing the DCP
should make c lear  to  the s taf f ,  what  the i r  re la t ionship wi l l
be wi th  the d iv is ion v ice capta in and what  the VCP's
responsib i l i ty  as Chief  o f  Staf f  wi l l  be.  Frequent  meet ings
of  the s taf f ,  d t  least  on a quar ter ly  bas is  are desi rab le,  to
check on programs and evaluate uni t  progress.  I t  is
especia l ly  des i rab le that  a  mid-year  meet ing be held for  th is
purpose.  The d iv is ion v ice capta in should pres ide at  s taf f
meet ings wi th  the d iv is ion capta in s i t t ing as an ex-of f ic io
member.

STAFF PLANNING.

1.  P lanning by the d iv is ion s taf f  invo lves the d iv is ion wide
programmitg,  coord inat ion and funct ional  superv is ion of
f lo t i I Ia  act iv i t ies.  Dut ies of  the s taf f  are pure ly
admin is t rat ive,  not  leg is la t ive.  Pol icy nak ing is  the
prerogat ive of  the d iv is ion board,  act ing wi th in  the
guidet ines and standing ru les of  the d is t r ic t ,  the nat ional
board, the Auxil iary Manua} and other applicable Commandant
d i rect ives.  More exact  dut ies for  each ind iv idual  s taf f
o f f icer  are inc luded in  Enclosure 1.

2.  Using the para l le l  s ta f f ing channel  for  communicat ion,
d iv is ion s taf f  o f f icers should develop a f r iendly  work ing
re lat ionship wi th  the i r  counterpar ts  at  d is t r ic t  and at  the
f lo t i l las .  I rnmediate ly  af ter  assurn ing of f ice,  counterpar ts
should be furnished a mail ing address and telephone numbers
for communication purposes. Correspondence should pass
di rect ly  f rom the d iv is ion s taf f  o f f icer  to  the d is t r ic t
s taf f  o f f icer ,  wi th  an in format ion copy to  the d iv is ion v ice
capta in.  As Chief  o f  Staf f ,  the VCP is  responsib le for
keeping the DCP informed regarding any inportant information
contained in such correspondence.

E .
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E. 2 .  (Con t ' d )  I t  i s  a l so  cons ide ra te  and  he lp fu l  f o r  d i v i s i on
staf f  o f f icers to  prov ide the i r  d is t r ic t  counterpar t  wi th  a
copy of  any s taf f  repor t  submi t ted to  d iv is ion e lected
of f icers and/or  the d iv is ion board.

3.  The staf f  prov ides superv is ion over  a speci f ica l ly
author ized funct ional  or  act iv i ty  area,  and is  granted
author i ty  commensurate wi th  responsib i l i ty  for  these dut ies.
F lot i l la  funct ions and act iv i t ies may requi re overa l l
coord inat ion to  accompl ish the fo l lowing purposes:

a.  Publ ic  Educat ion.  The SO-PE col lects  in format ion
f rom f lo t i l la  counterpar ts  and prepares a d iv is ion
schedule of  course of fer ings wi th in  the d iv is ion area for
d is t r ibut ion to  the publ ic  a t  boat  shows,  mar ine events,
and safe boat ing booths.  This  of f icer  a lso coord inates
and superv ises the pubt ic  educat ion ef for ts  of  f lo t i l las
to e l in inate f r ic t ion,  dupl icat ion of  e f for t  and
misunderstandings that  n ight  ar ise between uni ts .

b.  Member Tra in ing.  Advanced specia l ty  t ra in ing leading
to AUXOP member status is an important part of the
Auxi l - iary  program. The SO-MT is  responsib le for  pre-
par ing an annual  d iv is ion l -evel  p lan for  the specia l ty
t ra in ing of  f lo t i l la  members,  when such cannot  be of fered
at  the uni t  leve l  due to  lack of  qual i f ied inst ructors,
t ra in ing  fac i l i t i es ,  e t c .  Th i s  o f f i ce r  rnus t  a l so  p repa re
a master  l is t  o f  t ra in ing courses of fered by f lo t i l las  so
members may enrol l  in those not offered their ohtn unit.
cenera l  in format ion regard ing in- f lo t i l la  t ra in ing and
any requi red annual  workshops (seminars)  rnay a lso be
passed by the SO-MT to uni t  FSOs-MT.

(1)  In  coord inat ion wi th  the SO-OP, the SO-MT also
plans for  the annual  t ra in ing and examinat ion of
members wishing to quali fy as crevs members, vessel
operators or coxswains under the Auxil iary Boat Crew
Qual i f icat ion (BcQ) Program. This  task may involve
the p lanning of  d iv is ion sponsored l -and based and/or
water  exerc ises for  member par t ic ipat ion,  and/or
planning for the involvement of members in area or
d is t r ic t  sponsored t ra in ing and examinat ion
exe rc i ses .

c .  Vesse1 Examinat ion.  The SO-VE should proceed to
collect information early during the year from each
f lo t i l la  concern ing the locat ion of  mar inas,  Iaunching
ramps,  shopping centers,  e tc .  where cour tesy mar ine
examinat ions should be conducted.  Fol lowing consul ta t ion
wi th f lo t i l la  commanders,  a  d iv is ion p lan that  l is ts  a l l
locations for CME stations and coordinates efforts should
be prepared.
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E. 3.  c .  (cont 'd)  This  p lan shourd prov ide for  the ass ignment
of examj-ners to al l  sites through the cooperative effort
o f  a l l  d iv is ion uni ts .  The SO-VE should work to
e l iminate jur isd ic t ional  d isputes,  f r ic t ion,  and
duplication of effort between f lot i l las concerning the
Iocat ion and manning of  vessel  examinat ion s tat ions.

d.  Operat ions.

(1)  Sur face and a i r  operat ions rnust  be coord inated
by the SO-OP to ensure that patrols are properly
al located and scheduled and that the required number
of  sur face and a i r  fac i l i t ies are avai lab le to  carry
out Coast Guard support requirements. This off icer
is  normal ly  responsib le for  prepar ing a d iv is ion
program for the assignment of patrol dates, t imes and
areas to  f lo t i l la  operat ional  fac i l i t ies dur ing the
boating season. The number of patrols al located to
flot i l las shoul-d equal the number of patrol missions
assigned to each unit for the year under the
Auxi l iary  Miss ion Object ive Systern (AMOS).

(2)  In  coord inat ion wi th  the SO-MT the SO-OP also
plans for the annual training and exarnination of
members wishing to quali fy as crer^r members, vessel
operators or coxswains under the Auxil iary Boat Cre$,
Qual i f icat ion (BCQ) Program. This  task rnay involve
the planning of division sponsored land based and/or
water exercises for member part icipation, and/or
planning for the involvement of members in area or
d is t r ic t  sponsored t ra in ing and examinat ion
exe rc i ses .

(  3  )  The preparat ion of  a  d iv is ion-wide d isaster
emergency plan as set forth in the AUXILIARY
OPERATIONS POLICY MANUAL, COMDTINST Ml-6798.  3 (ser ies) ,
in coordination with Coast Guard croup and Distr ict
Command requirements is also a function of the SO-OP.
This planning also involves the coordination of
communications requirements with the SO-CM and the
prov is ion of  gu idance to  f lo t i l las  so the i r  p lans
meet  the requi rements of  d iv is ion,  group and d is t r ic t
emergency p lans.  For  a sample Div is ion Disaster
Emergency Plan see Enclosure 5.

e.  Publ ic  Af fa i rs .  The SO-PA should prepare a d iv is ion-
wide p lan for  use in  publ ic iz ing publ ic  serv ice
act iv i t ies of  f lo t i l l -as wi th in  the d iv is ion area.  This
planning j"nvolves the collection, preparation and
distr ibution of information and schedules to the rnedia
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E. 3.  e .  (Cont 'd)  and at  boat  shows and boat  ramps concern ing
boat ing courses,  vessel  examinat ion s tat ions,  and
membership in  the auxi l iary .  Col lected in format ion
per ta in ing to  f lo t i l la  act iv i t ies should a lso be
furnished to the DSO-PA and state and county authorit ies
for  inc lus ion in  the i r  publ ic  serv ice publ icat ions.
Further information for the guidance of SO-PA's may be
found in  Paragraphs 5. I  and 5.J  of  the Auxi l iary  Manual
and in the PUBLIC AFFAIRS OFFICER'S GUIDE, COMDTINST
V15728 .3  (Se r i es ) .

f .  Communicat ions.  The SO-CM, in  coord inat ion wi th  the
SO-OP and Coast Guard commands, prepares a division-wide
plan for  rad io communicat ion between d iv is ion 's  land
based and mobile radio faci l i t ies and Coast Guard Group
radio fac i l i t ies.  Div is ion communicat ions p lanning
should also conform with requirements of emergency plans
issued by higher level Auxil iary and/or Coast Guard
author i ty .

g. Career Candidate. frnrnediately fol lowing appointnent
to off ice the new SO-CC should confer with the past SO-CC
to determine the extent of prior year planning for the
recruitrnent, and selection of Career Candidates to meet
current year requirements of the Academy Introduction
Miss ion (AIM) Program. A l is t ing of  a l l  secondary
schools within the division area should prepared and each
school  should be ass igned to a speci f ic  f lo t i l la  for
v is i ta t ion and recru i tment  of  candidates.  S ince p lanning
for the Career Candidate prograrn begins in the fourth
quarter of the calendar year, i t  may be necessary for the
outgoing So-cc to prepare an annual plan for use of the
fo l lowing year  SO-CC.

h. Aids to Navigation. From Coast Guard authority,
usually the distr ict or group, the SO-AN obtains
information and data concerning federal, state and
privately owned aids to navigation for which the division
is  responsib le.  A number of  these a ids is  then reass igned
to each f Io t i l la  wi th  responsib i l i ty  for  inspect ion and
report ing during the year on their condit ion and the
accuracy of  the i r  locat ion.

i.  Member Resources. The SO-MR prepares a division-wide
plan for obtaining new menbers and the retention of
currently enrol led members. This plan should provide
guidance to FSOs-MR on the techniques and procedures for
us ing publ ic  educat ion c lasses,  vessel  examinat ion
stations, boat shows, boating booths, etc. as locations
for the recruitment effort. Ernphasis must also be placed
on the importance of early training of new rnembers and
thei r  ear ly  par t ic ipat ion in  f lo t i l la  act iv i t ies.
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E. 3.  j .  In format ion Systems.  The SO-IS must  develop a
div is ion-wide p lan for  the per iod ic  co l lect ion and
report ing of data concerning the accomplishment of the
f lo t i I las ass igned AMOS object ives.  Inst ruct ions
regarding the categories of inforrnation required,
channels and procedures for col lection, and the frequency
of reports should be provided for the use of each FSO-IS.

k.  Mater ia ls .  The SO-MA coord inates and orders
mater ia ls  for  d iv is ion act iv i t ies such as boat  shows,  CME
stat ions,  and d iv is ion sponsored member t ra in ing and
publ ic  educat ion courses.

F.  COMMITTEES.

1.  The d iv is ion capta in may appoint  as many commit tees as
requi red to  handle specia l  act iv i t ies,  eventsr  or  purposes.
A few committees that normally are appointed are as fol-Iows:

a.  Awards Commit tee

b. Budqet Cornrnittee

c.  auai t  Commit tee

d.  Socia l -  Commit tee

e. Boat Show Committee

f . Nominating Committee

g.  His tor ica l  Commit tee

h.  Safe Boat ing Week Commit tee

2.  To prevent  misunderstanding as to  who is  in  charge,  the
div is ion capta in should,  d t  the t i rne a commit tee is
appointed, specify whether the committee chairperson wil l
report to the DCP or VCP. In some situations, the VCP may be
designated as the commit tee chai rperson.

3. Committees which are of a continuing nature are often
called standing committees and their duties may be set forth
in the division standing ru1es. Others may be created to
handle a speci f ic  act iv i ty  or  event .  The d iv is ion capta in is
an ex-of f ic io  mernber  of  a l l  commit tees.
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G. FINANCIAL REOUIREMENTS.

l - .  Dues .

a.  A l though the Auxi l iary  is  a  non-prof i t  organizat ion,
the funct ional  responsib i l i t ies of  the d iv is ion cannot  be
properly discharged without monetary considerations- A
certain amount of income is necessary to cover
adrninistrative costs, supplies and the preparation and
distr ibution of division publications and memoranda to
f l o t i I I as .

b .  Mos t ,  i f  no t  a l l ,  i ncome a t  d i v i s i on  l eve }  i s
obtained from a share of membership dues collected by
each f lo t i l la .  The share of  dues reta ined by the
div is ion is  establ ished by act ion of  the d iv is ion board.
This amount should be stated in an appendix to the
div is ion s tanding ru les.  The f lo t i l la  co l lects  annual ly
from each member an amount which includes its own dues,
ptus the d iv is ion,  d is t r ic t  and nat ional  dues.  The
div is ion may col lect  a  pro-rated share of  annual  dues
from the f lot i l ta for new members joining during the
year .

c .  In  detern in ing the amount  of  d iv is ion dues to  be
assessed per  f lo t i l la  member annual ly ,  the fo l lowing
operat ing expenses should be considered:

(1 )  Cos t  o f  a  mee t ing  P lace -

(Z)  Cost  o f  admin is t rat ive overhead,  such as of f ice
machines and equipment and phone charges.

(3 )  Cos t  o f  soc ia l  and  fe l l owsh ip  ac t i v i t i es -

(4)  Cost  o f  i tems for  an annual  d iv is ion awards
program.

(5 )  Cos t  o f  pub l i c i t y  and  ma te r ia l s  f o r  d i v i s i on
sponsored public education, vessel examination and
publ ic  a f fa i rs  act iv i t ies -

(6 )  Cos t  o f  t he  d i v i s i on  pub l i ca t i on -

(7)  Annual  a l lowance for  e lected of f icers to  at tend
distr ict meetings and conferences, when funding is
not  prov ided bY the d is t r ic t .
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G . 2.  Annual  Budget .

a. One of the best methods of deternining the annual
monetary requi-rements and for establishing a dues
structure is to prepare a division budget. This should
be done on an annual basis and should consider al l  i tems
of income and expense. The budget establishes f iscal
responsib i l i ty .  I t  is  a  guide to  ensure f inancia l
security for the division throughout the year. After
approval by the board, i t  is used to l init  the amounts
which can be spent  for  speci f ic  purposes.

b. I f  changes in the budget should be required during
the year, they are made with approval of the board. The
board may approve a limited amount in the budget for use
under emergency condi-t ions by the division captain, with
understanding that the DCP wil l  give adequate
justi f ication for any expenditure from this amount at the
next board neeting. This amount for emergency use by the
DCP must  a lso be s tated in  the s tanding ru les.

c. Keep in mind that the division has two rnajor sources
of  income,  r r f ixedtr  and r rvar iab lerr .  Ftot i l la  dues paid to
the division are considered f ixed income and funds
derived from other sources such as income from social
events and donations are l isted as variable income. In
I ike manner, there are two types of expenditures, again,
f ixed and variable. The f ixed expenditures are dues paid
by the division to distr ict and national and the cost of
a meeting place. These are expenditures which MUST be
paid when b i l t ing is  received.  The var iab le expenses are
for i tens that purchase can be deferred or nodif ied, i f
necessary,  such as awards,  g i f ts ,  equipment  and
fe l lowship expenses.

d. When the budget is prepared there rnust be suff icient
f ixed income to cover al l  of the f ixed expenditures. The
var iab le expendi tures,  inc lud ing ant ic ipated surp lus,  can
then be balanced against an rrestimaterr of what the
var iab le income wi l t  be.

e. I t  is necessary that attention be given to the
financial condit ion of the division throughout the year.
It  is not suff icient to have the SO-FN report the balance
of  funds avai lab le in  d iv is ion monetary account(s)  a t
each meeting. It  is necessary to know the status of
f ixed and variable income and the expenditures against
I ike amounts in the budget on a recurring basis. A
sample budget and monthlv f inancial report are included
as Enclosures 6 and 7.
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G . 3 .  F inanc ia l  Repor t s .

a .  Aux i l i a r y  D iv i s ion .  The  d i v i s ion  cap ta in  sha t l
ensure that an annual accounting and f inancial report is
subrnitted, in accordance with distr ict pol icy, to the
distr ict director with a copy to the distr ict conmodore.
This report is prepared on ttFinancial Report of an
Auxj - I iary  Uni t " ,  CG-475O. f t  should be noted that  an
annual  audi t  o f  the d iv is ion 's  f inancia l  records and
accounts should be perforrned by the Audit Cornrnittee prior
to subrnission of this report. Audit by a cert i f ied
public accountant is not required.

b. Incorporated Unit. I t  is mandatory that each
incorporated unit formed by Auxil iary members at division
level ,  must  comply wi th  per t inent  regulat ions issued by
the Internal Revenue Service and laws of the state in
which the corporation charter was issued. Each
incorporated unit has the responsibi l i ty to determine and
comply with federal, state or other f inancial report ing
requi rements.  In  addi t ion,  dn annual  f inancia l  repor t  is
requi red by the d is t r ic t ,  us ing the t tF inancia l  Repor t  o f
an Auxi l iary  Uni t " ,  CG-475O. This  repor t  shal l  be sent ,
in  accordance wi th  d is t r ic t  po l icy ,  to  the d is t r ic t
director with a copy to the distr ict commodore. Prior to
the submission of reports an audit should be conducted by
an audi t  commit tee.

DIVISION RECORDS.

L.  Cer ta in  records must  be mainta ined at  d iv is ion leve1 and
passed frorn the outgoing to the incoming division captain.
This is a sound management practice that ensures necessary
continuity and promotes consistency from one administration
to the next .  Div is ion capta ins are responsib le for
mainta in ing the fo l lowing records:

a. Division roster of the names, addresses and telephone
numbers of  d iv is ion and f lo t i l la  e lected and staf f
o f f icers,  local  Coast  Guard uni t  o f f icers,  e tc .

b.  L is t  o f  Dut ies for  each staf f  o f f icer .

c .  Minutes of  d iv is ion meet ings.

d .  D iv i s ion  s ta t i s t i cs  f i l e .

e .  D i v i s ion  f i nanc ia l  f i l es .

f. Directives and memorandums of the Commandant,
d is t r ic t  d i rector  and senior  Auxi l iary  of f icers.

H .
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H . 1 .  g .  D i v i s ion  co r respondence  f i l e .

h .  Div is ion Standing Rules (approved copy) .

f .  D iv is ion Award Program (approved copy) .

q.  Div is ion Disaster  Emergency Plan (approved copy)

2.  Div is ion s taf f  o f f icers should mainta in records re la ted
to the i r  area of  responsib i l i ty  and act iv i t ies and t ransfer
these to  the i r  successor  upon leav ing of f ice.  Suggested
records are as fo l lows:

a. Roster of names, addresses and phone numbers of
coun te rpa r t  f l o t i I I a  s ta f f  o f f i ce rs .

b.  F i le  of  correspondence wi th  uni ts .

c .  S ta f f  news le t te rs  i ssued  to  f l o t i l l as -

d .  S ta t i s t i ca l  f i l e ,  AMOS ob jec t i ves ,  p rog ress  repo r t s ,
e t c .

e. Directives, memorandums and newsletters issued by the
distr ict commodore, distr ict director or counterpart
d i s t r i c t  s ta f f  o f f i ce r .

f .  Po l i cy  f i l e  re la ted  to  s ta f f  ac t i v i t i es -

q .  Techn ica l  pub l i ca t i ons .

STANDING RULES.

l - .  Standing ru les are normal ly  prepared by Auxi l iary  uni ts
at  each organizat ional  level  and conta in pol icy  in format ion
and guidance for the use of elected and appointed off icers
and mernbers. Where an incorporated unit has been formed as a
non-prof i t  organizat ion under  the prov is ions of  laws wi th in  a
state, bylaws in addit ion to standing rules nay be required.
Div is ion s tanding ru les compr ise a set  o f  regulat ions,
prepared for and approved by the division board, for the use
of  e lected d iv is ion of f icers,  appointed s taf f  o f f icers and
the d iv is ion board i tse l f .  Standing ru les prov ide for
continuity and give policy guidance for the adninistration
and superv is ion of  act iv i t ies for  which the d iv is ion has
responsib i l i ty .

2 .  Div is ion s tanding ru les shal I  not  conf l ic t  wi th
provisions of the Auxil iary Manual, Coast Guard directives or
- tanding ru les of  the d is t r ic t  or  nat ional  organizat ion
Ievel. Division standing rules must be approved by the
distr ict commodore and by the Director of Auxil iary.

I .
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I .  2 .  (Cont 'd)  Standing ru les usual ly  prov ide for  such mat ters
as :

a .  Mee t ings .

b.  E lect ions and Vot inq.

c .  F i nances .

d.  Commit tees.

e .  Awards .

f .  Pub l i ca t i ons .

g.  Amendment  prov is ions.

3.  The standing ru les should conta in appendices.  The
appendices should conta i -n  ru les and pol ic ies which can be
amended, rescinded, or suspended by other Auxil iary authority
or by a rnajority vote of the board without prior notice.
Since the appendices are included for informational purposes
and are not part of the standing rules, changes do not
require approval by the DCO or Director. Such items as the
amount of dues, meeting location, and awards program would be
located in  the appendices.

4.  A sample set  o f  s tanding ru les for  a  d iv is ion is  inc luded
as Enclosure 8. These may be altered, expanded or otherwise
changed to meet local requirements, but must be approved by
the d is t r ic t  commodore and d is t r ic t  d i rector  before use.

J. Awards Program.

l-. f t  is recommended that each Division have an awards
program for honoring units and members within the Division on
an annual basis. This program should be planned to reward
outstanding performance by individual f lot i l las and
individual members in the achievernent of division nission
object ives and act iv i t ies.  Each d iv is ion should p lan a
proqram according to i ts part icul-ar needs and f inancial
considerations. Such a program is usually adrninistered by
the Awards Commit tee of  the d iv is ion.  A sample Div is ion
Awards Program is included as Enclosure 9.

K.  PUBLICATIONS.

1.  I t  is  des i rab le that  each d iv is ion develop some means of
keeping members informed and up-to-date on activit ies and
changes in prograrns and policy, A unit newsletter or other
publication is an effective instrument for this purpose.
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K. l - .  (Cont 'd)  Pr ior  to  pr in t ing and d is t r ibut ing any d iv is ion
publication i t  shall  be submitted to the distr ict director
for approval, according to distr ict pol icy. A copy of each
div is ion publ icat ion wi l l  be sent  to  the d is t r ic t  d i rector ,
the distr ict commodore, the distr ict vice commodore, Lhe rear
commodore ( i f  appl icable)  and the Dis t r ic t  Staf f  Of f icer
Publ icat ions (DSO-PB).  Fur ther  in format ion concern ing
Auxil iary publications may be found in the Auxil iary Manual.

CIVIL RIGHTS.

1- .  The Div is ion,  I ike aI I  o ther  Auxi l iary  levels  of
organization is subject to the provisions of the Civi l  Rights
Act of L964 and the current policies of the Commandant of the
Coast  Guard re la t ing to  equal  oppor tuni t ies.  AI I  qual i f ied
rnembers should have an equal opportunity to part icipate in
a l l  Auxi l iary  programs and act iv i t ies regard less of  race,
c reed ,  co lo r ,  sex ,  d9€ ,  re l i g ion ,  d i sab i l i t y  o r  na t i ona l
origin. This includes the right to become a candidate for
e lected of f ice,  prov ided requi red qual i f icat ions are met ,  and
to be considered for  appointment  as a d iv is ion s taf f  o f f icer .
See chapter 5K, and Enclosure 6 to the Auxil iary Manual for
complete deta i ls  on c iv i l  r ights  prov is ions.

2. Sexual harassment in any form on the part of Auxil iary
members is prohibited. In their relations with each other,
al l  members shall  treat one another with respect, courtesy,
equal i ty  and personal  considerat ion.  I t  is  especia l ly
desi rab le that  d iv is ion of f icers set  an example of  fa i rness
and considerat ion in  the i r  associat ion wi th  aI I  fe l low
members.

3. The use of an invocation as an agenda iten for meetings
and ceremonial occasions is appropriate, but not required.
Such invocations MUST NoT contain wording that pertains to
the bet ie fs  of  a  par t icu lar  re l ig ion or  re l ig ious group.
Since Auxi l iary  members may hold d i f ferent  re l ig ious bel ie fs
and af f i l ia t ions,  invocat ions should be br ie f  and MUST BE of
a non-sectarian nature. The division captain should review
alI invocations to ensure that these guidelines are fol lowed.

DIVISTON MEETINGS.

1 .  Gene ra l .

a .  Successfu l  d iv is ion meet ings do not  just  happen,  they
must  be weI I  p lanned i f  they are to  be successfu l .
Adherence to the fol lowing steps by the division captain
wiII go a long way toward ensuring a well planned and
productive business or special meeting.

L .

M .
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M. 1- .  a .  (1)  Select  a  convenient  locat ion where e lected
off icers, rnembers of the board and members of the
staff can work together under pleasant condit ions and
surroundings.  Schedule business meet ings on a
regular  month ly  bas is  i f  poss ib le .  In  those
situations where travel t ine and distance are a
problem for those attending, moving the meeting site
throughout the division area with each f lot i l la
rotating as host may be a solution. However, a
regular t ine and place for meetings at a central ized
locat ion is  preferable.  In f requent  neet ings can
result in poor attendance and a loss of
communication, coordination and unity between the
d iv i s ion  and  i t s  f l o t i l l as .

(2)  P inpoint  the purpose of  the meet ing.  Have a
reason for attending. The meeting agenda should
incl-ude more than just reports from elected off icers,
rnembers of the board and the staff.  Give the members
soneth ing of  va lue:  a  few topics for  d iscuss ion,  a
speaker ,  a  shor t  t ra in ing sess ion,  or  specia l
presentation. Unplanned meetings usually become no
more than unproductive rrbull  sessionsil  which
accompl ish l i t t le  and d iscourage future at tendance.

(3)  AI I  members at tending meet ings should be
encouraged to h/ear the uniform. When the uniform is
$rorn a spir i t  of unity and teamwork results and the
' ro f f ic ia l I  nature of  the meet ing is  emphasized.  The
div is ion capta in has the responsib i l i ty  for
prescribing the uniform to be worn at meetings.

(4)  Choosing the r ight  t ime for  a  meet ing is
important. When programming regular division
meetings consideration should be given to seasonal
auxi l iary  act iv i t ies and the scheduled dates of
d is t r ic t  meet ings.  I t  is  preferable that  d iv is ion
meetings fol low distr ict meetings and precede
f lo t i l la  meet ings.  For  example,  some d is t r ic ts  p lan
their meetings for the latter part of the month so
division neetings can be scheduled during the f irst
week and f lot i l la meetings during the second week of
fol lowing rnonth. This provides for the f low of
information from higher to lower organizational level
wi th  min imum delay.

2.  T ime.  I t  is  des i rab le that  the t ime and date for
meetings be approved by the division board fol lowing
discussion with elected and staff off icers. This procedure
wi l l  e l iminate d issent .  I t  is  unwise for  the d iv is ion
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M. 2.  (Cont 'd)  capta in to  arb i t rar i ly  set  the t ime and day for
meetings as such action might be resented by members of the
board and staf f .  I t  should be kept  in  n ind that  the d iv is ion
capta in 's  leadership success depends upon the maintenance of
f r iendly  work ing re la t ions wi th  the d iv is ion board.

3.  Locat ion.  Carefu l  considerat ion should be g iven to  the
div is ion neet ing locat ion,  which should be decided by the
div is ion board.  The p lace should be convenient  to  a najor i ty
of  the board and staf f .  The room should be wel l  l ighted,
have temperature control, and be reasonably quiet to provide
a min imum of  d is t ract ions.  Most  d iv is ions do not  have d inner
meetings due to the cost for those attending. It  should be
kept  in  n ind that  many members,  especia l ly  re t i rees and those
wi th fami ly  ob l igat ions may not  be able to  af ford the cost  o f
such act iv i t ies.  I f  d inner  meet ings are scheduled the
decision to do so should be made after careful study and
approval  by the d iv is ion board.  In  searching for  a  su i tab le
meet ing p lace,  bu i ld ingS,  of f ices and other  establ ishnents
owned or occupied by federal, state and local governments
should not  be over looked.  Many d iv is ions hold meet ings in
publ ic  or  church school  fac i l i t ies.  When Coast  Guard uni ts
are located nearby,  the i r  fac i l i t ies are of ten avai lab le.

4.  Ouorum. A major i ty  o f  the nembers of  the d iv is ion board
shall  constitute a quorum for the legal transaction of
busj -ness.  A quorum and a najor i ty  vote is  normal ly  necessary
for the approval of motions or other actions requir ing
decis ion of  the board,  un less a greater  than major i ty  vote is
required to approve a specif ic action as stated in the
Auxi l iary  Manual  or  in  the d iv is ion s tanding ru les-

5.  Acrenda.  A wr i t ten agenda is  a must  for  every d iv is ion
meeting. It  should be prepared by the division captain and
furnished to each member of the division board, and each
staf f  o f f icer  severa l  days in  advance of  the scheduled
rneeting. No division captain has the right to expect busy
people to attend a meeting that has not been weII planned.
Such meetings most often are non-productive and a waste of
t i rne.  A sample agenda might  inc lud ing the fo l lowing i tems:

a .  Ca l I  t o  o rde r .

b .  P ledge  o f  A l l eg iance .

c .  I nvoca t i on  (op t i ona l )

d.  In t roduct ion of  guests .

e. Approval of prior neeting minutes.
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5 .M . f .  Div is ion Capta in 's  repor t .  Should inc lude
information from distr ict board neeting and distr ict
o f f i ce rs .

g.  Communicat ions and not ices.

h.  V ice Capta in 's  remarks.

i .  Vice Captain takes Staff and committee reports.

j .  o ld  bus iness.  Div is ion capta in resumes the chai r .

k .  New Bus iness .

I. Presentation of awards. May be performed by the
Inrnediate Past Captain and/or by visit ing off icers

m. Comments by guests.

n.  Adjourn business meet ing.  Present  feature event  for
the meet ing such as guest  speaker ,  t ra in ing sess ion,
lecture,  demonstrat ion,  e tc .

o.  Adjourn for  fe l lowship and l iqht  re f reshments.

Funct ions of  the Pres id ing Of f icer .

a .  Under  most  condi t ions,  the d iv is ion capta in acts  as
the pres id ing of f icer  a t  a  d iv is ion meet ing.  I f  the
division captain cannot be present, then the division
vice captain performs this task. When both division
elected off icers are absent, the innediate past division
captain or other senior member of the board may preside
with the concurrence of the board, unless not permitted
by the s tanding ru les.

b.  When pres id ing,  the d iv is ion capta in should ensure
that the meeting fol lows the published agenda as closely
as poss ib le .  At  t ines,  however ,  unforeseen s i tuat ions
may require changes in the agenda. The division captain
must  be f lex ib le  and,  as pres id ing of f icer ,  see that  the
meeting proceeds in an orderly manner and in accordance
wi th cer ta in  widely  accepted r r ru les of  order . r r  These
rules are part of a much larger body of practises
commonly referred to by the terrn rrparl iamentary
procedure. r l

c. In addit ion to providing for orderly procedure during
meetings, parl iamentary rules are intended to protect the
r ights  of  par t ic ipants.  They are a lso usefu l  for  the
expedit ious transaction of business during division board
rneet ings.

6 .
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6 .M . d.  Div is ion capta ins nust  be fami l iar  wi th  the ru les of
order and the division standing rules. They must apply
these ru les inpar t ia l ly .  I t  is  a lso the i r  responsib i l i ty
to keep the rneeting on track. Whenever discussion has
reached the point where a motion night be in order and no
one has volunteered to rnake it ,  as presiding off icer, the
division captain may state: rrthe chair is ready to
entertain a motion . .r l

e. Presiding off icers cannot rnake motions, they can only
trentertainrr a notion. In other words, they can suggest
that another person make a motion. ff  someone makes a
motion and has diff iculty putt ing i t  into suitable words,
the presiding off icer may offer suggestions, but cannot
change the substance of the motj-on without the maker's
approval. Once a motion is made, i t  rnust be seconded,
then debated and fol lowed by a vote.

f.  A simplif ied guide to parl iamentary procedure adapted
for  Auxi l iary  use is  inc luded as Enclosure 10.  This  nay
be used for parl iarnentary reference during rneetings.

Guest-s and Vi  s i  tors -

a .  No d iv is ion should ever  be gui l ty  o f  d iscour tesy to ,
or  neglect  o f ,  guests  and/or  v is i tors .  The d iv is ion
captain should assign one of the more responsible
d iv is ion s taf f  o f f icers the speci f ic  duty  of  meet ing and
naking a l l  guests  and v is i tors  fee l  welcome.  Senior
Auxil iary off icers and Coast Guard Off icers should be
prornptly introduced to the division captain.

b.  I t  is  a lso h igh ly  des i rab le that  v is i tors  and guests
be introduced personally to each member of the board and
staff to the maximum possible extent. This is especial ly
t rue i f  they are f i rs t  t ime v is i tors  to  a d iv is ion
rneeting. The senior Auxil iary off icer and/or Coast
Guard Off icer present should also be accorded the
cour tesy of  a  seat  a t  pres id ing of f icer 's  tab le i f
poss ib le .

N. FLOTILLA CHARTERING CEREI{ONY.

L .  D iscuss ion .

a. When the f lot i l la has been formed, arrangements
should be made for a formal chartering ceremony.
Generally, this includes an appropriate dinner and
instal lat ion ceremony for the new flot i I la off icers and
members. Establishment of a new flot i l la can be an

7 .

2-L8



N. l - .  a .  (Cont 'd)  impor tant  and exc i t ing event  and i t  is
suggested the chartering ceremony be given the widest
poss ib le  publ ic i ty .  Arrange to inv i te  local  c iv ic
Ieaders. Prepare nehts releases for prompt dissenination
to the media.  Inv i te  as many Auxi l iar is ts  as poss ib le
from other f lot i l las to attend in appropriate uniforrn.
Plan for  a  d ign i f ied and impress ive occasion.

b. The fol lowing is a suggested fornat for the actual
chartering ceremony:

(1)  P ledge of  A l leg iance and invocat ion.

(2)  In t roduct ion of  a l l  Auxi l iary  and Coast  Guard
of f icers by the master  of  ceremonies.

(3)  Senior  Auxi l iar is t  present  appoints  a secretary
to take minutes of  the meet ing.  fn  addi t ion,  a
Record of Unit Meeting form, CG-361-5 should be
completed.

(4)  Di rector  o f  Auxi l iary  reads the f lo t i l la
char ter .

(5)  Senior  Auxi l iar is t  present  admin is ters  the
prologue and pledge to al l  members, everyone rises.

(6)  Senior  Auxi l iar is t  present  conducts the
nominat ion and e lect ion of  o f f icers.  Resul ts  are
recorded on the Change of Off icers Report form,
cc -2738

(7)  Senior  Auxi l iar is t  present  adrn in is ters  the
prologue and pledge of off ice to newly elected
of f icers,  everyone r ises.

(8) Division Captain or Distr ict Comrnodore presents
a  un i t  f l ag ,  i f  ava i l ab le .

(9) In appropriate order, renarks by newly elected
of f icers,  Div is ion Vice Capta in,  Div is ion Capta in,
senior Auxil iarist present and Director of Auxil iary.

(10)  Enter ta inrnent ,  i f  p lanned.

(11)  Adjournment  of  the meet ing.
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N . 2.  Pro logue and Pledge for  New Members

a.  In t roduct ion.  Pr ior  to  admin is ter ing the p ledge to
the new members, i t  is recommended that the fol lowing
prologue be read to add dignity and irnportance to the
occas ion .

b .  P ro logue .

The pledge you are about to take is your commitrnent to
support the United States Coast Guard Auxil iary, an
organizat ion dedicated to  the pronot ion of  boat ing safety
and providing assi,stance to the United States Coast Guard
in  the  fu l f i l lmen t  o f  i t s  c i v i l  f unc t i ons .

You accept this membership as a volunteer, but as a
member you are charged wi th  cer ta in  responsib i l i t ies and
obl igat ions.  These inc lude your  wi l l ingness to  suppor t
the Coast Guard Auxil iary and its purposes and to
par t ic ipated in  i ts  author ized programs to the best  o f
your abil i ty and to the extent that t ime and
ci rcumstances permi t .

As an Auxi l iar is t ,  you enjoy cer ta in  honors and
pr iv i leges,  among them, wear ing the Auxi l iary  uni form and
f ly ing the Auxi l iary  ens ign.  Wear the uni form neat ly  and
correct ly  and f ly  the r rBlue Ensignrr  proudly .  Remember,
that your conduct reflect directly upon the image of both
the Auxi l iary  and the Coast  Guard.

The sat is fact ion you der ive f rom your  Auxi l iary
membership wiII be in proport ion to your level of
pa r t i c i pa t i on  i n  t he  o rgan iza t i on ' s  ac t i v i t i es .  The
success of the Coast Guard Auxil iary wil l  depend upon the
extent  o f  your  par t ic ipat ion and upon the qual i ty  o f  the
Ieaders that  you,  the member,  se lect .

ASK THE AUDIENCE TO RISE

If you feel that you can be an active and productive
rnember of the United States Coast Guard Auxil iary, please
raise your r ight hand and repeat after me:

c .  P ledge .

I ,  so lemnly and s incere ly  p ledge
nysel f ,  to  suppor t
Auxi l iary ,  and i ts
govern ing pol ic ies,
United States Coast

the United States Coast Guard
purposes, and to abide by the

established by the Commandant, of the
Guard.
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N . 3.  E lected and Appointed of f icers Pro logue and Pledge

a.  In t roduct ion.  As in  the case of  new members,  i t  is
strongly urged that the fol lowing prologue be read prior
to adninistering the pledge to the appointed and elected
o f f i ce rs .

b .  P ro logue .

You have of fered your  ta lents  and serv ices in  the
interest  o f  a  bet ter  Coast  Guard Auxi l iary .  The p ledge
you are about to take adrnits you to an off ice of greater
responsib i l i t ies and h igh honor .  A long wi th  th is  honor ,
you must  be prepared to  accept  cer ta in  obl igat ions as
wel l  as the adrn in is t ra t ive and superv isory
respons ib i l - i t i es  o f  you r  o f f i ce .

Your task is to develop the Auxil iary programs to the
maximum ef f ic iency that  condi t ions pern i ts .  You are
expected to  promote c loser  l ia ison between the Auxi l iary
and loca1 Coast  Guard uni ts ,  constant ly  reminding the
members that their action reflect not only on the
Auxi l iary  but  a lso on the Coast  Guard.

As a leader ,  you are charged wi th  mainta in ing h igh
standards in  a l l  Auxi l iary  programs and act iv i t ies,  never
comprornising honesty and integrity.

ASK THE AUDIENCE TO RISE

With the fu I I  rea l izat ion of  the demands of  your  of f ice
in terms of  t i rne,  t ravel ,  and dedicat ion;  i f  you are
wi l l ing to  accept  th is  honor ,  P lease ra ise your  r ight
hand and repeat  af ter  me:

c .  P l e d g e .  I ,  do so lennly  and
sincerely pledge myself to support the United States
Coast  Guard Auxi l iary  and i t  purposes,  to  promote i ts
author ized act iv i t ies,  to  proper ly  d ischarge the
dut ies of  my of f ice,  and to  abide by the govern ing
policies established by the Comrnandant of the United
States Coast  Guard.

DIVISION RELATIONS

1.  D iv i s ion  -  F lo t i l l a  Re la t i onsh ips .

a .  The  d i v i s ion  ex i s t s  t o  ass i s t  f l o t i l l as  i n  pe r fo rn ing
thei r  miss ion of  serv ice to  the genera l  publ ic  and the
rnembership.  Every d iv is ion capta in should ins is t  that
d iv is ion s taf f  o f f icers mainta in a c lose work ing
re lat ionship wi th  the i r  f lo t i l la  counterpar ts .

o .
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O. 1. b. I t  is most inportant that every member of the
division board and every division staff off icer attend
meetings. When they cannot be present an alternate should
be expected to attend so business can be transacted.

2.  Div is ion -  Dis t r ic t  Relat ionships.

a.  The Div is ion capta in and the d iv is ion v ice capta in
are expected to attend neetings of the Distr ict Board and
represent  the in terests  of  the i r  d iv is ion,  i ts  f lo t i l las
and members at distr ict meetings. Division staff
off icers nust naintain a close working relationship with
their distr ict and f lot i l la counterparts and pass
informat ion f rom dis t r ic t  to  f lo t i l la  level .  A wr i t ten
report summarizing division activit ies should be prepared
by the division captain and addressed to the distr ict
commodore for each distr ict board rneeting. ft  is also a
good practice for each division staff off icer to furnish
their distr ict counterpart a copy of their monthly report
to  the d iv is ion board.

3.  Why Div is ions Fai l .  The lack of  success by a d iv is ion in
meeting the needs of i ts f lot i l las and members can generally
be attr ibuted to the fol lowing factors:

a. Poor management.

(1 )  Fa i l u re  to  o rgan ize  d i v i s i on -w ide  ac t i v i t i es .

(2 )  Se lec t i on  o f  poo r l y  qua l i f i ed  s ta f f  o f f i ce rs .

(3 )  Fa i l u re  to  superv i se  f l o t i l l a  ac t i v i t i es .

(4)  Fai lure to  inst ruct  s taf f  in  the i r  dut ies.

(5)  Fai lure to  fo l low up and rnoni tor  s taf f
ac t i v i t i es .

(6)  Fai lure of  board members to  at tend meet ings.

(7 )  Fa i l u re  to  ass i s t  i n  so l v ing  f l o t i l l a  p rob lems .

(8)  No annual  p lanning by e lected and staf f
o f f i ce rs .

(9)  Lack of  an awards program.

(10)  Fai lure to  understand or  lack of  s tanding ru les.
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O.  3 .  b .  Weak  Leadersh ip .

(1)  Fai lure of  e lected of f j -cers to  set  an example.

(2 )  Lack  o f  s ta f f  mee t ings .

(  3  )  Loss of  contro l  by d iv is ion capta in dur ing
mee t ings .

(4)  Persons at tending meet ings se ldom in uni form.

(5)  Lack of  a  t ra in ing Program.

(6 )  No  f l o t i l l a  o r  s ta f f  r epo r t s  a t  mee t ings .

(7)  Poor  neet ing at tendance.

(8)  Lack of  mot ivat ion by e lected and staf f
o f f i ce r s .

(9 )  Fa i l u re  to  fo l l ow  s tand ing  ru les .

(10)  Lack of  Auxi l iary  exper ience and knowledge.
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Chapter 3. COURTESY AND PROTOCOL

A. INTRODUCTION.

1.  Cour tesy is  the key to  successfu l -  human re lat ionships.
In  the Auxi l iary ,  cour tesy k ind les the f r iendly  associat ion
of members, promotes a spir i t  of teamwork between units, and
enhances the success of  soc ia l  act iv i t ies.  The term protocol
is  c losely  in tegrated wi th  cour tesy and involves universal ly
accepted customs and regulations which govern the formality,
precedence and etiquette practiced on a day to day basis
w i tHn  a  c i v i t i zed  soc ie t y .  I n  s inp le  words ,  cou r tesy  i s
nothing more than proper consideration for the feelings and
rights of others and protocol is the body of accepted rules
of social behavior practiced by thoughtful and considerate
people.  For  e lected and appointed d iv is ion of f icers,  the
practice of courtesy and protocol are necessary requirements
for  successfu l  per for rnance of  the i r  dut ies.  Cour tes ies and
protocol  pract iced in  the Auxi l iary  are par t  o f  the
ceremonial procedures that contribute dignity and color to
our  l ives as c iv i l ian members of  the Coast  Guard fan i ly .

2 .  I n  t he  d i v i s i on ,  ds  a t  o the r  l eve l s  o f  t he  d i s t r i c t
o rgan iza t i on ,  t he  respons ib i t i t y  o f  i nd i v idua ls  i s  i den t i f i ed
by speci f ic  ins ign ia re la ted to  the posi t ion to  which they
have been e lected or  appointed.  This  ins ign ia does not
identify authority according to a table of ranks as in the
mi l i tary ,  s ince Auxi l iar is ts  are c iv i l ian vo lunteers and hold
no posi l ion of  rank.  However ,  by us ing d is t inct ive ins ign ia,
the Auxi l iary  does ident i fy  and recognize the increasing
responsib i f i ty  and author i ty  o f  e lected of f icers and staf f
o f f icers f rom lower to  h igher  level .  Under  th is  system
leaders can be easi ly  ident i f ied by an ins ign ia appropr ia te
to the level  o f  the i r  pos i t ion.  S ince members wear  a
modi f ied Coast  Guard uni form,  and an ins ign ia of  pos i t ion,
the requirements for courtesy and protocol are thereby
s inpl i f ied and form the basis  for  an ef fect ive work ing
re lat ionship between Auxi l iar is ts  and the i r  Coast  Guard
counterparts.

B.  SALUTING.

1.  Salut ing is  not  usual ty  the custom. However ,  there are
condit ions under which rendering or returning a salute may be
appropriate. when out of doors and in uniform the hat is
a lways worn.  In  mi l i tary  terms,  the member is  r rcovered.r l

When out of doors, in uniform and wearing a hat, the hand
salute is  usual ly  proper  under  the fo l lowing condi t ions:

a. Returning the salute rendered by a member of the
armed forces and giving an appropriate greeting.
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B. l - .  b .  fn i t ia t ing the sa lute wi th  a greet ing when meet ing
and recognizing members of the Armed Forces, who by
v i r tue of  rank or  pos i t ion are ent i t led to  such
recogni t ion.

c .  Render ing the sa lute to  the pass ing uncased nat ional
f lag dur ing a parade,  rev iew or  s i rn i lar  ceremonia l
occasion.  When the nat ional  co lors  are cased no sa lute
i s  g i ven .

d. Saluting whenever and wherever the National Anthern is
p layed.  The person render ing the sa lute wi l l  face the
nat ional  f lag or  face the rnus ic  i f  the f lag is  not
d i sp layed .

e.  Salut ing dur ing the morning or  evening ceremonies of
hois t ing or  lower ing the nat ional  f lag on board sh ip or
a t  a  n i l i t a r y  i ns ta l l a t i on .

f .  Salut ing is  observed when board ing or  leav ing a
mi l i tary  vessel .  Each person in  uni for rn coming aboard or
Ieaving a ship of the Armed Forces shall  upon reaching
the top of the ship's l-adder, stand at the gangr^ray -
where one crosses the gunwale, face and salute the
nat ional  ens ign at  the s tern s taf f ,  then sa lute the
Off icer  o f  the Deck (OOD) and say r rRequest  permiss ion to
come aboard,  S i r . r '  The OOD wi l - t  re turn the sa lute and
invite the person aboard. When leaving the ship a person
approaches the OOD, sa lutes,  and says:  r rRequest
perrn iss ion to  leave the sh ip,  s i r . r r  Af ter  the OOD has
returned your  sa lute and g iven permiss ion to  leave,  s tep
to the gangway, and as you cross the gunwale, turn and
salute in  the d i rect ion of  the nat ional  ens ign and then
proceed ashore. When a person in uniform is accompanied
by guests who are not, only the uniformed person renders
the salute and requests permission to board or leave the
vessel .  I t  is  not  necessary for  a  persons out  o f  un i form
to salute before coming aboard or leaving, however, they
must  request  pern iss ion.

2.  The hand salute is  correct ly  executed by ra is ing the
right hand smartly unti l  the t ip of the forefinger touches
the lower part of the headdress or forehead, above and
slightly to the right of the r ight eye, thumb and f ingers
extended and jo ined,  pa lm to the le f t ,  upper  arm hor izonta l ,
forearm inc l ined at  45 degrees,  hand and wr is t  s t ra ight .  At
the same time the head is turned toward the person saluted.
To complete the salute, Lhe arm is dropped to i ts normal side
posit ion and eyes are returned to the front. I t  is also
customary to exchange an appropriate greeting along with the
salute, such as rrgood morningrr or rrgood afternoon, sirrr when
address ing a senior  commiss ioned of f icer  o f  the Armed Forces.
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B. 3.  Some of  the more f requent ly  observed sa lut ing errors  are:
fa i l ing to  hold the posi t ion of  the sa lute unt i l  i t  is
returned by the person saluted; fai lure to l-ook at the person
or  co lors  being sa luted;  fa i lure to  assume the posi t ion of
attention when saluting; and fai lure to have the f ingers,
hand and arm in the proper posit ion for saluting as mentioned
in the preceding paragraph. Gross errors include, saluting
with a cigarette in the hand or mouth, saluting with the left
hand in a pocket or returning the salute in a casual manner.

4. There are ceremonial occasions when other forms of the
salute are proper .  For  example:

a.  I f  outdoors,  in  c iv i l ian at t i re ,  hrhenever  the p ledge
of  a l leg iance to  the f lag is  rec i ted;  when the nat ional
anthem is  be ing p layed;  or  when the nat ional  f lag is
pass ing,  be ing ra ised or  lowered a person sa lutes by
plac ing the r ight  hand over  the hear t .  Any nale c iv i l ian
headgear should be rernoved by the right hand and held
over the left shoulder, the r ight hand again over the
heart

b. When indoors , and the f lag is presented and/or the
nat ional  anthem is  p layed,  a I I  should s tand at  a t tent ion.
When the Pledge of  A l leg iance is  g iven,  a l l ,  in  un i form
or nat shquld plaee t@the heart.

C.  FLAG ETIOUETTE.

1.  Div is ion of f icers are pr imar i ly  concerned wi th  those
rules of f lag etiquette that pertain to display of the
nat ional  ens ign at  meet ings and soc ia l  events.  The f lag is
often referred to by other names such as color, ensj-gn and
standard. Regardless of name, i t  is important that i t  always
be properly displayed so as not to commit a breach of
protocol .

2 .  In  a meet ing room, when d isp layed f la t  behind the
speaker 's  podium or  d iv is ion capta in 's  tab le,  the f lag should
be placed above and behind the speaker with the union
uppermost and to the f lags own right, that is, to the
aud i -ence ' s  l e f t .

3 .  When d isp layed f ron a s taf f
nat ional  f lag wi l l  be accorded a
prominence over any other f lag
It is the only f lag that nay be
r ight  o f  the speaker 's  podium or

in the meeting roorn the
posi t ion of  super ior

displayed in the same room.
displayed behind and to the

d iv i s ion  cap ta in ' s  t ab le ,  i n
other words, on the  le f t  o f  the audience.  AI I  o ther  f lags,
inc lud ing the Auxi l iary  ens ign,  d isp layed in  the same room
wi l l  be p laced on the speaker 's  le f t  and to  the audience 's
r ight .
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C .

D .

4 .  When  the  p ledge  o f  a l l eg iance  i s  g i ven  a I I  pe rsons  i n
at tendance,  whether  in  un i form or  not ,  face the f lag and
place the i r  r ight  hand over  the i r  hear t  unt i l  the p ledge is
cornpleted.

INyJTAIIIANS-

1.  For  most  d iv is ion soc ia l  funct ions inv i ta t ions are issued
by the d iv is ion capta in and two d i f ferent  bas ic  formats are
usual ly  used.  The format  se lected should be that  rnost  su i ted
to the speci f ic  funct ion and the ind iv idual  inv i ted.
Normal ly ,  formal  inv i ta t ions,  e i ther  pr in ted or  hand wr i t ten,
should be used for  change of  watch banquets,  awards banquets,
formal  d inners,  and ceremonia l  occasions"  A less formal
sty le  of  inv i ta t ion format  may be used for  such events as
in fo rma l  d inne r  mee t ings ,  rendezvous ,  p i cn i cs ,  e t c .

2.  One type of  inv i ta t ion is  sent  to  those persons inv i ted to
a function who are not expected to pay for the cost of the
event .  In  such case the inv i ta t ion should read,  t t l t  is  our
p leasure to  extend an inv i ta t ion to  you and your  spouse (or
t tyou and your  guestr r )  to  at tend our  Change of  Watch Banquet
as our  guests  .  r r  The inv i tee wi l l  assume that  payment  for
the meals  wi l l  not  be requi red.

3.  Another  type of  inv i ta t ion is  sent  to  persons to  be
inv i ted to  a funct ion for  which the d iv is ion cannot  af ford to
pay and for  which the inv i tee is  expected to  def ray the cost .
In  these s i tuat ions the inv i ta t ion should read:  r r l t  is  our
p leasure to  ask you and your  spouse (or  "you and your  guestr r )
to  jo in  us at  our  Change of  Watch.  .  . r r  Inc lude wi th in  the
inv i ta t ion a reservat ion form ref lect ing the cost  o f  the
event and address to which a reply and remittance can be
made .

4.  Regard less of  the format  of  an inv i ta t ion,  cour tesy to
the person inv i ted should ensure prov is ion of  deta i ls
regard ing the act iv i ty  for  which the inv i ta t ion is  extended.
This  inc ludes speci f ic  in fornat ion regard ing the p1ace,  date,
and t ime of  the event ;  guests  which the inv i tee may br ing;
whether  the inv i tee wi I I  have a par t ic ipat ing ro le  in  the
program; and the prescr ibed uni form and c iv i l ian at t i re  to  be
r"orn.  I t  is  the d iv is ion capta in who prescr ibes and
announces the uni form,  consis tent  wi th  d is t r ic t  po l icy ,  for
d iv is ion sponsored funct ions.  In  making th is  se lect ion,  the
uni form most  widely  avai lab le for  wear  by a najor i ty  o f  those
at tending the funct ion should be considered.  For  example,
the preferred uniform for formal occasions rnight be Dinner
Dress Blue or Dinner Dress Blue Alpha rather than the Dinner
Dress BIue Jacket ,  especia l ly ,  i f  on ly  a few d iv is ion members
own a dress jacket .
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D . 5.  I f  i t  is  impor tant  for  p lanning purposes to  know how many
inv i ted persons and the i r  guests  wi l l  be present  for  a
funct ion,  i -nv i ta t ions should inc lude the request  for  an
r rR .S .V .P r r ,  (ac ronyn  fo r  a  F rench  te rm nean ing  r r rep l y ,  i f  you
p lease r ! .  )  When  R .S .V .P .  i s  used ,  t he  i nv i t a t i on  shou ld
include the phone number and address of the person to whom a
reply  is  to  be made and the date a rep ly  is  expected.
Persons  who  rece i ve  an  i nv i t a t i on  w i th  an  R .S .V .P .
requirement are obligated to respond whether they are
accept ing or  dec l in ing s ince fa i lure to  do so rn ight  p lace the
host  member or  un i t  in  an embarrass ing posi t ion.

6.  More senior  inv i ted guests  requi re more advance not ice to
prepare a schedule.  I f  the inv i ta t ion is  to  a senior  Coast
Guard Of f icer  or  a  Nat ional  representat ive of  the Auxi l iary ,
i t  has a bet ter  chance of  be ing accepted i f  i t  is  received at
least  e ight  weeks ahead.

DUTIES OF THE HOST.

1 .  Norma l l y ,  t he  d i v i s i on  cap ta in  i s  t he  hos t  f o r  d i v i s i on
sponsored soc ia l  and ceremonia l  funct ions and responsib le for
the recept ion and wel l  be ing of  inv i ted guests .  In  many
cases i t  may not  be poss ib le  for  the d iv is ion capta in to
personal ly  look af ter  the needs of  each ind iv idual  guest .  I f
such is  the case,  the past  d iv is ion capta in,  or  another
member of  the d iv is ion board or  d iv is ion s taf f  can be
appointed to act as an rraiderr to an important guest or groups
of  guests .  The d iv is ion capta in is  expected to  arr ive for
the event prior to the guests in order to be on hand to greet
them. Both the host  and r ra iderr  should make cer ta in  that  the
guests are made welcome and are introduced to board and staff
members as soon as poss ib le .

2.  The secret  o f  be ing a grac ious host  is  to  p lan ahead for
the p leasure and comfor t  o f  inv i ted guests .  The fo l lowing
act ions in  p lanning more formal  events such as the d iv is ion
change of  watch,  awards ceremony,  where d inners are served,
should be considered by the d iv is ion capta in:

a.  Issue inv i ta t ions and announcements wel l  in  advance
of  the event  to  a l low guests t i rne to  rep ly .  Be sure and
state t i rne,  date,  Iocat ion,  and dress requi renents in  the
inv i ta t ion or  announcement .  Cost  should be s tated for
guests expected to pay.

b.  Have a prepared agenda for  the event  that  c lear ly
spel ls  out  requi red responsib i l i t ies for  those involved
in the program and issue a copy to  each par t ic ipant .

E .
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E. 2.  c .  Have a seat ing p lan for  the head tab le and other
tables to take care of attendees and guests with someone
appointed to handle the seating arrangements. A chart
posted outside the dining area showing table numbers,
Iocat ions and seat ing ass ignments can be helpfu l ,
especia l ly  for  large af fa i rs .  By number ing tab les and
plac ing a tab le number on each at tendees d in ing t icket ,
seating arrangements can be expedited.

d.  P lace name cards at  the head tab le and honors tab les
so guests wil l  know which seat they are expected to
occupy.

e.  I f  a t tendees are seated at  tab les by f lo t i l la ,  make
cer ta in  that  f lo t i l la  commanders and v ice f lo t i l la
commanders are seated with their units. I f  attendees of
d i f ferent  f lo t i l las  are seated together  at  tab les,  avoid
plac ing f lo t i l la  commanders and v ice f lo t i l la  commanders
together at the same tables.

f .  Have a p lace for  a t tendees to  p lace the i r  coats  and
ha ts .

g.  I f  d inner  t ickets  are used,  have a p lan for  issu ing
them to attendees and guests upon arrival.

h. Have a printed program for the affair for the use of
each attendee and guest.

i .  I f  refreshments are served prior to the meal be sure
that guests are served, i f  they so desire. A good host
wiI l  usually purchase the f irst round of refreshments for
the senior invited guest and spouse short ly after they
a r r i ve .

j .  Check to see that a speaker podiun, audio equipment,
etc. for the use of program part icipants are in place and
in work ing condi t ion.

k. Have a person present to handle the sale of dinner
t ickets and take care of any immediate cash expenditures.
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F . FORMAL FUNCIIONS.

1.  Div is ion capta ins usual ly  have the job of  pres id ing at
formal social and ceremonial functions sponsored by the
div is ion,  and at  t imes may be inv i ted to  at tend s in i tar
functions given by other Auxil iary units or outside
organizat ions.  These formar act iv i t ies incrude changes of
watch, changes of command, dinners, award banquets,
luncheons,  and at  t imes,  soc ia l  a f fa i rs  in  a personrs home.
on those occasions where one is a guest, i t  is customary to
personally greet the host and hostess as soon as possible
af ter  ar r iv ing.  At  the conclus ion of  the funct ion i t  is  a lso
common courtesy to again personally express appreciation to
the host and hostess for being invited, before depart ing.
When a senior  o f f icer  is  present  such as the d is t r ic t
commodore or distr ict commander, i t  is considered proper to
delay leaving unti l  they have paid respects and departed.
When a senior off icer, such as the distr ict commodore or
distr ict commander arrives and their presence is announced,
it  is customary to stand brief ly out of courtesy.

2.  At  funct ions where a receiv ing l ine has been establ ished
and the t ime for  beginning th is  act iv i ty  has been speci f ied,
i t  is courteous to be present and proceed through the l ine
dt, or irnmediately after the start ing t ime indicated. When
passing through the l ine i t  is considered discourteous to
carry  food,  beverage,  c igaret te ,  e tc .  I t  is  a lso customary
to l imi t  one 's  conversat ion wi th  persons in  the receiv ing
Iine, so other people passing through the l ine wil l  not have
to wai t .  Ind iv iduals  enter ing the l ine,  s tate the i r  name
dist inct ly  to  the f i rs t  o f f ic ia l  member of  the t ine,  usual ly
the person act ing as an a ide.  This  enables each person
passing through the t ine to be properly introduced to each
member of  the of f ic ia l  par ty .

INTRODUCTION OF GUESTS.

1. When guests are introduced, i t  is important that their
names and t i t les be correctly stated. Lengthy introductions
should be avoided as they might be embarrassing to a guest or
speaker, especial ly i f  they already know most of the other
people present .  Except  for  the pr inc ipa l  speaker ,  or  a
dist inguished guest, the only requirement for introduction is
name and t i t le. With respect to the principal speaker or an
honored guest ,  on ly  a br ie f  resume of  the i r  exper ience,
achievements and qual i f icat ions is  necessary.  In  no case,
should the introduction be longer than the speech.

G .
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H. SEATING OF GUESTS.

1.  The seat ing of  guests  at  a  s t ructured d iv is ion soc ia l  or
ceremonial function is perhaps one of the least understood
responsib i l i t ies of  the d iv is ion capta in.  Of  greatest
concern is the proper procedure for seating guests at a head
table. The nurnber of guests to be seated at the head table
should not exceed the total number of attendees at other
tab les.  For  a d iv is ion af fa i r ,  such as a Change of  Watch
Dinner or an Awards Banquet i t  is recommended that the
maximum number of guests seated at the head table be l imited
to  ten  (10 ) .  These  wou ld  no rma l l y  i nc lude  the  d i v i s i on
capta in and spouse,  and e ight  o f  the most  d is t inguished
invited guests and their spouses. If  there are more than
th is  number of  inv i ted guests ,  such as past  d iv is ion
cap ta ins ,  o f f i ce rs  o f  l oca l  Coas t  Guard  un i t s ,  c i v i l i an
digni tar ies,  e tc .  they may be seated at  honors tab les located
on the main f loor  d i rect ly  in  f ront  o f  the head tab le.

2 .  D i v i s ion  f i nanc ia l  cons ide ra t i ons  w i I I  usua l l y  de te rm ine
how many of non-paying guests are to be invited. Among those
who might  be considered as guests  for  a  d iv is ion funct ion
are,  the d is t r ic t  commodore and/or  the d is t r ic t  v ice
commodore;  the d is t r ic t  d i rector  and/or  the ass is tant
d is t r ic t  d i rector ;  the d is t r ic t  rear  commodore of  the area in
which the d iv is i -on is  located,  and the commanders of  local
Coast  Guard orgranizat ions.  At  t imes,  the ch ief  o f  the
dis t r ic t  boat ing safety  d iv is ion and a specia l  guest  speaker
may be included among honored guests.

3.  The seat ing of  guests  at  the head tab le is  made
re lat ive ly  easy i f  an at tempt  is  made to fo l low protocol  and
precedence.  The preferred arrangement  for  a  d iv is ion
function is to t 'mix and matchtr guests and their spouses when
developing the seat ing p lan.  This  permi ts  persons at  the
head table to meet, talk and becone better acquainted. An
acceptable a l ternat ive is  to  seat  guests  and the i r  spouses
together  next  to  other  couples at  the tab le.  Regard less,  the
div is ion capta in usual ly  occupies the center  seat  a t  the
table wi th  d is t inguished guests  and the i r  spouses seated,
a l ternate ly  r ight  and le f t  on each s ide,  fo l lowing precedence
of rank and/or posit ion. Under the provisions of protocol,
spouses are treated with status comparable to that accorded
the guest with then. To avoid the seating of a lady at the
end of  a  head tab le i t  is  permiss ib le  to  seat  two lad ies next
to each other, regardless of seating arrangement used.
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H . 4.  I t  is  easy to  determine the precedence of  mi l i tary
of f icers s ince they have formal  rank.  The Auxi l iary  does not
have rank ident i f icat ion and does not  permi . t  a  t i t le ,  except
for distr ict commodores and commodores above distr ict leve1
(present  and past ) .  However ,  th is  does not  cause a problern,
s ince accepted procedure is  to  seat  Auxi l iary  of f icers by
precedence accord ing to  l -evel  o f  o f f ice held.  For  example,
the distr ict commodore has precedence over the vice
commodore,  rear  commodore,  and d iv is ion capta ins.  The senior
inv i ted guest  wi l l  a lways be g iven a seat  o f  honor  to  the
r ight  o f  the Div is ion Capta in.  Dis t r ic t  commanders are not
usual ly  inv i ted to  d iv is ion funct ions due to  the i r  numerous
other commitments. When they cannot be present, they are
normal ly  represented by the d is t r ic t  d i rector  or  o ther  Coast
Guard commiss ioned of f icer .  The d is t r ic t  commander,  when
present ,  or  the designated representat ive,  is  usual ly  seated
to the immediate r ight  o f  the d iv is ion capta in.  I f  the
distr ict commander or a designated representative is not
p resen t ,  t he  d i s t r i c t  d i rec to r ,  o t  ass i s tan t  d i s t r i c t
d i rector ,  ds of f ic ia l  representat ive of  the commander
occupies th is  pos i t ion.  When the d is t r ic t  commander,
des ignated representat ive,  or  d is t r ic t  d i rector  is  not
present ,  the d is t r ic t  commodore is  seated to  the r ight  o f  the
div is ion capta in,  o therwise the d is t r ic t  commodore is  seated
to the immediate le f t  o f  the d iv is ion capta in.  When present ,
the d i rector  wi I I  a lways be seated at  the head tab le even i f
o ther  Coast  Guard Of f icers of  h igher  rank are present .  Other
inv i ted Coast  Guard commiss ioned of f icers and pet ty  of f icers
commanding local  un i ts  wi I I  be seated at  honors tab les,
unless they have been inv i ted to  f i I I  the ro le  of  guest
speaker .  Honors then cont inue le f t  and r ight  o f  the host  in
turn unt i l  a l l  guests  and the i r  spouses are seated.

5.  Samp1e seat ing arrangements for  the head tab le at  a
Div is ion Change of  Watch Dinner ,  are shown in  F igure L below,
both for rrmix and matchrr seating and for the seating of
guests  as couples.  In  the examples,  some lad ies are seated
next to each other to avoid placing then at the end of the
tab le .
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(s4  )  ( s3  )  (G4  )

tt l

HEAD TABLE
SEATING BY IIMIX AND MATCHII

(Table Front)

( c l )
I

(  DcP)
I

(s2)
I

(c4 )
I

(s4 )
I

HEAD TABLE
SEATING BY COUPLES

(Table Front)

SEATING KEY:

DCP = Div is ion Capta in
SDCP : Spouse of DCP
cl- = Distr ict Director or Assistant
51 : Spouse of DIRAUX
c2 : Distr ict Commodore
32 : Spouse of DCO
c3 = Distr ict Vice Commodore
53 : Spouse of VCO
G4 = Rear Commodore (Area)
54 = Spouse of RCO

Figure L. Sample Seating for a Head Table

H. 6. For a Di-vision Change of Watch Dinner involving both
outgoing and inconing division captains, the seating of both
at the head table is not necessary, although both nay play a
role in the program. If  the function is scheduled during the
month of December the outgoing division captain wil l  preside
as the host. I f  the function takes place after 3l- December,
when the newly elected division captain has assumed off ice,
the new division captain would preside. This would apply,
regardless of whether the new DCP had been ceremoniously
inducted. rn either case, i f  there is insuff icient room at
the head table for both the outgoing and incoming division
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H. 6.  (Cont 'd)  capta ins to  be seated,  that  ind iv idual  not
serving as host may be seated at an honors table. Should
flot i l la and individual awards be given out for the past
year's performance, ds a courtesy, the innediate past
Division Captain should be invited to make the presentations.

I. SPEAKING ORDER FOR GUESTS.

1. When a number of dist inguished invited guests are seated
at the head table or present at honors tables and the program
includes remarks from each the question arises as to the
order in which each should speak. A special guest may be
invited to address a specif ic subject and is usually accorded
a special place on the program before remarks are made by
other guests. The precedence for speaking by dist inguished
guests at the head or honors tables is usually perforned in
an ascending order according to posit ion of rank or off ice
( low to h igh) .  I f  both the d is t r ic t  commodore and the
distr ict director are present, the distr ict comrnodore would
speak next to last and the director would speak last. For
those ceremonial occasions where it  nay be desirable for the
distr ict commodore to speak Iast, upon request the distr ict
d i rector  wi I I  usual ly  agree to  such change.  The fo l lowing is
a suggested speaking order for remarks by invited guests at a
d iv is ion funct ion:

a.  Specia l  Guests -  Local  Mayor ,  e tc .

b. Irnmediate Past Distr ict Commodore

c.  Dis t r ic t  Rear  Commodore(s)

d. Distr ict Vice Commodore

e. Distr ict Commodore

f .  Dis t r ic t  Di rector  o f  Auxi l iary  or  representat ive

q. Distr ict Commander or representative i f  not the
DIRAUX.
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Chapter  4. LEADERSHIP

A.  In t roduct ion.

1.  Leadership nay be def ined as the abi l i ty  to  in f luence the
behavior  o f  o thers.  At  Div is ion level  leadership can be a
rewarding and sat is fy ing exper ience.  The d iv is ion capta in
occupies a pos i t ion that  can chal lenge abi l i ty  and reward
accompt ishment .  However ,  leadership in  the d iv is ion can
place a great  demand on the ind iv idual 's  t ine.  I t  requi res
wi f f ingness to  assume ser ious responsib i l i t ies for  p lanning,
organiz ing,  and d i rect ing the act iv i t ies of  personnel  and
units. Working with other motivated volunteers as a team
leader  can be a grat i fy ing exper ience.  On the other  hand,
Ieading a vo lunt -er  group can a lso have i ts  drawbacks.  Being
elected division captain does not guarantee automatic success
or ensure that al l  members of the board and staff wiII  work
in harmony with each other or with the leader selected
leader .

2.  In  the Auxi l iary ,  dS in  most  vo lunteer  groups,  Do
ult imate authority exists to demand performance from members.
For this reason the leader must depend upon personal
at t r ibutes,  persuasion,  and the abi t i ty  to  work in  harmony
wi th other  members of  the board,  the s taf f ,  and f lo t i l la
members to  enjoy success.  Div is ion capta ins who habi tua l ly
use ef f  ective rrhunan relationsrt, and are concerned about the
impressions their personal actions have make on other people

\^ I i l t  usual ly  en joy the best  chance of  success.

3.  The d iv is ion capta in is  not  on ly  a person in  whom the
rnembers have placed their trust, but one who represents the
Auxi l iary ,  Coast  Guard and the government  as wel l .  Unl ike
the n i l i lary  leader  who is  ass igned to a pos i t ion and
per iod icaf fy  ra ted on per formance by super iors f  lhe d iv is ion
iapta in is  honored by se lect ion and then unof f ic ia l ly  judged

by the members of the division board, the staff and other
fe l tow members.  The k ind of  leadership l t imagerr  created may
weI I  in f luence the DCPrs abi l i ty  to  lead.  An ef fect ive
Ieader is expected to direct and supervise functional
ac t i v i t i es  o f  ass igned  f l o t i l l as ,  w i th in  po l i cy  gu ide l i nes
provided, and with the personnel and equipment available.
Sound leadership requires the proper use of al l  resources.
This includes the abil i ty to work with people who may have
di f ferent  economic,  cu l tura l ,  soc ia l  and educat ional
backgrounds.  For  th is  reason,  be ing able to  work
harrnoniously with other people - to successful ly manage human
resources is  an essent ia l  a t t r ibute.

4 - L



B. Leadership Processes.

1.  As a d iv is ion capta in you cannot  be cer ta in  of  u l t imate
success, but there are some things you can do that wil l  go a
Iong way toward making your job easier and ensure a better
chance of  a  pos i t ive outcome.  Soon af ter  e lect ion to  of f ice
you should appoint a strong staff.  This should be a group
you can work with and those who wiII support your program.
It is helpful to get input from the Vice Captain when making
your selections. Remember, the VCP wil l  be acting as your
chief  o f  s taf f  and work ing c losely  wi th  those you se lect .  In
naking staff selections be sure to pick people who have a
ta lent  for  work ing wi th  and re la t ing to  other  people.  A lso
be certain they have communications ski l ls, professional
exper ience and the abi l i ty  to  learn the i r  dut ies.  p ick only
the most  mot ivated and qual i f ied people.  Fr iends are f ine,
but  not  a l l  f r iends are necessar i ly  competent .  I f  they do
not  meet  the se lect ion cr i ter ia ,  they should not  be
appointed. It  is better to send them a letter of
appreciation for applying and regrets over not being able to
appoint them than to put them in a posit ion knowing they wiII
not perform.

2. After appointing the staff,  meet with thern and have the
Vice Captain present. Let them know how you plan to operate
and what you expect of them. They should understand their
re la t ionship to  the v ice capta in,  the d iv is ion 's  ch ief  o f
s taf f .  I t  must  a lso be understood that  you wi I I  fu l ly
support the VCP. Go over your proposed annual prograrn and
seek their comments and ideas. Program planning needs to
include more than just AMOS objectives, although their
achievement may make things easier. Planning should extend
beyond numerical goals and address specif ic areas requir ing
attention. Rernember, that the division is the coordinating
element  for  ass igned f lo t i l las  and responsib le for  the
functional supervision of nission areas and much of the
t ra in ing of  f lo t i l la  members.  Bear  in  mind,  that  even though
the VCP manages the staff,  the division captain, by virtue of
posi t ion,  is  s t i l l  in  charge and responsib le for  put t ing
together the division program. How well the leader
communicates intended plans and objectives to the board and
staff may weII determine the success or fai lure of the
program.

3. It  is important that the division staff understand to
whom they must report. Staff off icers can't be expected to
have two bosses. Normally, i t  is the vice captain who
exercises direct staff supervision. This procedure releases
the leader to perform other duties and activit ies, including
tine for decision naking. The division staff works to
implement the division program. ff  a staff member fai ls to
meet desired performance standards they should be replaced.
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B. 4.  Div is ion leaders are e lected,  an act  which in  i tse l f
conveys a message of rrauthority." Good adrninistration
requires that the leader consult with, l isten to, and seek
the advice of  the d iv is ion board and d iv is ion s taf f .  Af ter
the leader has consulted and made a decision, i t  then becomes
the duty of each member of the board and staff to abide by
and give complete support to the decision. Division captains
are entit led to this support since they bear the ult imate
responsib i l i ty  for  the decis ions they make.  In  reaching a
decision, however, the division captain rnust be careful not
to use the ttr ight of authorityrt as an excuse to perform in an
autocratic or inf lexible manner. In a volunteer organization
leaders seldom achieve results when they order or demand
performance frorn the management team. Better results are
achieved by having a good p lan,  o f fer ing va l id  ideas,  and
expla in ing a need.  I t  a lso helps i f  the leader  ref lects
knowledge and professionalism in contacts with board and
staf f  members.

Hurnan Relat ions Ski l ls .

1 .  The successfu l  d iv is ion capta in wi t t  use human re lat ions
skil ls to work effectively and develop a cooperative spir i t
among members of the management team. Being able to
communicate effectively with people creates an atmosphere of
approval and security, in which subordinates feel free to
express themselves without fear of censure or r idicule. Good
relations with the DCP encourages them to part icipate in
planning and accornplishing the their assigned duties.
Division captains must be sensit ive to the needs and
motivations of others so they can judge the reactions to, and
the outcome of, planned actions. As leaders they must be in
tune with the expectations, goals, and feelings of the
division management team.

Authority and Responsibi l i ty.

1 .  The d iv is ion is  a  more cornplex and d ivers i f ied
organization by virtue of being assigned a number of separate
flot i l las and therefore manages a variety of tasks. For this
reason, there exists a greater need for the coordination of
functions at this level. This requires a cornpetent staff
e f for t .  However ,  the f ina l  responsib i l i ty  for  d iv is ion
success or  fa i lure rests  upon the d iv is ion capta in.

2. Because of physical l initat ions it  is irnpossible for the
division captains to personally take care of everything that
needs to be done. Therefore, ES leaders they must delegate
authority to others to act for thern. I t  is a f irm principle
of good management that whenever responsibit i ty is delegated,
authority commensurate with the responsibi l i ty is also
delegated. Authority at division level includes the right to

c .

D .
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D . 2-  (cont 'd)  make decis ions that  are b ind ing upon ass igned
f lo t i l las .  Therefore,  I ines of  author i ty  shouta be as
def in i te  and d i rect  as poss ib le .  More problerns ar ise and
more people are d issat is f ied wi th  the i r  pos i t ions because of
confl ict ing authority or lack of authority than for any other
reason. The division captain who can deregate authority must
be witr ing to support the decisions of those to whom this
authority has been granted.

FoI low-up "

1.  once the d iv is ion capta in has appointed and br ie fed the
staf f  on the i r  dut ies and furn ished them wi th the deta i ls  o f
the annual  program of  act iv i t ies,  o ther  for row-up act ions are
requi red.  A reader  must  re f lect  enthusiasm and in terest  in
the outcome of the program throughout the year. periodic
meet ings wi th  each staf f  o f f icer  and wi th  the s taf f  as a
group shourd be scheduled by the leader  to  of fer  ass is tance
and  to  assess  p rog ress .  V i s i t s  t o  f t o t i r l as  can  be  use fu r  i n
determin ing how ef fect ive ly  the s taf f  is  work ing.  Keep in
mind that  whi le  some staf f  o f f , icers can vrork wi th  min imum
superv is ion,  o thers wi th  ress exper ience might  requi re c loser
superv is ion and suppor t .  r t  is  per fect ry  acceptable for  the
leader  and the s taf f  d iscuss the i r  problems and f rust rat ions.
when the d iv is ion capta in is  serdom seen or  heard,  i t  s ignars
a lack of  - in terest  to  the workers.  Good d iv is ion }eaders
frequently meet with members of the board and staff and
per iod ica l ly  v is i t  un i ts  to  determine the progress of
Auxi l iary  and d iv is ion sponsored programs and act iv i t ies.

2.  The genera l  management  responsib i r i t ies for  the d iv is ion
cap ta in  w i l l  usua l l y  i nc lude  the  fo l l ow ing :

a.  P lanning.  The process of  ident i fy ing the miss ion
requi rements ass igned to the d iv is ion,  the funct ional
areas involved,  and procedures for  n iss ion
accompl ishment .  In  p lanning the DCP should:

( 4
( 5
( 6
( 7

Recogni -ze the need for  a  d iv is ion program.
Recognize problems that  n ight  need solv ing.
Gather  in format ion regard ing miss ion
requi rements.
Gather  in format ion on resources avai lab le.
Get  input  f rom board and staf f .
Analyze in format ion and data co l lected.
Develop a program to meet  d iv is ion goals .
Get  board and staf f  approval .
Activate and publish the planned program.

)  Evaluate the f in ished program -  wi l l  i t  work ?

( 8 )

E .

(1
(2
(3

)
)

(e )
(10
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E. 2.  b .  Organiz ing.  The process of  gather ing a l l  resources
available for implementation of the planned program such
as personnel ,  fac i l i t ies,  suppl ies and equiprnent .

c .  Staf f ing.  Making cer ta in  that  qual i f ied people are
appointed to staff posit ions to irnplement provisions of
the planned program and make it  work.

d.  Di rect ing.  Checking to  make cer ta in  that  the
div is ion board and staf f ,  and f lo t i l las ,  understand
purposes of the division program and their roles in the
atLainment  of  program object ives.

e.  Coord inat ing.  Ensur ing that  d iv is ion s taf f  o f f icers
coord inate the act iv i t ies wi th in  the i r  funct ional  areas
with other staff members and with unit counterparts to
achieve object ives set  for th  in  the d iv is ion progran-

f .  Repor t ing.  Adopt ing measures to  ensure that  f lo t i l la
commanders,  and staf f  o f f icers at  d iv is ion and f lo t i l la
level properly report data for use in tracking progress
in the at ta inment  of  d iv is ion and f lo t i l la  miss ion
ob jec t i ves .

q.  Budget ing.  The rnoni tor ing of  f isca l  act iv i t ies in
the division and its units to rnake certain that sound
monetary pol ic ies and pract ices are carr ied out-  This
enta i ls  the gather ing of  f inancia l  in format ion,
preparation of an annual budget, and the annual audit of
f unds .

Leadership Sty le .

1. There are three leadership styles rnost commonly used by
ef fect ive leaders that  d iv is ion capta ins rn ight  consider .  Not
a l l  are necessar i ly  des i rab le for  use when work ing wi th  a
volunteer  group.  However ,  d iv is ion leaders should be
fanil iar with the advantages and disadvantages of these
before adopting a style of their ohln -

a.  The f  i rs t  s ty1e,  re f  er red to  as ' rdemocrat icr r ,

involves the leader directly as a part icipating player in
act iv i t ies of  the d iv is ion.  Those who choose th is  forn
of leadership are usually more team oriented and take a
more active rrhands onrr role with respect to duties
relegated to the board and staff.  Leaders who fol low
this style are general ly perceived as interested in
resul ts ,  wi l l ing to  lend a hand,  and to  being involved-
This style usually works well when dealing with
Auxil iai ists. The weakness in using this style might be
your involvement to the extent that other members might
Iose in i t ia t ive to  par t ic ipate fu l ly -

F .
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F . l - .  b .  A second sty le ,  o f ten referred to  as r tautocrat ic f r ,  is
a favorite of those readers who prefer to do everything
themselves. The leader who practices this style lnay oe
reluctant to delegate authority, or may feer that others
are incompetent  or  unwi l l ing to  do the job.  This  s ing le
handed approach involves the leader in every step of the
task and seldom gets the job done. Extensive use of this
rnethod at division level could create hosti l i ty among
board and staff members. Leaders who adopt this approach
are of ten se l f  centered,  aggress ive,  and in f lex ib le .
They may make irnpulsive and unwise decisions without
seeking input from others. This styte rnight work with a
ni l i tary  group,  but  i t  is  a  poor  choice for  the
management of unpaid volunteers.

c .  The th i rd  s ty le ,  termed r r la issez fa i re i l ,  a  French
word which roughly  t rans lated means r t leave a lonet t .  Th is
is a hands off approach fol lowed by some leaders that
resul ts  in  min inum par t ic ipat ion in  group act iv i t ies and
l i t t te  in terest  in  resul ts .  Those us ing th is  s ty le  tend
to withdraw from the scene and aLlow others to perform
wi th min imum di rect ion and superv is ion.  Obviously ,  th is
management style may not be suitable for a volunteer
organizat ion where teamwork is  essent ia l .  The use of
this nethod could resurt in improper direction of effort,
and confusion among part icipants regarding their duties
and extent of authority.

2 .  Obviously ,  the denocrat ic  s ty le  for  the leader  of  an
Auxi l iary  d iv is ion is  preferable,  and succeeds best  i f  the
leader  employs good human re lat ions in  i ts  pract ice.
However, there night be t imes when the other two styles could
be used in  a par t icutar  s i tuat ion.  Volunteers do l ike to
feel that the leader is interested in what they are doing,
but they also enjoy the privi lege of working with a degree of
independence. This would be true for a division captain
working with the board and staff.  There are occasions when
it is appropriate for the leader to step in and rf lend a
hand'r. There are also t imes when the Leader may be required
to adopt a f irm and unyielding posit ion in resolving a
problem. Fina1ly, the l-eader may wish to gi-ve assistance and
withdraw from the scene once the job gets underway.

Oual i t ies of  a  Good Leader .

1. Division captains should always remember that they are
working for the member and that the division organization
exists to serve assigned f lot i l las and the rnembership. rn an
Auxil iary organization, the leader deals with people and
they,  not  the organizat ion,  get  the job done.  The d iv is ion
exists primarity to coordinate and properly channel the
efforts of volunteer members toward the accomplishnent of

G .
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c.  1- .  (Cont 'd)  po l ic ies and object ives set  for th  in  the
Auxi l iary  Manual .  The miss ion of  the Auxi l iary  is  r r to  ass is t
the Coast Guardtr and in so doing, rrserve the boating publicrr.
The fo l lowing qual i t ies are essent ia l  for  successfu l  d iv is ion
leaders.  They must :

a. Lead by example and put personal ego aside.

b. Be enthusiastic and have a rt lde can dorr att i tude.

c.  P lan ahead for  the fu ture.

d.  Tra in to  be profess ional ly  knowledgeable.

e.  Be tact fu l ,  fa i r  and unbiased in  deal ing wi th  other
peop le .

f.  Be understanding of the weaknesses and fai lures of
others.

q.  Accept  the responsib i l i t ies of  leadership.

h.  Be f lex ib le  to  changing s i tuat ions.

i.  Be receptive to new ideas and procedures.

j.  Delegate authority and check on performance.

k. Be considerate and show appreciation.

I. Accept responsibi l i ty for things that go htrong.

m.  Make rat ional  and pract ica l  dec is ions.

n. Have a sense of humor and a pleasant personali ty.

o. Practice honesty and integrity above al- l  else.

4 - 7
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S T A F F  D I J T I  E S

Attached are sample appointment letters for division staff
o f f icers a long wi th  suggested s taf f  o f f icer  dut ies.
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DEPARTflENT OF TRANSPORTATION

UI{ITED STATTS C()AST GUARD AUXITIARY
{ a u T H o R t l E o  E Y  c o x G R E S S  ! t ! 9 1

T H E  C I Y I L I A N  C O M P O N E N T  O F  T H E  U . S .  C O A S T  G U A R D

(date  )
From:  D iv is ion  Capta ' in ,  D IV
To:

Subj:  Appointncnt as Div is ion I ' tember Trajning Staf f  0f f icer

l .  In  accordance w i th  the  app l icab le  p rov is ions  o f  the  U.  S .  Coast  Guard  Aux i ' l i a ry
l lanual ,  C0l , lOTINST i l l6790. l  (Ser ies),  I  hereby appoint  you as the Div is ion Member
Training Staf f  Off  icer for  the calendar year 19 _.

2 .  Your  du t ies  and respons ib i l i t i es ,  cons is ten t  w i th  the  prov is ions  o f  the  Aux i l ia ry
l , lanual ,  are as fo l  lows:

a .  Exerc ise  s ta f f  respons ' ib i l i t y  and superv is ion  over  a l l  mat te rs  per ta in inq  to
tbg Divis ion's Member Training Program, dnd keep the Div is ion Boar i l  informecl  of
al l  developments in the progrhm.

b .  Un less  o therw ise  d i rec ted ,  you  are  to  schedu le  qua l i f ied  Aux j l ' i a r i s ts  to
per fo rm spec ' i f iq  ac t i v i t ies  i4  your  a rea  o f  respons ib i l i t y .  The schedu le  must
inc lude a 'spec i f  i c  t ime and p la ie  fo r  the  ac t ' i v i t y .

c .  i la in ta in  c lose  l ia ison  w ' i th  the  D is t r i c t  and F lo t i l l a  l ' l e rnber  Tra in inq  Sta f f
Off icers in order .to. implement lhe menber .training pro.grams establish-ed fori
na t ionwide ,  D is t r i c t  w ide 'o r  D iv is ion  use  and to  encou iaqe ihcreased ac t iv i t v .  and
maintenance of  uni formlv hiqh standards.  Foster an interest  in enrol l i r io andmainlenance of upiform.ly .h.igh ^standards. ^ Foster..q.n ^intergsJ in .enroll i f ig qndmarn tenance o t  unr to rmly  n lqn  s tanoards .  fos te r  an  rn te res t  ln  enro l  l lnq  and
conrplet ing the Administ iat iv-e Procedures Course, AUXLAM and Auxi l iary Special ty
Courses.

d.  Coordinate and cooperate wi th the S0-VE and S0-PE to encouraqe more courtesv
examiner and instructor t ra in inq. Coordinate wi th the S0-0P to-ensure that al ' l
boat crew and air operations iraining js performed under Coast Guard patrol
orders.

e.  Forward to the FS0-l t lTs such methods, t ra in ing aids,  course mater ia ls,  or
other educat ional  tools orovided by l {at ional  or  the-Distr ict  or  develooed within
other Flot i  I  las whic l r  may have DiviSion-wide app' l icat ion.  Provide the DSO-l , lT wi th
a l l  such  i tems deve lopec l  w i th in  the  D iv is ion .

f .  l , la intain such records as may be required to ef fect ively discharge your
respons ib i l i t i es .

g .  Immedia te  superv isory  respons ib i l i t y  fo r  your  o f f i ce  i s  ves ted  in  the  VCP.
Cooperate wi th the VCP in every way to ensure that the Div is ion's l t lember Training
Prolram is ef fect ive' ly adminiStered.

h.  Upon expirat ion of  your term of of f ice,  or  when so directed by me, t , ransfer
al l  property and records of  the of f ice to your successor.

i .  Addi t ional  dut ies of  your of f ice include, but are not l imi ted t0,  the
attached.

3. I am pleased to have you as a member of my staff.

W
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SUGGESTED DIVISION MEMBER TRAINING STAFF OFFICER DUTTES

Attend a l l  rneet ings of  the Div is ion.  Give the Vice Capta in pr ior
notice when such attendance is not possible.

Whenever possible, attend Distr ict Board Meetings held in your
a rea .

Be prepared to assist with any workshops, workshops and training
sessions p lanned by the F lot i l las ,  par t icu lar ly  those for  the
t ra in ing of  e lected and staf f  o f f icers-

Be fami l iar  wi th  the contents  of  a l l  the var ious publ icat ions
that pertain to member training.

Take posit ive steps to ensure that the FSOs-MT in your Division
are wel I  t ra ined.  Conduct  workshops and/or  t ra in ing progran(s) ,
as may be necessary,  to  ensure that  Dis t r ic t  and Div is ion pol icy
is  fo l lowed in  your  program.

Init iate and maintain contact with the DSO-MT-

Be alert for any reports on problems with supplies fron the
Nat ional  Supply  Center  that  a f fect  your  area of  responsib i l i ty -
Bring these matters to the attention of the VCP and/or DCP.

Establ ish Member Tra in ing goals  and object ives for  your  Div is ion
along with the necessary plans required to achieve your goals.
you ihould develop goals that are measurable and maintain
periodic review of the progress toward them. Report progress to
Lne nivision Board at each neeting. A comparison should be made
w i th  l as t  yea r ' s  P rog ress .

As a Div is ion Staf f  Of f icer ,  You are a d i rect  representat ive of
the Div is ion Capta in,  and as such,  You are d i rected to  v is i t  and
communicate with the various FIoti I Ias as may be required to
ass is t  then.  As a cour tesy,  pr ior  coord inat ion of  any v is i ts  to
the uni ts  wi l l  be made wi th  the appl icable FCs.

prepare regular mail ings to the Floti l la Member Training Staff
Off icers. The frequency of such nail ing is to be that required
to pass down aIl information received from the Distr ict Member
Tra in ing Staf f  Of f icer .  A nai l ing should a lso be sent  as an
introduit ion, prior to the start of the year, with any
directions, procedures and reminders that may be necessary to
start new FSOs-MT off in the r ight direction. The purpose of
these mail ings is to ensure that communication down to the
Flot i l la  levet  is  rna inta i -ned.  When appropr ia te,  copies wi I I  be
provided to the DSO-MT and to the Division Board.

Prepare one or more art icles for each issue of the Division
pubiication, to pass inforrnation of a general nature or of wide
spread interest down to Floti l la mernbers within the Division.

t r1  ?
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With cooperation f rom the SO-IS, review the appropriate AUXI,IIS
data,  d t  least  quar ter ly ,  to  t rack the progress of  the Div is ion 's
Member Training Program. When a weakness is observed within a
Flot i l la ,  correspond wi th  the appropr ia te s taf f  o f f icer .  Request
advice on the nature of the problen and offer assistance. When
appropriate, prepare correspondence for the DCP or vcP to use in
requesting information from the Floti l Ia Commander on the
perceived problems.

Refrain from requesting inforrnation and data from the Floti l Ia
staf f  o f f icers that  is  co l lected by,  and avai lab le f rorn,  AUXMIS.
Such requests are counter productive, ds they turn the staff
off icers attention aviray from their prinary tasks to that of
dupl icate data co l lect ion.

Encourage and oversee an aggressive basic quali f ication program
for prospective rnernbers. This program should not be considered
complete until the member has conpleted the BQ portion AND the
Adninistrative Procedures Course examination.

Encourage and oversee the use of the AUXLAM Training Course. The
goal should be to have al l  Elected Off icers complete the course
before or  shor t ly  a f ter  the i r  e lect ions.

Encourage and oversee a viable, ongoing, Division Boat Crew
Training and Qualif ication Program. Coordinate with the SO-OP to
conduct Boat crew Training and Qualif ication events at the
Division Level when required to enhance the overal l  program.
When required to meet Floti l la needs for QEs, establish a plan to
ensure maximum uti l ization of the QEs available to perform
qual i f icat ion wi th in  the Div is ion.  Seek ass is tance f rom the Area
QE Coordinator when required.

Encourage and oversee a viable Specialty Course Training Program.
Assist, ds required, with the conduct of Division Specialty
Courses. Strive to attain new AUXOPs in each Floti l la every
yea r .

Coordinate with the Division Operations and Communications Staff
Off icers to ensure that proper Air/Surface/Comms training is
conducted so as to  obta in ef fect ive ut i l izat ion of  a l l  F lo t i l la
faci l i t ies. Ensure such training is performed under Coast Guard
Patrol orders.

In coordination with the Division Menber Resources Staff Off icer,
encourage a continuous program to retain the interest of members
through training activit ies to the end that aIl  Auxil iarists wiII
seek a higher level of knowledge in subjects relating to marine
safety and other areas. Promote the presentation of rr informalrf

member training sessions at each and every Floti l la meeting,
uti l izing IN-FLOTILLA TRAINING TOPICS, COIIDTINST ML6794.1-0 or
other such material as may be appropriate.

t r l  A
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Serve as the custodian of the Division naterial used for Member
Training. This includes projection equipment, sl ides, tapes and
movies.

Serve as the custodian of al l  member training examination
material issued to the Division. Establish and oversee a system
for administering and grading member training exams taken by
members of the Division.

Report in writ ing, at each Division Board meeting, on the
progress in the f ield of member training and on the status of the
Div is ion 's  Member Tra in ing Program.

Copies of al l  correspondence from you, when appropriate, are to
be provided to the DCP, VCP, and applicable DSOs (for matters
concern ing the i r  par t icu lar  area) .

E1- 5
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D jv js ' ion  Capta in

D E D I C A T E D  T O  P R O M O T I N G  R E C R E A T I O N A L  B O A T I N G  S A F E T Y

COMDTPUB P1 67 91 .  3

DEPARTXENT OF TRANSPORTATION

UNITED STATIS C(}AST GUARD AUXITIARY
t a u T H o R t z E o  8 Y  C o x 6 R E S S  t t l 9 l

T H E  C I V ! L I A N  C O M P O N E N T  O F  T H E  U . S .  C O A S T  G U A R D

(date)

From:
To:

Sub j :  Appo in tment  as  D iv is ion  Pub l ic  Educat ion  Sta f f  0 f f i cer

l .  In  accordance w ' i th  the  app l icab le  p rov is ions  o f  the  U.  S .  Coast  Guard  Aux i l ia ry
l i lanual ,  COMDTINST M16790.1 (Ser ies) ,  I  hereby appoint  you as the Div is ion Publ  ic
Educat ion Staf f  Off  icer for  the calendar year l9- .

Z .  Your  du t jes  and respons ib i l i t j es ,  cons is ten t  w j th  the  prov is ions  o f  the  Aux i l ia ry
l ' l anua l ,  a re  as  fo l lows:

a .  Exerc ise  s ta f f  respons ib i l i t y  and superv is ion  over  a l l  mat te rs  per ta in ing  to
the  D iv is jon 's  Pub l jc  Educat ion  Program and keep the  D iv is ion  Board  in fo rmed o f
al l  developments in the Program.

b .  Un less  o therw ise  d i rec ted ,  you  are  to  schedu le  quaf i f ied  Aux i l ia r i s ts  to
per fo rm spec i f i c  ac t j v i t ies  in  your  a rea  o f . res .pons ib { l i t y .  The schedu le  must
inc lude a  spec i f i c  t ' ime and p lace  fo r  the  ac t iv i t y .

c .  l4a in ta in  c lose  l ia ison  w i th  the  D is t r i c t  and F lo t i l l a  Pub l ic  Educat ion  Sta f f
Off jcers in order to implement the publ ic educat ion programs establ ished for
na t ionwide ,  D is t r i c t  w jde 'o r  D iv is ion  use  and to  encourage increased ac t iv i t y ,  and
maintenance of  uni formly high standards.

d.  Coordinate and cooperate wi th the SO-MT to jncrease the number of  qual i f ied
i nstructors .

e.  Forward to the FS0-PEs such methods, t ra ' in ' ing aids,  course mater ia ls,  or
other educat ional  tools provided by Nat ional  or  the Distr ict  or  developed within
o ther  F lo t i l l as  wh ich  may have D iv j i ' i on-w ide  app l ica t ion .  Prov ide  the  DSO-PE wi th
a l l  such  i tems deve loped w i th in  the  D iv is jon .

f .  Maintain such records as may be required to ef fect ively discharge your
respons ib i ' l i t i es .

q.  Immediate superv ' isory responsibi l i ty  for .your.  of f icg js vested in the VCP.
dooperate w' i th the VCP in bvery 'way to ensure that the Div is ion's Publ ic Educat ' ion
Program is ef fect ively administered.

h. Upon expiratjon of you-r term _o_f off jce, or when so directed by me, transfer
al l  property and records of  the of f ice to your successor.

j .  Addi t ional  dut jes of  your of f ice include, but are not l imi ted to,  the
attached.

3. I am pleased to have you as a member of my staff.
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SUGGESTED DIVISTON PUBLIC EDUCATION STAFF OFFICER DUTIES

Attend aII meetings of the Division. Give the Vice Captain prior

notice when such attendance is not possible.

Whenever possible, attend Distr ict Board Meetinqs held in your

a rea .

Be prepared to assist the FIoti I Ias with any workshops, workshops

""a ' t ra in ing 
sess ions ca l led,  par t icu lar ly  those for  the t ra in ing

of  e lected and staf f  o f f icers-

Be farn i t iar  wi th  the course contents  of  a I I  the Auxi l iary  Publ ic

Educat ion Courses.

Take posit ive steps to ensure that the FSOs-PE are weII trained-
conduct workshops and'/or training program(s), as may be
necessary,  to  ensure that  Dis t r ic t  po l icy  is  fo l lowed in  your
program.

In i t ia te and mainta in contact  wi th  the DSO-PE'

Be alert for any reports on problems with supplies from the

Nat ional  Supply  Cenler  that  i f fect  your  area of  responsib i l i ty '
Bring these matters to the attention of the VCP and/or DCP.

Establ ish publ ic  Educat ion goals  and object ives for  your  Div is ion

along with the necessary plans that are required to achj-eve your

qoaf" .  you should aevelop goals  that -are measurable and mainta in

feriodic review of the progress toward them. Report progress to

Lne oivision Board at eich meeting. A comparison should be made

wi th last  Year 's  Progress-

As a Div is ion Staf f  Of f icer ,  you are a d i rect  representat ive of

lne n iv is ion capta in,  and as such,  You are d i rected to  v is i t  and

communicate with the various Floti l las as may be required to

ass is t  them. As a cour tesy,  pr ior  coord inat ion of  any v is i ts  to

the uni ts  wi l l  be made wi th  the appl icable Fcs '

prepare regular  na i l ings to  the F lot i l la  Publ ic  Educat ion Staf f

o f f icers.  The f requency of  such mai l ing is  to  be that  requi red

to pass down al l  intorrnit ion received from the DSo-PE. A mail ing

snouta also be sent as an introduction prior to the start of the

year, with any directions, procedurgs and reminders that may be

iec""=ary to  s tar t  new FSOs-pn of f  in  the r ight  d i rect ion.  The

fnrpor. 6t tner" rnail ings is to ensure that communication down to

tn"- f to t i l la  level  is  mi in ta ined.  When appropr ia te,  copies wi l l

be provided to the Division Board and applicable Distr ict Staff

o f f i ce rs .

Prepare one or  more ar t ic les for  each issue of  the Div is ion
puOii.cation, to pass information of a general nature or of wide
'spieaa 

interest hown to Floti I la members within the Division-

t r1  1
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With cooperation from the SO-fS, review the appropriate AUXUfS
data, of least quarterly, to track the progress of the Division's
Pub1ic Education Program. When a weakness is observed within a
Floti l la, correspond with the appropriate staff off icer. Request
advice on the nature of the problem and offer assistance. When
appropriate, prepare correspondence for the DCP or VCP to use in
requesting information from the Floti l la Commanders on the
perceived problens.

Refrain from requesting infornation and data from the Floti l Ia
staf f  o f f icers that  is  co l lected by,  and avai lab le f rom, AUXI{ IS.
Such requests are counter productive, ds they turn the staff
off icers attention away from their prinary tasks to that of
dupl icate data co l lect ion.

Cooperate with the Division Member Training Staff off icer to
encourage the training of new Instructors.

wi th  cooperat ion f rom the Div is ion Member Tra in ing Of f icer ,
establish and conduct Instructor improvement programs.

Cooperate with the Division Member Resources Staff Off icer to
encourage the presentation of information on the Auxil iary and
Auxil iary membership, to the students of each Public Education
Course.

Cooperate wi th  the Div is ion Publ ic  Af fa i rs  Staf f  Of f icer  to
encourage programs and activit ies to promote and publicize
boating safety and Auxil iary Public Education Courses in school
systems, camps, clubs and industry groups.

Cooperate and coordinate with the State Agencies in effective use
of the Auxiliary AND State education programs and courses. Where
applicable, ensure that a pool of Auxil iary Instructors are also
qual i f ied as State Inst ructors,  e l ig ib le  to  teach the State 's
Boating Course.

Encourage and oversee a Division pool of instructors that are
available to give teaching assistance to undermanned or new
Flot i l las,  to  par t ic ipate in  specia l  Div is ion sponsored courses,
and to be available to start Summer boating courses within the
D iv i s ion ' s  a reas .

Encourage the teaching of 'rCore Coursesrr (6 lesson BS&S and 7
lesson S&S) during the period of Apri l  through Augtust each year.

Encourage Flotillas to hold workshops each year for the purpose
of bringing to the attention of all instructors any changes in
the PE Program and/or course material.

Serve as the custodian of the Division material used for Public
Education. This includes projection equipment, sl ides, tapes and
movi-es.

E1- B



Enc losu re  ( t  )  t o  cO l ' lDTPUB P16791 .3

Ensure that appropriate recognit ion is given to those Instructors
that teach Twenty (20) or more hours each year and for those
members that go above and beyond in service as Class Aides.

prepare, each year, three consolidated l ists of al l  courses being
presented by F lot i l las  in  the Div is ion.  Each l is t  should cover
four months. There should be one for January through Apri l ,
another for May through August, and f inal ly one for September
through December. Each l ist should be prepared and distr ibuted
one month prior to the start of the period. Copies of these l ist
are to be provided the DSO-PE and SO-PA and, in general, used to
adver t ise the boat ing c lasses being of fered in  the Div is ion.

With cooperation from the Division Member Training Staff Off icer,
ensure that any required Instructor Workshop is properly
conducted.
Hotd a Div is ion Workshop wi th  a l l  FSOs-PE to d iscuss the top ics
that should be covered in the IT Workshop. Ensure that i tems
particular to this Distr ict are included with the National Topics
when each workshop is conducted.

Coordinate with the SO-IS to ensure a system is available to
identify those Instructors that have yet to attend a workshop in
t ine to ensure 1OO? attendance by al l  instructors j-n the
Division. Conduct Division level workshops as required to
accompl ish the looA at tendance.

Coordinate with the SO-IS to ensure a system is available to
identify those instructors that have not yet performed the
required instructor or aide hours by 1- July. Ensure that a
Floti l la program has been established to encourage those
instructors to obtain the required hours. The goal is not to
lose instructors through fai lure to serve.

Establish procedures to ensure that al l  Instructors are aware of
al l  PE Speed-grams and Ed-Vantages as they are issued. Provide
addit ional material that may be required to reinforce their
content.

Encourage the development of training aids for use by Floti l la
Instructors, as well as part icipation in the Distr ict and
National Training Aid Contests.

At each meeting, report in writ ing, to the Division Board on the
progress in the f ield of public education and on the status of
the Division's PubIic Education Program.

Copies of al l  correspondence from You, when appropriate, are to
be provided to the DCP, VcP, and applicable DSo(s) (for matters
concern ing the i r  par t icu lar  area) .

E1- 9
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DEPARTXENT OF TRANSPORTATION

UNITEI) STATTS COAST GUARD AUXITIARY
{ A U T H O R I Z E D  B Y  C O N G N E S S  I 9 ! 9 I

T H E  C I V I L I A N  C O M P O N E N T  O F  T H E  U . S .  C O A S T  G U A R D

date

From:
To :

D iv is ion  Capta in ,  D iv

Subj :  Appointment as Djv is jon Vessel  Examinat ion Staf f  Off icer

t .  In  accordance w i th  the  app l icab le  p rov is ions  o f  the  U.  S .  Coast  Guard  Aux i l ia ry
Manual,  C0l- lDTI l {ST M16790. t  (ser ies),  I  hereby appoint  you as the Div is ion Vessel
Examinat ion Staf f  Off  icer for  the calendar year l9- .

2 .  Your  du t ies  and respons ib i l ' i t i es ,  cons is ten t  w i th  the  prov is jons  o f  the  Aux i ' l i a ry
Manua l ,  a re  as  fo l lows:

a .  Exerc ise  s ta f f  respons jb i l i t y  and superv is ion  over  a l l  mat te rs  per ta in ing  to
the Divis ion's Ct lE progi^am and special  Distr ict  event such as Ct lE Month.  Keep the
Divjs ion Board members informed of  a l1 developments in these programs.

b .  Un less  o therw ise  d i rec ted ,  you  are  to  schedu le  qua l i f ied  Aux i l ia r i s ts  to
perforn spec' i f  ic  act iv i t ies in your area of  respons' ib i  I  i ty .  The schedule must
inc lude a  spec i f i c  t in re  and p lace  fo r  the  ac t iv i t y .

c .  l r la in ta in  c lose  l ia ison  w i th  the  D is t r i c t  and F lo t i l l a  Vesse l  Examinat ion
Staff Officers in order to implement the CtlE programs established for nationwide,
Distr ict  wide or Div is ion use and to encourage increased act iv i ty,  and maintenance
of uni formly high standards.

d. Coord'inate and cooperate w'ith the S0-l ' lT to encourage the increase in the
number of  qua' l i f ied Vessel  txamjners and assist  in the proper presentat ion of  a l l
required Vt/i lDV workshoPs.

e.  Maintain current records of  decal  d istr ibut ion as may be required to
e f fec t i ve ly  d ischarge your  respons ib i  I  i t ies '

f .  Inrnediate supervisory responsibi l i ty  for  your of f ice js vested in the VCP.
Cooperate wi th the VCP 

- in 
evefJ vtSy to ensure that the Div is ion's Vessel

Exaininat ion Program is ef fect ive' ly administered.

g. Upon expiration of you_r term,of office, or when so directed by me, transfer
all property and records of the office to your successor.

h.  Addi t ional  dut ies of  your of f ice inc ' lude, but are not l imi ted to,  the
attached.

3. I am pleased to have you as a nember of my staff.

t 1 -  10

Div is ion  CaPta in
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SUGGESTED DIVISION VESSEL EXAMINATION STAFF OFFICER DUTIES

Attend a l l  s ta f f  meet ings of  the Div is ion.  Give the Vice Capta in
pr ior  not ice when such at tendance is  not  poss ib le .

l fhenever possible, attend Distr ict Board Meetings held in your

a rea .

Be prepared to  ass is t  the F lot i l las  wi th  any workshops and
tra in inq sess ions ca l led,  par t icu lar ly  those for  the t ra in ing of
e lected and staf f  o f f icers-

Take posit ive steps to ensure that the FSOs-VE are wel1 trained-
Condult workshops and,/or training program(s), as rnay be
necessary,  to  ensure that  Dis t r ic t  po l icy  is  fo l lowed in  your
program.

Init iate and maintain contact with the DSO-VE- Copy the DSO-VE
with al l  of Your rePorts to the VCP.

Be farni l iar with the contents of the VESSEL EXAMINERS MANUAL,
COMDTINST t4L6796 .  2  ( se r ies  )  -

Be alert for any reports on problerns with supplies fron the
Nat ional  Supply  Center  that  l f fect  your  area of  responsib i l i ty .
Bring these matters to the attention of the VCP and/or DCP.

Establ ish vessel  examinat ion goals  and object ives for  your

Div is ion a long wi th  the necessary p lans that  are requi red to

achieve your goa1s. You should develop goals that are measurable
and ma1nlain periodic review of the progress toward them. Report
th is  progress to  the Div is ion Board at  each meet ing.  A
compar ison should be made wi th  last  year 's  progress.

As a Div is ion Staf f  Of f icer ,  you are a d i rect  representat ive of

the Div is ion Capta in,  and as such,  You are d i rected to  v is i t  and

communicate with the various FIoti I Ias as may be required to
ass is t  them. As a cour tesy,  pr ior  coord inat ion of  any v is i ts  to

the uni ts  wi l l  be made wi th  the appl icable FCs'

prepare regular  na i l ings to  the F lot i t la  Vessel  Exarn iner  Staf f

Off icers. The frequen-y of such mail ing is to be that required

to pass down al l  information received from the DSO-VE. A nail ing

snouta also be sent as an introduction prior to the start of the
year, with any directions, procedurgs and reminders that rnay be

i""""=.ty to start new FSOs-VE off in the r ight direction' The
purpore 6f these rnail ings is to ensure that communication down to

tn"^  f ' to t i l la  level  is  mi in ta ined.  When appropr ia te,  copies wi I I

be prov ided to  the Div is ion Board and appl icable Dis t r ic t  Staf f

O f f i ce rs .

t r ]  1 1
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Prepare one or more art icles for each issue of the Division
publication to pass information of a general nature or of wide
spread interest down to Floti l la members within the Division.
Wittr cooper:ation from the SO-IS, review the appropriate AUIO{IS
data,  d t  least  quar ter ly ,  to  t rack the progress of  the Div is ion 's
Vessel Examination Program. When a weakness is observed within a
Flot i l la ,  correspond wi th  the appropr ia te s taf f  o f f icer .  Request
advice on the nature of the problern and offer assistance. When
appropriate, prepare correspondence for the DCP or VCP to use in
requesting information from the Floti l la Commanders on the
perceived problems.

Refra in f rom request ing in format ion and data f rom the F lot i l la
s taf f  o f f icers that  is  co l lected by,  and avai lab le f rom, AUXI j I IS.
Such requests are counter productive as they turn the staff
off icers attention away from their primary tasks to that of
dupl icate data co l lect ion.

Assis t  the Div is ion operat ions Staf f  o f f icer  in  publ ic iz ing and
encouraging a program to secure 100? fac i l i ty  inspect ions pr ior
to  the Dis t r ic t  deadl ine date.

Do the uLmost to ensure the quali ty and integrity of al l
examinat ions and inspect ions is  mainta ined.

Issue CME Decals  (Seals  of  Safety)  to  the FSOs-VE and mainta in
accountabi l i ty  o f  a l l  decals  prov ided for  the Div is ion 's  use.

Assis t  the Div is ion Member Tra in ing Staf f  Of f icer  to  encourage an
aggress ive program to qual i fy  new Vessel  Exarn iners.

Wi th cooperat ion f ron the Div is ion Member Tra in ing Of f icer ,
establish and conduct Vessel Examiner improvement programs.

With coopenation frorn the Division Member Training Staff Off icer,
ensure that any required VE/MDV Workshop is properly conducted.
l lold a Division Workshop with al l  FSOs-VE to discuss the
I t is t r ic t /Div is ion re la ted top ics that  should be inc luded in  the
VE/MDv Workshop. Ensure that i tems part icular to this Distr ict
are incl.uded with the National Topics when each workshop is
conducted.

Coord inate wi th  the SO-IS to  ensure a system is  avai lab le to
identify those VEs that have yet to attend a workshop in t ine to
ensLl re 1OOZ at tendance by at l  Vessel  Examiners in  the Div is ion.
Conduct Division level workshops as required to accomplish the
100? at tendance.

Coordinate with the SO-IS to ensure a system is available to
identi-fy those VEs that have not yet performed l-o CMEs by 1July.
Ensure that a Floti l la program has been established to encourage
those VEs to obtain the required CMEs. The goal is not to lose
examiners through fai lure to perforn 10 CMEs.

1 1  1 a
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Establish procedures to ensure that aI1 Vesse1 Examiners are
aware of al l  VE Hot Lines and the Vessel Examiner Newletters as
they are issued. Provide whatever addit ional naterial that nay
be required to reinforce their content.

Cooperate wi th  the Div is ion Publ ic  Af fa i rs  Staf f  Of f icer  to
encourage prograrns and activit ies to promote and publicize
boating safety and Auxil iary Courtesy Marine Examinations. The
objective is to foster a close understanding of the programs
among state and municipal boating off icials for the purpose of
st imulating greater pubtic part icipation and increased examiner
act iv i ty .

Establish and oversee a system whereby a1I marinas and boat
Iaunching ramps, in so far as practicable, is assigned to some
F lo t i l l a  i n  t he  D iv i s ion .  I t  t hen  w i l l  be  tha t  F lo t i l l a ' s
responsibit i ty to ensure that al l  boats in the marina are offered
a CME and that an examiner is manning the launching ramp on
weekends and holidays. It  should be understood that no Floti l la
ohrns rrexclusive r ightstr to any ramp or marina. Such assignment
is merely to faci l i tate coveragie of aII marinas and launching
ramps wi th in  the Div is ion.

Ensure that appropriate recognit ion is given to those Exarniners
that perf orm 1-oO or more CMEs.

Cooperate wi th  the Div is ion PubI ic  Af fa i rs  Staf f  Of f icer  to
ensure effective combining of efforts for mass CMEs and National
Safe Boat ing Week.

At each meeting, report in writ ing to the Division Board on the
progress in the f ield of member training and on the status of the
Div is ion 's  Vessel  Examinat ion Program.

Copies of al l  correspondence from You, when appropriate, are to
be prov ided to  the DCP, VCP, and appl icable DSo(s)  and ADSO(s)
( for  mat ters  concern ing the i r  par t icu lar  area) .

E1 -13
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D iv js ion  Capta in ,  D iv

Appo' intnrent as Div is ion 0perat ions Staf f  Off icer

attached.

I anr pleased to have you as a tmmber of my staff.

W
E1-  14

DEPARTTENT OF TRANSPORTATION

UI{ITED SIATES C(}AST GUARD AUXITIARY
( A U T H O R I Z E O  B Y  C O X G R € S S  I 9 ! 9 )

T H E  C I V I L I A N  C O M P O N E N T  O F  T H E  U . S .  C O A S T  G U A R D

( date )

From:
To :

SubJ:

l .  In  accordance w i th  the  app l icab le  p rov is ions  o f  the  U.  S .  Coast  Guard  Aux i l ia ry
l , lanual ,  C0I, |DTINST l '116790.1 (Ser ies),  I  hereby appoint  you as the Div is ion 0perat ions
Staf f  Off  icer for  the calendar year l9- .

Z .  Your  du t ies  and respons ib i l j t i es ,  cons is ten t  w i th  the  prov is ions  o f  the  Aux i l ia ry
l r lanual ,  are as fo l  lows:

a .  Exerc ise  s ta f f  respons ib j l i t y  and superv_ is ion  over  the  D jv is jon 's -sur f -ace  a ld
i i r :  opdia-t i6ns-f i iog. . .b- , - in i iuAtng"search lpd Rescue. Reqatta and/or Safetv Patrols
i r i i  " { . t i t i tv  ' rnspecT,rons, ai rO k"ee[- the Div is ion Boar"d member3 informet of  a l l
development i  in the Program.

b .  Un less  o therw ise  d i rec ted ,  you  are  to -  schedu le . .qqq l i f ie { .Aux i l ia r l s ts  to
6erfo ' i , i i r 's i r i rc i i j i ' i i i iv i t ie i  in 'y6u1 area of  res.ponsibi l i ty .  The schedule must
inc lude a 'spec i f i c  t ime and p lace  fo r  the  ac t iv i t y .

c .  i ta in ta in  c lose  l ia ison  w i th  the  D is t r i c t  and I lq ! i ' l l l  ^ ,0per -a t . iops_9 lq t fgff ic;i;-;-cti i iperaTing in..eyery way to ensure pfgmp!.and d'irect f low of information
vi t ; i - to 'au-t i r i r i i?6i i ' lu i i  i i i i i  oplrat  jontJ .act iv i t ies and to encourage increased
i i i i r i l iV,-anO maintenance of-uni formty high standards.

d. Coordinate and cooperate with th_e S0-lqT. to deve.loP.and eJco.qtqqe trai,ning in
SRn proceCures for Auxi f  iary air ,  surface and conrnunicat ions faci  l i t ies and crews.

e.  Ensure that every deplqyment of  an operat ional- faci I j ty  for  any-act iv i ly  on
6inar?""di" tiii-c;iif diSid'"b;- cciast_ 

-f,uard 
Auii I iary i5 under - coast Glard

ieimUursable or non-reinrbursable patrol  orders.

f ,  l , la intain c lose contact  u i th any Co_ast 9!ard. .un' i ts in your area to encourage
operat ional  act iv i ty and maintenande of  uni formity.

q.  I rmediate supervlgory responsjbi l i ty  for  your of f i .ce j l  vested i4 the VCP.
doooei:ift- ir-i l tr 

-Cfre ' l iF-i ir eGry way to- ensur-e that the Division's 0perations
Piobran is ef fect ively administered-

h.  Uoon exoirat ion of  your term of of f ice,  or  when so directed by me, t ransfer
i1 prbperty and records of the office to your successor.

i .  Addi t ional  dut ies of  your of f ice include, but are not l imi ted t0,  the

3 .
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Enc losu re  ( t )  t o  c0 l :DTPUB P16791 .3

SUGGESTED DTVISION OPERATIONS STAFF OFFICER DUTIES

Attend aI I  meet ings of  the Div is ion.  Give the Vice Capta in pr ior
not ice when such at tendance is  not  poss ib le .

Whenever possible, attend Distr ict Board Meetings held in your
a rea .

Be prepared to  ass is t  the F lot i l las  wi th  any workshops and
tra in ing sess ions ca l led,  par t icu lar ly  those for  the t ra in ing of
e lec ted  and  s ta f f  o f f i ce rs .

Be fami l iar  wi th  the contents  of  a l l  the var ious publ icat ions
that pertain to operations, including the OPERATIONS POLICY
MANUAL,  COI IDT INST M16798 .3  (Se r ies )  .

Take posi t ive s teps to  ensure that  the FSOs-OP are wel l  t ra ined.
Conduct  workshops and/or  t ra in ing program(s) ,  as may be
necessary,  to  ensure that  Dis t r ic t  po l icy  is  fo l lowed in  your
program.

In i t ia te and mainta in contact  wi th  the DSO-OP and the
ADSO-OP(Air )  for  your  Area.

Coord inate and cooperate wi th  a l l  CG Uni ts  in  your  area to  ensure
tha t  a l l  ava i l ab le  Aux i l i a r y  fac i l i t i es  ( vesse l ,  a i r  and
commun ica t i ons )  a re  i den t i f i ed ,  ava i l ab le  and  u t i l i zed .

Coordinate with the CG Units in your area to ensure that the
quant i ty  and qual i ty  o f  SAR responses by Auxi l iary  fac i l i t ies is
mainta ined.

Receive the Coast Guard Unit copies of the Auxil iary SAR Report,
CG-4612 AUX. Review for  completeness,  correct  as requi red,  and
forward to the Coast Guard Unit assigning the Unit Case Number
(ucN) .

Be alert for any reports on problems with supplies from the
Nat ional  Supply  Center  that  a f fect  your  area of  responsib i l i ty .
Bring these matters to the attention of the VCP and/or DCP.

Estabt ish operat ional  goals  and object ives for  your  Div is ion
along with the necessary plans that are required to achieve your
goa ls .

You should develop goals that are measurable and maintain
periodic review of the progress toward them. Report this
progress to  the Div is ion Board at  each meet ing.  A compar ison
should be made wi th  last  year 's  progress.

L I - I J
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Cooperate wi th  the Div is ion Communicat ions Staf f  Of f icer  to
encourage activit ies for the planning and conduct of
communications watch-standing, communications dri l ls, and the
genera l  use of  Auxi l iary  Communicat ion Stat ions.

Cooperate with the Division Member Training Staff off icer to
encourage an aggressive program to quali fy new members under the
Boat Crew Manual and/or in Air Operations, as member interests
d i c ta tes .

wi th  the Div is ion Publ ic  Af fa i rs  Staf f  o f f icer ,  encourage
programs and activit ies to promote and publicize boating safety
and Auxil iary operations and fosters a close understanding of the
program among state and munic ipa l  boat ing of f ic ia ls .

Wi th cooperat ion f rom the Div is ion Member Tra in ing Staf f  Of f icer ,
ensure that the Annual Operations Workshop is properly conducted.
HoId a Div is ion Workshop wi th  a l l  FSOs-OP to d iscuss the top ics
that should be covered in the OPS Workshop. Ensure that topics
concerning Air operations, ATON/Chart Updating and
communicat ions,  a longf  wi th  i tems pecul iar  to  th is  Div is ion and
Dist r ic t ,  are inc luded wi th  the Nat ional  Topics when each
workshop is conducted.

Coordinate with the SO-IS to ensure a system is available to
identify those members quali f ied in the BCQ Program, that have
yet to attend a required workshop, in t ime to ensure 100?
attendance by those in the Division active in operations.
Conduct Division level oPs Workshops, ds required, to accomplish
the 1O0Z at tendance.

With cooperat ion f rom the Div is ion In format ion Systern Staf f
o f f icer ,  establ ish a fo l low-up system to min imize the loss of
member boat crew quali f ication from fai lure to perform any
requi red patro l  hours.

At  each meet ing,  repor t  in  wr i t ing,  to  the Div is ion Board on the
progress in the f ield of operations and on the status of the
Div is ion 's  Operat ions Program.

Copies of aII correspondence from You, when appropriate, are to
be prov ided to  the DCP, VcP,  and appl icable DSO(s)  ( for  mat ters
concern ing the i r  par t icu lar  area) .
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As a Div is ion s taf f  o f f icer ,  you are a d i rect  representat ive of
the Div is ion Capta in,  and as such,  you are d i rected to  v is i t  and
communicate with the various Floti l las as may be required to
ass is t  them. As a cour tesy,  pr ior  coord inat ion of  any v is i ts  to
the uni ts  wi I I  be made wi th  the appl icable FCs.

Prepare regular  mai l ings to  the F lot i l la  operat ions s taf f
o f f icers.  The f requency of  such rnai l ing is  to  be that  requi red to
pass down a l l  in format ion received f rom the DSO-OP" A rnai l ing
should also be sent as an introduction prior to the start of the
year ,  wi th  any d i rect ions,  procedures and reminders that  may be
necessary to  s tar t  new FSOs-OP of f  in  the r ight  d i rect ion.  The
purpose of these mail ings is to ensure that communication down tc>
the F lot i l la  level  is  na inta ined.  When appropr ia te,  copJ-es wi l l -
be prov ided to  the Div is ion Board and appl icable Dis t r ic t  Staf f
o f f i ce rs .

Prepare one or  more ar t ic les for  each issue of  the Div is ion
publ icat ion to  pass in format ion of  a  genera l  nature or  o f  wide
spread in terest  down to F lot i l la  rnenbers wi th in  the Div is ion.

Establ ish and oversee a system for  processing a1l  Vessel  Faci l i ty
Inspect ion forms.  fssue the appropr ia te Faci l i ty  Decals .
Prov ide any account ing of  forms and decals ,  as may be requS-red,
to  the Di rector 's  Of f ice.  Ensure that  the Coast  Guard Group(s)
have up- to-date Vessel  Character is t ics  for  those fac i l i t ies wi th
which they may have occasion to work.

Wi th cooperat ion f rom the Div is ion Vessel  Examinat ion Staf f
Of f icer ,  establ ish,  publ ic ize and encourage a program to secure
10OB fac i l i t y  i nspec t i ons  p r i o r  t o  t he  D is t r i c t  dead l i ne  da te .

As the Dis t r ic t  deadl ine for  Faci l i ty  Inspect ions approaches,
prov ide t ine ly  feedback to  the Div is ion Board on those fac i t i t ies
that have yet to be inspected.

With cooperation from the SO-IS, review the appropriate AUXMIS
data,  d t  least  guar ter ly ,  to  t rack the progress of  the Div is ion"s
Operations Program. When a weakness is observed at Floti l la
level ,  correspond wi th  the appropr ia te s taf f  o f f icer .  Request
advice on the nature of the problem and offer assistance. When
appropriate, prepare correspondence for the DCP or VCP to use in
requesting information from the Floti l la Commanders on the
perceived problems.

Refrain from requesting information and data frorn the Floti I la
staf f  o f f icers that  is  co l lected by,  and avai lab le f rom, AUXMIS.
Such requests are counter productive, dS they turn the staff
off icers attention away from their primary tasks to that of
dupl icate data co l lect ion"

tr1 '1 1
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DEPARTTENT OF TRANSPORTATION

UI{ITED STATES C(IAST GUARD AUXITIARY
{ A U T X O R I Z E O  B Y  C O N G R E S S  I 9 1 9 I

T H E  C I V I L I A N  C O M P O } I E N T  O F  T H E  U . S .  C O A S T  G U A R D

(date )

From:
To:

Subj :

D iv i s ion  Capta in ,  D iv

Appointment as Division l ' lember Resources Staff Off icer

l .  In  accordance w i th  the  app l jcab ' le  p rov is ions  o f  the  U.  S .  Coast  Guard  Aux i l ia ry
l , lanua'1,  Cgl lDTI i lST M16790.1 (Ser ies),  I  hereby appoint  you as the Div is jon Member
Resources Staf f  Off  icer for  the calendar year l9-* .

Z .  your  du t ies  and respons ib i l i t i es ,  cons is ten t  w i th  the  prov is ions  o f  the  Aux ' i l i a ry
Manua l ,  a re  as  fo l lows:

a .  Exerc ise  s ta f f  respons ib ' i f  i t y  and superv is ion  over  a l l  mat te rs  per ta ' in ing  to
the  D1v js ion 's  Member  Resource  Program,  and keep the  D iv is ion  Board ' in fo rmed o f
al l  developments jn the Program.

b .  Un less  o therw ise  d i rec ted ,  you  are  to  schedu le  qua l i f ied  Aux i l ia r i s ts  to
per fo rm spec i f i c  ac t i v i t ies  in  your  a rea  o f  respons ib i l i t y .  The schedu le  must
inc lude a  spec i f i c  t ime and p lace  fo r  the  ac t iv i t y .

c .  Ma in ta in  c lose ' l ia ' i son  w i th  the  D is t r i c t  and F lo t i l l a  l . lember  Resources  Sta f f
gfficers in order to implement the nrember resource programs established for
na t ionw ide ,  D is t r i c t  w ide  o r  D iv i s ion  use .

d.  Coordinate and cooperate w' i th the S0-PA in publ ic jz ing the member resource
program.

Enc losu re  (1 )  t o

e.  Ef fect ively imPlernent
prescr ibed procedures.

f .  l ' la intain such records
respons ib i l i t i es .

g.  Inrnediate supervisory responsibi l i ty  for  your.of f i .ce.  i .s  vested jn the VCP-
dooperate wi th th i  VCP in everyway to ensure that the Div is ion's l i lember Resource
Program is ef fect ively administered.

h.  Upon expirat ion of  your term of of f ice,  or  when so directed by me, t ransfer
al I  property and records of  the of f ice to your successor.

i .  Add i t iona l  du t ies  o f  your  o f f i ce  inc lude,  bu t  a re  no t  l im i ted  t0 ,  the
attached.

3. I am pteased to have you as a member of my staff.

E1- 1B

D iv i s i on  Cap ta in

DEDICATED TO PROMOTlNG RECREATIONAL  BOATING SAFETY

the member resource program in accordance with

as may be required to ef fect ively discharge your
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SUGGESTED DIVTSION MEMBER RESOURCES STAFF OFFICER DUTIES

Attend a l l  meet ings of  the Div is ion.  Give the Vice Capta in pr ior
not ice when such at tendance is  not  poss ib le .

Whenever  poss ib le ,  a t tend Dis t r ic t  Board Meet ings held in  your
a rea .

Be prepared to  ass is t  the F lot i I las wi th  any workshops,  workshops
and t ra in ing sess ions ca l led,  par t icu lar ly  those for  the t ra in ing
o f  e lec ted  and  s ta f f  o f f i ce rs .

Be fan i l iar  wi th  the contents  of  a l l  the var ious publ icat ions
that pertain to member growth and retention, including the
MEMBERSHIP RECRUITING AND RETENTION GUIDE, COMDTPUB P1-6794.L2
(  Ser ies )  .

Take posit ive steps to ensure that the FSOs-MR are well trained.
Conduct  workshops and/or  t ra in ing program(s) ,  as may be
necessary,  to  ensure that  Dis t r ic t  po l icy  is  fo l lowed in  your
program.

In i t ia te and mainta in contact  wi th  the DSO-MR.

Be alert for any reports on problerns with supplies from the
Nat ional  Supply  Center  that  a f fect  your  area of  responsib i l i ty .
Bring these matters to the attention of the VCP and/or DCP.

Establish Member Resource goals and objectives for your Division
along with the necessary plans that are required to achieve your
goals .  You should develop goals  that  are measurable and mainta in
periodic review of the progress toward them. Report this
progress to the Division Board at each rneeting. A comparison
should be made wi th  last  year 's  progress.

As a Div is ion Staf f  Of f icer ,  you are a d i rect  representat ive of
the Div is ion Capta in,  and as such,  you are d i rected to  v is i t  and
communicate with the various Floti l las as may be required to
ass is t  them. As a cour tesy,  pr ior  coord inat ion of  any v is i ts  to
the uni ts  wi I I  be made wi th  the appl icable FCs.

Prepare regular mail ings to the Floti l la Member Resources Staff
off icers. The frequency of such mail ing is to be that required
to pass down al l  information received from the DSO-MR. A nail ing
should also be sent as an introduction prior to the start of the
year, with any directions, procedures and reminders that may be
necessary to start nebt FSOs-l lR off in the r ight direction. The
purpose of these mail ings is to ensure that communication down to
the F lot i t la  level  is  mainta ined.  When appropr ia te,  copies wi l l
be provided to the Division Board and applicable Distr ict Staff
O f f i ce rs .
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Prepare one or  more ar t ic les for  each issue of  the Div is ion
publication, to pass inforrnation of a general nature or of wide
spread interest down to the Floti l la members within the Division.

Establish procedures to ensure that the Retired Members in the
Division are not forgotten but are afforded the privi leges to
which they are ent i t led.

With cooperation fron the SO-IS, review the appropriate AUXMfS
data,  d t  least  quar ter ly ,  to  t rack the progress of  the Div is ion 's
Member Resource Program. When a weakness is observed within a
Flot i l la ,  correspond wi th  the appropr ia te s taf f  o f f icer .  Request
advice on the nature of the problern and offer assistance. When
appropriate, prepare correspondence for the DCP to use in
requesting infornation from the Floti I la Commanders on the
perceived problems.

Refrain from requesting information and data from the Floti l Ia
staf f  o f f icers that  is  co l lected by,  and avai lab le f rom AUXMIS.
Such requests are counter productive, ds they turn the staff
off icers attention ahray from their prirnary tasks to that of
dupl icate data co l lect ion.

Develop and implement programs and activit ies to promote the
growth of the Auxil iary, through member gains and chartering new
Flot i l las,  so that  i t  w i l l  u l t imate ly  serve aI I  nearby boat ing
a reas .

Encourage programs and activit ies designed to retain rnembers with
part icular emphasis on contacting members who are drif t ing into
inactivity by fai l ing to attend meetings or by not actively
part icipating in one or more programs. Continually stresses that
Floti l la staff off icers look for syrnptoms of potential drop-out;
missed meet ings,  and no CME, OP or  PE act iv i ty .  Encourage
contacting these members directly and trying to involve thern in
the cornerstone and other programs or in advanced training.

Pr ior  to  f ina l  act ion by the Dis t r ic t  on a d isenro l lment  request ,
or  d isenro l lment  act ion in i t ia ted by a F lot i l la ,  contact  the
FSO-I-{R of the member's Floti l la. Ensure that FSOs-l{R were
involved r rbefore- the- fact r r  in  aI I  d isenro l lnent  act ions in  the i r
Floti l la and that the Distr ict pol icy of direct contact was
fol lowed and the alternatives of Retired Membership were offered.
Advise the DCP of  the F lot i l la 's  act ions.

Cooperate with the Division PubIic Education Staff off icer to
encourage presentation of the Auxil iary story to each public
education class and invitat ions to the students to apply for
nembership.

Cooperate with the Division PubIic Affairs Staff off icer to
encourage presentation of the Auxil iary story in art icles and by
Auxi l iary  speakers.
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Assis t  the Div is ion Member Tra in ing Of f icer ,  to  ensure that  new
rnembers be guided through the process of basic quali f ication
without undue delay and given encouragement for further
part icipation in advanced training, part icularly taking the
Administrative Procedures Course examination.

Ensure that procedures are established and fol lowed, in each
Floti l la, to conduct a thorough Pre-BQ Interview. This interview
should be conducted by the Floti l la Commander and stress the ful l
and complete meaning of Auxil iary Membership with al l  of i t 's
advantages AND obtigations.

At each neeting, report in writ ing, to the Division Board on
activit ies and progress in member resources and the status of the
Division's Member Resources Program.

Copies of al l  correspondence from you, when appropriate, are to
be prov ided to  the DCP, VCP, and appl icable DSO(s)  ( for  mat ters
concern ing the i r  par t icu lar  area) .
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F rom:  D iv i s ion  Capta in ,  D iv
To:

COMDTPUB P167 91.3

DEPARTTENT OF TRANSPORTATION

UNITED STATES COAST GUARD AUXITIARY
( A U T H O R I Z E O  B Y  C O N G R E S S  I 9 ! 9 )

T H E  C I V I L I A N  C O M P O N E N T  O F  T H E  U . S .  C O A S T  G U A R D

( date )

Sub j :  Appo in tment  as  D iv is ion  Pub l ic  A f fa i rs  S ta f f  0 f f i cer

l .  In  accordance w i th  the  app l jcab le  p rov is ions  o f  the  U.  S .  Coast  Guard  Aux i l ia ry
l ' lanual ,  C0I ' IDTINST M16790.1 (Ser ies),  I  hereby appoint  you as the Div is ion Publ ic
Affairs Staf f  Off  icer for  the calendar year 19-.

2 .  Your  du t ies  and respons ib i l i t i es ,  cons is ten t  w i th  the  prov is ions  o f  the  Aux i l ia ry
Manua l ,  a re  as  fo l lows:

a .  Exerc ise  s ta f f  respons ib i l i t y  and superv is ion  over  a ' l l  Aux i l ia ry  pub l i c
a f fa i rs  and pub l ic  in fo rmat ion  mat te rs  w i th in  the  D iv is ion ,  and keep the  D iv is ion
Board members informed of all deve'lopments in the program.

b .  Ma in ta in  c lose  l ' i a i son  w i th  the  D is t r i c t  and  F lo t i l l a  Pub l i c  A f fa i r s  S ta f f
Of f i cers ,  coopera t ing  in  every  way to  es tab l i sh  e f fec t i ve  work ing  re la t ionsh ips
wi th  the  newspaper ,  rad io  and te lev is ion  med ja ' in  a  manner  wh ich  w i l l  fac i l i ta te
coverage o f  Aux i l ia ry  ac t iv i t jes .

c.  Coordinate and cooperate wi th the S0-PE, SO*VI,  S0-0P, S0'MR and S0-CC to
encourage ef fect ive coverage of  their  act iv j t ies.

d .  0 r ig ina te ,  as  appropr ia te ,  a r t i c les  fo r  F lo t i l l a ,  D iv i s ion ,  D is t r i c t  and
Nat iona l  Pub l  i ca t ions .

e .  Promote  the  bes t  poss ib le  pub l i c  image o f  the  Aux i l ' i a ry  in  the  D iv is ion .

f .  I r rned ia te  superv isory  respons ib i l i t y  fo r  your  o f f i ce ' i s  ves ted  in  the  VCP.
Coopera te  w i th  the  VCP in  every  way to  ensure  tha t  the  D iv is ion 's  Pub l ic  A f fa i rs
Program' is  e f fec t i ve ' l y  admin is te red .

g.  Upon expirat ion of  your term of of f jce,  or  when so directed by me, t ransfer
a1l  property and records of  the of f ice to your successor.

h .  Add i t iona l  du t ies  o f  your  o f f i ce  inc lude,  bu t  a re  no t  l im i ted  t0 ,  the
attached.

3. I am pleased to have you as a member of my staff.

D iv i s ion  Capta in
EI -22
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SUGGESTED DIVISION PUBLIC AFFAIRS STAFF OFFICER DUTIES

Attend a l l  meet ings of  the Div is ion.  Give the Vice Capta in pr ior
not ice when such at tendance is  not  poss ib le .

Whenever  poss ib le ,  a t tend Dis t r ic t  Board Meet ings held in  your
a rea .

Be prepared to assist the Floti l las with any workshops and
tra in inq sess ions ca l led,  par t icu lar ly  those for  the t ra in ing of
e lec ted  and  s ta f f  o f f i ce rs .

Be fan i l iar  wi th  the contents  of  a l l  the var ious publ icat ions
that pertain to public affairs including the PUBLfC AFFAIRS
OFFfCER 'S  GUIDE,  COMDTINST M5728-  3 (se r ies )  .

Take posi t ive s teps to  ensure that  the FSOs-PA are weI I  t ra ined.
Conduct  workshops and/or  t ra in ing program(s) ,  as may be
necessary,  to  ensure that  Dis t r ic t  po l icy  is  fo l lowed in  your
program.

In i t ia te and mainta in contact  wi th  the DSO-PA-

Be alert for any reports on problems with supplies from the
Nat ional  Supply  Center  that  a f fect  your  area of  responsib i l i ty .
Bring these matters to the attention of the VCP and/or DCP.

Establ ish Publ ic  Af fa i rs  goals  and object ives for  your  Div is ion
area along with the necessary plans that are required to achieve
your goals. You should develop goals that are measurable and
rnaintain periodic review of the progress toward them. Report
this progress to the Division Board at each neeting. A
compar ison should be made wi th  last  year 's  progress.

As a Div is ion Staf f  Of f icer ,  You are a d i rect  representat ive of
the Div is ion Capta in,  and as such,  YOU are d i rected to  v is i t  and
communicate with the various Floti l las as may be required to
ass is t  then.  As a cour tesy,  pr ior  coord inat ion of  any v is i ts  to
the uni ts  wi l l  be made wi th  the appl icable FCs.

prepare regular  na i l ings to  the FIot i I Ia  Publ ic  Af fa i rs  Staf f
Of f icers.  The f requency of  such mai l ing is  to  be that  requi red
to pass down al l  inforrnation received from the DSo-PA. A mail ing
snouta also be sent as an introduction prior to the start of the
year, with any directions, procedures and reminders that may be
iecessary to  s tar t  new FSOs-PA of f  in  the r ight  d i rect ion.  The
purpose of these mail ings is to ensure that communication down to
Ln"- f to t i l la  level  is  n i in ta ined.  When appropr ia te,  copies wi l l
be prov ided to  the Div is ion Board and appl icable Dis t r ic t  Staf f
o f f i ce r s .

Prepare one or  more ar t ic les for  each issue of  the Div is ion
puni icat ion,  to  pass in format ion of  a  genera l  nature or  o f  wide'spread 

interest down to the Floti l la members within the Division.
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With cooperation from the SO-fS, review the appropriate AUXMIS
data,  d t  least  quar ter ly ,  to  t rack the progress of  the Div is ionrs
Public Affairs Program. When a weakness is observed within a
Floti l la, correspond with the appropriate staff off icer. Request
advice on the nature of the problem and offer assistance. When
appropriate, prepare correspondence for the DCP or VCP to use in
requesting information from the Floti l la Commanders on the
perceived problerns.

Establish an effective working relationship with the newspapers,
radio and te lev is ion news media in  a manner  which wi l l  fac i l i ta te
maximum coverage of  the Auxi l iary 's  act iv i t ies.

Constantly look for new ways to get the Auxil iary message to the
public. Examples are the use of l , t i lk Carton, Grocery bag, Bott le
hangers,  mai lers ,  Dealers adver t isements,  e tc .  AI I  prograrns of
this nature must be approved at Oivision and Distr ict before
formal agreements are made with the f irm providing the printed
messages. Establish and oversee a program whereby al l  Home Shows
and Boat Shows in the Division, in so far as practicable, have a
Boating Safety Booth on display. Attenpt to have a Boating
Safety  Booth set  up in  a l l  major  Shopping Mal ls  dur ing Nat ional
Safe Boating Week. Work with and coordinate with the FSos-PA in
th i s  e f fo r t .

Refrain frorn requesting information and data from the Floti l la
staff off icers that is col lected by, and available from AUXII{IS.
Such requests are counter productive, ds they turn the staff
off icers attention ahray from their primary tasks to that of
dupl icate data co l lect ion.

Develop and direct an organj-zed program of activit ies to obtain
Auxi l iary  publ ic i ty .

Mainta in c lose I ia ison wi th  and local  Coast  Guard PubI ic  Af fa i rs
off icers, cooperating in every way to establish effective working
relationships and coordination of the Coast Guard's and
Auxi l iary 's  e f for ts  wi th  the newspaper ,  rad io and te lev is ion
media to faci l i tate coverage of Coast Guard and Auxil iary
ac t i v i t i es .

or ig inate as appropr ia te,  ar t ic les for  FIot i I Ia ,  Div is ion,
Distr ict and National Publications, clearing art icles as required
with the Distr ict Commodore and Director.

Promote the best possible image of the Auxil iary.

Assist the Division Public Education Staff Off icer and Division
Vessel Examination Staff Off icer with advert ising and publicity.

Encourage and oversee part icipation in the National Safe Boating
Week act iv i t ies by aI I  Auxi l iary  F lot i l las  in  the Div is ion.

E- r- t+



Enc losure  (1 )  to  COI IDTpuB p16791 .3

Encourage and oversee the use of the Ha1f-boat for PA efforts by
a I I  Aux i l i a r y  F lo t i I l as  i n  t he  D iv i s ion .

Assis t  the Div is ion Career  Candidate Staf f  Of f icer  wi th
advert ising and publicity concerning the Academy Introduction
Miss ion (AIM) and the Recru i t  Ass is tance Programs (RAP).

Cooperate with the Division Member Resources Staff Off icer to
publicize the Auxil iary and to attract new members.

Cooperate wi th  the Div is ion Publ icat ion Staf f  Of f icer  in
obtaining Action Photos of Floti l la activity for publication in
the Distr ict and National publications, and for entering in any
Distr ict and National Photo Contests. Retains a f i le of photos
received for possible future use.

At each neeting, report in writ ing, to the Division Board on
act iv i t ies and progress in  the Div is ion 's  PubI ic  Af fa i rs  Program.

Copies of aII correspondence from you, when appropriate, are to
be prov ided to  the DCP, vCP, and appl icable DSo(s)  ( for  mat ters
concern ing the i r  par t icu lar  area) .
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DEPARTTENT OF TRANSPORTATION

UI{ITED STATTS C(}AST GUARD AUXITIARY
( a u T x o R r z E o  € Y  c o N G R € s s  r t ! 9 1

T H E  C I V I L I A N  C O M P O N E N T  O F  T H E  U . S .  C O A S T  G U A R D

( date )

Div is ion Capta in,  DivFrom:
To :

subj: Appointment as Division Publications Staff off icer

1. In accordance with the applicable provisions of the U. S. Coast
Guard Auxil iary Manual, COMDTINST HL6790.1- (Series), I  hereby appoint
you as the Division Publications Staff Off icer for the calendar year
19

2. Your duties and responsibi l i t ies, consistent with the provisions of
the Auxi l iary  Manual ,  are as fo l lows:

a. Be the editor of the Division Publication.

b.  Mainta in c lose l ia ison wi th  the Dis t r ic t  and Flot i t la
Publications Staff Off icers to ensure a pronpt f low of suitable
articles and inforrnation of interest to the readership within the
D iv i s ion .

c. Encourage all members to subnit articles of interest for the
Div is ion Publ icat ion.

d. Receive photographs of Floti l la activit ies as nay be appropriate
for use in the Division and/or Distr ict Publication.

e. Irnmediate supervisory responsibility for your office is vasted
in the VCP. Cooperate with the VCP in every way to ensure that the
Div is ion 's  Publ ieat ion is  e f fect ive and usefu l .

f. Upon expiration of your terrn of office, or when so directed by
D€r transfer all property and records of the office to your
successor.

g. Addit ional duties of your off ice include, but are not l inited
to, the attached.

3. I arn pleased to have you as a menber of ny staff.

Division Captain
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SUGGESTED DIVISION PUBLICATIONS STAFF OFFICER DUTIES

Attend aI I  meet ings of  the Div is ion.  Give the Vice Capta in pr ior
notice when such attendance is not possible.

Whenever possible, attend Distr ict Board Meetings held in your
a rea .

Be prepared to assist the Floti l las with any workshops, workshops
and-  t r l in ing sess ions ca l led,  par t icu lar ly  those for  the t ra in ing
of  e lected and staf f  o f f icers.

Take posi t ive s teps to  ensure that  the FSOs-PB are wel l  t ra ined.
Conduct whatever workshops and/or training prograrn(s), as may be
necessary,  to  ensure that  Dis t r ic t  po l icy  is  fo l lowed in  your
program.

Be responsib le for  the developnent  and growth of  F lot i l la
Pub l i ca t i ons .  Ma in ta in  I i a i son ,  p rov ide  ass i s tance ,  g i ve
encouragement and disseminate good ideas and helpful hints.
Every Floti I Ia should publish some type of newsletter. Encourage
and lss is t  the FSOs-PB in  accompl ish ing th is  goal .

In i t ia te and mainta in contact  wi th  the DSO-PB.

Be alert for any reports on problens with supplies from the
Nat ional  Supply  Center  that  a f fect  your  area of  responsib i l i ty .
Bring these matters to the attention of the VCP and/or DCP.

you are to  estabt ish goals  and object ives for  publ icat ions wi th in
your Division along with the necessary plans that are required to
ichieve your goals. You should develop goals that are measurable
and maintain periodic review of the progress toward them. Report
this progress to the Division Board at each rneeting. A
compar ison should be made wi th  last  year 's  progress.

As a Div is ion Staf f  Of f icer ,  you are a d i rect  representat ive of
the Di ' r is ion Capta in,  and as such,  you are d i rected to  v is i t  and
communicate with the various Floti l las as may be required to
ass is t  then.  As a cour tesy,  pr ior  coord inat ion of  any v is i ts  to
the uni ts  wi l t  be made wi th  the appl icable FCs.

Prepare regular  na i l ings to  the F lot i l la  Publ icat ion Staf f
Of f icers.  ine f requency of  such mai l ing wi l l  be that  requi red to
pass down any inforrnation received from the DSO-PB. A nail ing
snould also be sent as an introduction prior to the start of the
year, with any directions, procedures and reminders that may be
irecessary to start new FSOs-PB off in the r ight direction. This
also includes quarterly reminders to the FSos-PB of the Division
publ icat ion deadl ine.  The purpose of  these nai l ings is  to  ensure
that communication down to the Floti l la leve1 is rnaintained.
When appropriate, copies wit l  be provided to the Division Board
and appl icable Dis t r ic t  Staf f  Of f icers-
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Ensure that al l  FSOs-PB are aware of and fol low the recommended
dis t r ibut ion of  F lot i l la  Newslet ters .  Copies should be prov ided
to the DIRAUX, DCO, VCO, RCO (of  your  area) ,  DSO-PB, DCP, VCP and
SO-PB. (These of f ic ia ls  should a lso be prov ided copies of  the
Div is ion Publ icat ion. )  When pract icabtre,  F lot i l las  should
exchange copies with the other Floti l la Commanders in the
D iv i s i on .

Cooperate wi th  the Publ ic  Af fa i rs  Staf f  Of f icer  in  obta in ing
Act . ion Photos of  FIot i I Ia  act iv i ty  for  publ icat ion in  the
Div is ion,  Dis t r ic t  and Nat ional  publ icat ions,  and for  enter ing in
any Dis t r ic t  and Nat ional  Photo Contests .

Mainta in a f i le  o f  a l l  un i t  publ icat ions and/or  ar t ic les
submit ted to  other  publ icat ions.

Mainta in the requi red sets  of  F lot i l la  and Div is ion publ icat ions
for  ent ry  in  any Dis t r ic t  Publ icat ion Contest .

At  each neet ing,  repor t  in  wr i t ing,  to  the Div is ion Board on
act iv i t ies and progress in  carry ing out  these dut ies.

Copies of  a l l  correspondence f rom you,  when appropr ia te,  are to
be prov ided to  the DCP, VCP, and appl icable DSO(s)  ( for  mat ters
concern ing the i r  par t icu lar  area) .
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DEPARTTENT OF TRANSPORTATION

UNITED STATTS C(}AST GUARD AUXITIARY
rHE c,vrL,AN 'ff i ; i l ; ' r ; . ; ; ; ; : .  'oAsr cuARD

(date )

Div is ion Capta in,  DivFfom:
T O :

Subj: Appointment as Division Secretary/Records Staff Off icer

1. In accordance with the applicable provisions of the U. S. Coast
Guard Auxil iary l{anual, Col{DTfNST HL6790.L (Series}, I  hereby appoint
you as the Division Secretary/Records Staff Off icer for the calendar
year 19_.

Z. Your duties and responsibi l i t ies, consistent with the provisions of
the Auxil iary Manual, are as fol lows:

a. Be responsible for the recording and subsequent publication of
the minutes of the Division when it  rneets in off icial sessions.

b. t{aintain close l iaison with the Distr ict and F'Iot i l la
Secretary/Records Staff off icers.

c. Maintain a current record of Division off icers, committee
assignments and such other appointments as may be nade by the DCP.

d. l , laintain a current l ist of Floti l la off icers and Staffs.

e. l{aintain such other records as may be required to ensure the
correctness and continuity of adurinistration.

f. Inmediate supervisory responsibi l i ty for your off ice is vested
in the VCP. Cooperate with the VCP in every way to ensure that the
Division is effectively adninistered.

g. Upon expiration of your tern of off ice, or when so directed by
r[€, transfer all property and records of the office to your
successor.

h. Addit ional duties of your off ice include, but are not l imited
to, the attached.

3. I an pleased to have you as a member of ny staff.

Division Captain
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SUGGESTED DIVISION SECRETARY/RECORDS STAFF OFFICER DUTIES

Attend a l l  neet ings of  the Div is ion.  Give the Vice Capta in pr ior
notice when such attendance is not possible.

Whenever possible, attend Distr ict Board Meetings held in your
a rea .

Be prepared to assist the Floti l las with any workshops and
tra in ing sess ions ca l led,  par t icu lar ly  those for  the t ra in ing of
e lected and staf f  o f f icers.

Take posit ive steps to ensure that the FSOs-SR are well trained.
Conduct whatever workshops and/or training program(s), as may be
necessary,  to  ensure that  Dis t r ic t  po l icy  is  fo l lowed in  your
program.

Init iate and maintain contact with the DSO-SR.

Be alert for any reports on problems with supplies from the
Nat ional  Supply  Center  that  a f fect  your  area of  responsib i l i ty .
Bring these matters to the attention of the VCP and/or DcP.

As a Div is ion Staf f  Of f icer ,  You are a d i rect  representat ive of
the Div is ion Capta in,  and as such,  You are d i rected to  v is i t  and
communicate with the various Floti l las as may be required to
ass is t  them. As a cour tesy,  pr ior  coord inat ion of  any v is i ts  to
the uni ts  wi I I  be made wi th  the appl icable FCs.

Assume staff responsibi l i ty for matters pertaining to
administrative and personnel report ing.

Maintain a copy of the correct Alpha l ist ing, and cooperate with
the In format ion System Staf f  Of f icer ,  dS requi red,  in  ensur ing
the members records in AUXMIS are correct.

Maintain a copy of the Division Standing Rules and other records
as may be required to ensure the correctness and continuity of
admin is t rat ion.

At least twice a year, communicate with at1 FSOs-SR to remind
them of  the proper  d is t r ibut ion for  the F lot i l la  Minutes.  A
mail ing should also be sent as an introduction prior to the start
of the year, with any directions, procedures and reminders that
may be necessary to start new FSOs-SR off in the r ight direction.

Conduct ballot by nail  when so directed.

Prepare and mai l  not ices of  a t l  D iv is ion Board meet ings.

Prepare correspondence for signature of the Division Captain.
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Submit art icles to the Division Publication when deemed necessary
to keep the Floti l la members within the Division informed or when

requested.

At each Division Board neeting, present the minutes of the
previous meeting for approval. AIso report to the Division Board
the activit ies and progress in carrying out these duties.

Copies of al l  correspondence from You, when appropriate, are to
be prov ided to  the DCP, VcP and the appl icable DSO(s)  ( for
mat ters  concern ing the i r  par t icu lar  areas) .
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DEPARTIENT OF TRANSPORTATION

UNITED STATES C(}AST GUARD AUXILIARY
( a u T H o n r z E o  8 Y  c o i l G R E S s  r 9 ! 9 r

T H E  C I V I L I A N  C O M P O N E N T  O F  T H E  U . S .  C O A S T  G U A R D

(date)

From:  D iv i s ion  Capta in ,  D iv
To:

Subj :  Appointment as Div is ion Finance Staf f  Off icer

1 .  In  accordance w i th  the  app l icab le  p rov is ions  o f  the  U.  S .  Coast  Guard  Aux i l ia ry
l ' lanual ,  C0MDTIi IST 1.116790.1 (Ser ies),  I  hereby appoint  you as the Div is ion Finance Staf f
Off icer for the calendar year l9-.

2 .  Your  du t ies  and respons ib i l i t i es ,  cons is ten t  w i th  the  prov is jons  o f  the  Aux i l ia ry
l , lanual ,  are as fo l lows:

a .  Exerc ise  s ta f f  respons ib i l i t y  and superv is ion  over  a l l  D iv is ion  f inanc ia l
matters,  and keep the Div is ion Board informed of  a l l  developments in th is area.

b .  Un less  o therw ise  d i rec ted ,  Jou  are  to  schedu le  qua l i f ied  Aux i l ia r i s ts  to
perform spec' i f ic  act iv i t ies in your area of  responsibi l i ty .  The schedule must
inc lude a  spec i f i c  t ime and p lace  fo r  the  ac t iv i t y .

c .  Ma in ta in  c lose  l ia ison  w i th  the  D is t r i c t  and F lo t i l l a  F inance Sta f f  Of f i cers .

d.  Keep complete and understandable records of  a l l  receipts,  d isbursements,  and
other  f  inanc ia l  t ransac t ions .

e.  Serve as a member of  the Div is ion Budget Cormit tee and prepare an annual
budget for  considerat ion by the corEni t tee and for approval  by the Div is ion Board.

f .  Render f jnancial  reports at  Div is ion meet ings and as otherwise required.
Encourage prompt payment of obligations.

g.  Prepare the Annual  Financial  Report  for  review by the Div js ion Audi t
Conrni t tee and submission to the Director.

h.  Under my supervis ion,  you shal l  receive and pay out al l  monies of  the
Div is ion  in  accordance w i th  i t s  S tand ing  Ru les .

i .  I r rnediate supervisory responsjbi l i ty  for  rout ine matters is vested in the
VCP. Cooperate wi th the VCP in every way to ensure that the Div is ion's f inances
are ef fect ively administered.

j .  Upon expirat ion of  your term of of f ice,  or  when so directed by me, t ransfer
all property and records of the office to your successor.

k .  Add i t jona l  du t ies  o f  your  o f f i ce  inc lude,  bu t  a re  no t  l im i ted  to ,  the
attached.

3. I am pleased to have you as a member of my staff.

D iv i s ion  Capta in
EI -32
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SUGGESTED DIVISTON FINANCE STAFF OFFICER DUTIES

Attend a l l  meet ings of  the Div is ion.  Give the Vice Capta in pr ior
notice when such attendance is not possible.

Whenever  poss ib le ,  a t tend Dis t r ic t  Board Meet ings held in  your
a rea .

Be prepared to  ass is t  the F lot i l las  wi th  any workshops and
tra in ing sess ions caLled,  par t icu lar ly  those for  the t ra in ing of
e lec ted  and  s ta f f  o f f i ce rs .

Be farn i l iar  wi th  the Div is ion Standing Rules and the contents  of
the var ious other  Auxi l iary  publ icat ions that  per ta in  to  handl ing
and account ing for  Auxi l iary  f inances.

Take posi t ive s teps to  ensure that  the FSOs-FN are wel l  t ra ined.
Conduct whatever workshops and/or training program(s), as rnay be
necessary,  to  ensure that  Dis t r ic t  po l icy  is  fo l lowed in  your
program.

In i t ia te and mainta in contact  wi th  the DSO-FN.

Be alert for any reports on problerns with supplies from the
Nat ional  Supply  Center  that  a f fect  your  area of  responsib i f i ty .
Bring these matters to the attention of the VCP and/or DCP.

As a Div is ion Staf f  Of f icer ,  you are a d i rect  representat ive of
the Div is ion Capta in,  and as such,  you are d i rected to  v is i t  and
communicate wi th  the var ious F lot i l las  as may be requi red to
ass is t  them. As a cour tesy,  pr ior  coord inat ion of  any v is i ts  to
the uni ts  wi l l  be made wi th  the appl icable FCs.

Prepare regular  mai l ings to  the F lot i l la  F inance Staf f  Of f icers.
The frequency of such rnail ing is to be that required to pass down
a1l  in format ion received f rom the DSO-FN. A mai l ing should a lso
be sent as an introduction prior to the start of the year, with
any directions, procedures and reminders that may be necessary to
star t  new FSOs-FN of f  in  the r ight  d i rect ion.  The purpose of
these mail ings is to ensure that communication down to the
FIot i I Ia  level  is  mainta ined.  When appropr ia te,  copies wi l l  be
prov ided to  the Div is ion Board and appl icable Dis t r ic t  Staf f
O f f i ce r s .

Prepare an ar t ic le  for  the Div is ion publ icat ion,  when
appropr ia te,  to  pass in format ion of  a  genera l  nature or  o f  wide
spread in terest  down to Ftot i I la  members wi th in  the Div is ion.

Prompt ly  mai l  out  s tatements as speci f ied in  the Div is ion 's
Standing Rules.  You are responsib le for  the co l lect ion of  a l l
dues f ron the F lot i l las .
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Ensure prompt payment of Distr ict dues and/or any other f inancial
obligations as authorized by the approved Division Budget, by the
Oivision Captain as permitted by the Standing Rules, or by
approval voted by the Division Board.

Prepare an Order  Form, wi th  Div is ion pr ice l is ts ,  for  use by the
f ' lo t i t tas in  order ing Pub1ic  Educat ion Course mater ia ls .

At  each neet ing,  repor t  in  wr i t ing,  to  the Div is ion Board on
act iv i t ies and progress in  carry ing out  these dut ies.

provide a cornplete f inancial statement for review by the Division
Board as required bY the DCP.

provide data required for the annual Audit Committee report to
the Div is ion Board and Di rector .

Copies of a1l correspondence from You, when appropriate, are to
be prov ided to  the DCP, vcP and the appl icable DSo(s)  ( for
mat ters  concern ing the i r  par t icu lar  areas)  -
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DEPARTTENT OF TRANSPORTATION

UI{ITTD STATTS C(}AST GUARD AUXITIARY
( A U T H O R I Z E O  B Y  C O N G R E S S  I ' I 9 )

T H E  C I V I L I A N  C O M P O N E N T  O F  T H E  U . S .  C O A S T  G U A R D

(date )

F rom:  D iv i s ion  Capta in ,  D iv i s ion
To :

Subj :  Appointment as Div is ion Corrnunicat ion Staf f  Off icer

1 .  In  accordance w i th  the  app l icab le  p rov is ions  o f  the  U.  S .  Coast  Guard  Aux i l ia ry
l ' lanual ,  COIi IDTINST 1,116790.1 (Ser ies),  I  hereby appoint  you as the Div is ion
Conrnun jcations Staff Off icer for the calendar year l9-.

2 ,  Your  du t jes  and respons ib i l i t ' i es ,  cons js ten t  w i th  the  prov is ions  o f  the  Aux i l ia ry
Manua l ,  a re  as  fo l lows:

a .  Exerc ise  s ta f f  respons ib j l i t y  and superv is ion  over  a l l  mat te rs  per ta in ing  to
the Divis ion conrnunicat jons,  and keep the Div is ion Board informed of  a l l
deve' lopments in th is area.

b .  Un less  o therw ise  d i rec ted ,  you  are  to  schedu le  quaf  i f  ied  Aux j l ia r ' l s ts  to
per fo rm spec i f i c  ac t i v i t ies  in  your  a rea  o f  respons ib i l i t y .  The schedu le  nus t
inc lude a  spec i f i c  t ime and p lace  fo r  the  ac t iv i t y .

c .  Ma in ta in  c lose  l ia ison  w i th  the  D is t r i c t  and F lo t i l l a  Communica t ions  Sta f f
Of f i cers ' in  p lann ing ,  o rgan iz ing  and imp lement ing  the  D iv is ion 's  comunica t ion
ac t i v i t i es .

d .  Encourage the  ob ta in ing  and use o f  add i t iona l  rad io  fac i l i t i es .  Ensure  tha t
every  ac t iva t ion  o f  an  Aux i l ia ry  Rad io  fac i l i t y  i s  under  Coast  Guard  orders .

e.  In cooperat ion wi th the Member Train ' ing Staf f  0f f icer,  encourage increased
member  par t i c ipa t ion  in  comnun ica t ions  t ra in ing  and qua l  i f i ca t ion  as
comnun ica t ions  spec ia l  i s ts .

e.  Mainta ' in such records as may be required to ef fect ively discharge your
respons ib i  I  i t ies .

f .  Inrmediate supervisory responsibi l i ty  for  your of f jce is vested jn the VCP.
Cooperate wi th the VCP in every way to ensure that the Div is ion's Cormunicat ions
Program is ef fect jvely administered.

g.  Upon expirat jon of  your term of of f ice,  or  when so directed by me, t ransfer
al l  property and records of  the of f ice to your successor.

h .  Add i t iona l  du t ies  o f  your  o f f i ce  inc lude,  bu t  a re  no t  l im i ted  to ,  the
attached.

3. I am pleased to have you as a member of my staff.

D iv i s ion  Capta in
1 1  ? t r
L I -  J J

P R O M O T I N G  R E C R E A T I O N A L  B O A T I N G  S A F E T YD E D I C A T E D  T O



Enc losure  (1 )  to  C0MDTPUB P16791.3

SUGGESTED DIVISTON COMMUNICATIONS STAFF OFFICER DUTIES

Attend a l l  meet ings of  the Div is ion.  Give the Vice Capta in pr ior
notice when such attendance is not possible.

Whenever possible, attend the Distr ict Board Meetings held in
your  area.

I f  not  prev ious ly  qual i f ied,  become qual i f ied as a Communicat ions
Spec ia l i s t .

Be prepared to assist the Floti l las with any workshops and
tra in ing sess ions ca l led,  par t icu lar ly  those for  the t ra in ing of
e lected and staf f  o f f icers.

Be fami l iar  wi th  the contents  of  a I I  the var ious publ icat ions
that pertain to communications, including the Operations PoIicy
Manua l ,  COMDTINST M16798 .  3 (se r ies )  .

Take posit ive steps to ensure that the FSOs-CM are well trained.
Conduct whatever workshops and/or training program(s), as may be
necessary,  to  ensure that  Dis t r ic t  po l icy  is  fo l lowed in  your
program.

fnit iate and maintain contact with the DSO-CM.

Be alert for any reports on problems with supplies from the
National Supply Center that affect your area of responsibi l i ty.
Bring these matters to the attention of the VCP and/or DCP.

Establish Communications goals and objectives for your Oivision
along with the necessary plans that are required to achieve your
goa l s .

You should develop goals that are measurable and maintain
periodic review of the progress toward thern. Report this
progress to the Division Board at each neeting. A comparison
should be made wi th  last  year 's  progress.

As a Division Staff Off icer, you are a direct representative of
the Division Captain, and as such, you are directed to visit  and
communicate with the various Floti l las as may be required to
assist them. As a courtesy, prior coordination of any visits to
the units wit l  be made with the applicable FCs.
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Prepare regular  na i l ings to  the Ftot i l la  Communicat ions Staf f
Of f icers.  The f requency of  such a nai l ing is  to  be that  requi red
to pass down al l  information received from the Distr ict
Communicat ions Staf f  Of f icer .  I t  should a lso pass down a l l
communication inforrnation received from any other source. A
mail ing should also be sent as an introduction prior to the stbrt
of the year, with any directions, procedures and reminders that
may be necessary to start new FSOs-CM off in the r ight direction.
The purpose of these nail ings is to ensure that communication
down to the F lot i l la  level  is  mainta ined.  When appropr ia te,
copies wil l  be provided to the Division Board and applicable
D is t r i c t  S ta f f  O f f i ce rs .

Prepare at  least  one ar t ic le  for  each issue of  the Div is ion
Publication, to pass information of a general nature or of wide
spread interest down to Floti I Ia members within the Division.

With cooperation from the SO-IS, review the appropriate AUXI,IIS
data,  d t  least  quar ter ly ,  to  t rack the s tatus of  the Div is ion,s
Communication Stations. When a weakness is observed within a
Flot i l la ,  correspond wi th  the appropr ia te s taf f  o f f icer .  Request
advice on the nature of the problem and offer assistance. When
appropriate, prepare correspondence for the DCP or VCP to use in
requesting information from the Floti t la Commanders on the
perceived problems.

Manage the f ixed-land and land-mobile radio faci l i t ies in the
Division. Maintain the records required by the DSO-CM and
provide any reports that may be required.

Assist the FSOs-CM, ds nay be required, to inspect Fixed Land and
Land Mobi le  Radio Faci l i t ies.

Work with the area communication coordinators, and the Distr ict
Staf f  Of f icer  for  Communicat ions,  in  p lanning,  organiz ing,
d i rect ing,  and contro l l ing Auxi l iary  communicat ions.

In coordination with the Division Member Training Staff Off icer
and the Division Operations Staff Off icer, encourage inclusion of
communication itens in any required Operations Workshop. AIso
encourage training exercises in search and rescue communications
for  vessels ,  a i rcraf t  and communicat ions fac i l i t ies.

Maintain an up-to-date l ist of cornmunications special ists frorn
Distr ict distr ibuted AUXMIS printouts.

At each neeting, report in writ ing, to the Division Board on the
progress in the field of comrnunications and on the status of the
Division's Comnunications Program.

Copies of aII correspondence from you, when appropriate, are to
be provided to the DCP, VCP, and applicabte DSO(s) (for matters
concern ing the i r  par t icu lar  area) .
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DEPARTXENT OF TRANSPORTATION

UI{ITED STATES C(IAST GUARD AUXILIARY
rHE crvrLrAN t#; ; ; ; r 'o ' r . r r r '  r . r .  roorr  GuARD

(date )

From: Div is ion Capta in,  Div
To :

Subj: Appointment as Division Career Candidate Staff

1. In accordance with the applicable provisi-ons of
Guard Auxi l iary  Manual ,  COMDTINST ML6790.1-  (Ser ies) ,
you as the Division Career Candidate Staff Off icer for
19

Off icer

the U.  S.  Coast
I hereby appoint

the calendar year

2. Your duties and responsibi l i t ies, consistent with the provisions of
the Auxi l iary  Manual ,  are as fo l lows:

a. Exercise staff responsibi l i ty and supervision over the
Division's Acadeny Introductory Uission (AIU) Program and the
Recruitnent Assistance Program (RAP), and keep the Division Board
inforrned of al l  developnents in these programs.

b. Unless otherwise directed, you are to schedule quali f ied
Auxi l iar is ts  to  per form speci f ic  act iv i t ies in  your  area of
responsibif i ty. The schedule must include a specif ic t irne and place
for  the act iv i ty .

c .  Mainta in c lose l ia ison wi th  the Dis t r ic t  and Flot i l la  Career
Candidate Staff Off icers for Project AIi l  and RAP.

d. Effectively impl"ement the Distr ict 's AfU and RAP Programs in
accordance with prescribed procedures.

e. Cooperate with the SO-PA i-n publicizing the AIII{ and RAP
Programs.

f .  Chai r  the Div is ion 's  AIM Candidate Select ion Board.

q. fnrnediate supervisory responsibi l i ty for your off ice is vested
in the VCP. Cooperate with the VCP in every way to ensure that the
Division's AIM dnd RAP Prograrns are effectivel-y administered.

i.  Upon expiration of your term of off ice, or when so directed by
In€r transfer all property and records of the office to your
successor.

j .  Addit ional duties of your off ice include, but are not l inited
to, the attached.

3. I am pleased to have you as a nember of ny staff.

Division Captain
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SUGGESTED DIVISION CAREER CANDIDATE STAFF OFFICER DUTIES

Attend a l l  meet ings of  the Div is ion.  Give the Vice Capta in pr ior
notice when such attendance j.s not possible.

Whenever  poss ib le ,  a t tend Dis t r ic t  Board Meet ings held in  your
a rea .

Be prepared to assist the Ftoti l las with any workshops and
tra in ing sess ions ca l led,  par t icu lar ly  those for  the t ra in ing of
e lec ted  and  s ta f f  o f f i ce rs .

Be fami l iar  wi th  the contents  of  a l l -  the var ior ls  publ icat ions
that pertain to the AIM and RAP Programs.

Take posit ive steps to ensure that the FSOs-CC are well trained.
Conduct  whatever  workshops and/or  t ra in ing program(s) ,  as may be
necessary,  to  ensure that  Dis t r ic t  po l icy  is  fo l lowed in  your
program.

In i t ia te and mainta in contact  wi th  the DSO-CC.

Be alert for any reports on problems with supplies from the
Nat ional  Supply  Center  that  a f fect  your  area of  responsib i t i ty .
Bring these matters to the attention of the VCP and/or DCP.

Establ ish AIM and RAP goals  and object ives for  your  Div is ion
along with the necessary plans that are required to achieve your
goa1i .  You should develop goals  that  are measurabLe and mainta in
periodic review of the progress toward them. Report this
progress to the Distr ict Board at each meeting. A comparison
should be made wi th  last  year 's  progress.

As a Div is ion Staf f  Of f icer ,  you are a d i rect  representat ive of
the Div is ion Capta in,  and as such,  You are d i rected to  v is i t  and
communicate wi th  the var ious F lot i l las  as may be requi red to
ass is t  them. As a cour tesy,  pr ior  coord inat ion of  any v is i ts  to
the uni ts  wi l l  be made wi th  the appl icable FCs.

prepare regular  na i l ings to  the F lot i l la  Career  Candidate Staf f
o f f icers.  The f requency of  such rnai l ing wi I I  depend on your
par t icu lar  program and the t iming of  i t 's  var ious events.  As a
rn in imurn,  i t  w i l l  be that  requi red to  pass down to the f lo t i l1as
aI I  in format ion received f rom the DSO-CC. A nai l ing should a lso
be sent as an introduction prior to the start of the year, with
any directions, procedures and reminders that nay be necessary to
star t  new FSos-CC of f  in  the r ight  d i rect ion.  The purpose of
these nail ings is to ensure that communication down to the
Flot i l la  level  is  mainta ined.  When appropr ia te,  copies wi l l  be
prov ided to  the Div is ion Board and appl icable Dis t r ic t  Staf f
O f f i ce r s .

prepare an ar t ic le  for  each issue of  the Div is ion publ icat ion to
pass information of a general nature or of wide spread interest
down to F lot i l la  nembers wi th in  the Div is ion.
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Obtain AIM Material published by the Coast Guard Academy for use
by the F lot i l Ia  Staf f  Of f icers.

obta in and d is t r ibute,  the cadet  prof i re  for  use by F lot i l la
Staf f  Of f icers in  se lect ing fu ture AfM Candidates. -

cooperate wi th  the Div is ion pubr ic  Af fa i rs  s taf f  o f f icer  to
obtain local pubticity of the AfM and RAP Programs.

Estabrish and oversee a system whereby each high schoor in the
Div is ion 's  area,  in  so far  as pract icable,  is  ass igned to a
Frotir la whose Fso-cc is responsibre for presenting the ArM and
RAP information at that school.

Each year establish, and serve as Chairman, dD AIM Candidate
Select ion Board.  This  board is  to  rev iew a l l  appl icat ions
received from prospective AIM Candidates in the Division,
interview the applicants, and select the Division AIM Candidate
in accordance with the established procedures.

Work with each local Coast Guard unit to hold an i lAIM Daytt each
year for applicants to the AIM Program. AIl applicants, not just
those selected to attend the Acaderny, should be included.

Encourage a fol low-up program of persons sponsored during the AIM
program to encourage then to take the entrance examinations and
other steps necessary to apply for admission to the Academy.
Encourage the FSOs-CC to remain in contact with those admitted
during the t ime they are attending the Academy.

Obtain feedback from AfM Candidates on ways to irnprove the
program.

Be thoroughly famil iar with Coast Guard recruit ing programs and
procedures.

Encourage Flot i l la  Staf f  Of f icers to  increase the i r  par t ic ipat ion
in the AIM and RAP programs by visit  to each high school in their
geographic area to acquaint the counselors with the AIM Program.
They shoul-d also cooperate with the area Coast Guard recruiters.

Encourage the fol low-up on unsuccessful AfM candidates for
possible enlistment or application to the Academy or Off icer
Candidate School.

At each meeting, report in writ ing,
progress and activit ies in the AIM
assistance program (RAP) .

to the Division Board on
program and in the recruitment

Copies of al l  correspondence from you, when appropriate, are to
be prov ided to  the DCP, VCP and the appt icable DSO(s)  ( for
mat ters  concern ing the i r  par t icu lar  areas) .
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DEPARTTENT OF TRANSPORTATION

UI{ITED STATTS C()AST GUARD AUXITIARY
( A U T H O R T Z E O  B Y  C O X G R € S S  l t ! t I

T H E  C I V I L I A N  C O M P O N E N T  O F  T H E  U . S .  C O A S T  G U A R D

(date)

Div is ion Capta in,  DivFrom:
To:

Subj: Appointnent as Division fnformation Systeurs Staff Off icer

l.  In accordance with the applicable provisions of the U. S. Coast
Guard Auxiliary Manual , COUDTf NST l{l-6790. l- ( Series ) , I hereby appoint
you a6 the Division Information Systems Staff Officer for the calendar
year 19_.

2. your duties and responsibi l i t ies, consistent with the provisions of
the Auxil iary Manual-, are as fol lows:

a. Exercise staff responsibi l i ty and supervision over al l  matters
pertaining to the collection, recording. and forwarding of the
bivision' i  auntlS data, and keep the Division Board informed of al l
developments in this area.

b. Maintain close l iaison with the Distr ict and Floti l la
Inforrnation Systems Staff Officers in order to ensure proper credit
is received for the rnembers, and Floti t la's activit ies.

c. Coordinate and cooperate with the SO-VE, SO-PE, SO-OP, SO-UT,
SO-I,iR SO-AI{ and SO-PA so that they are kept advised of the progress
in each of their areas of responsibi l i ty.

d. l,taintain such records as may be required to effectively
discharge your responsibi l i t ies.

€. fnlediate sup€rvisory responsibility for your office is vested
in the VCP. Cooperate with the VCP in every way to ensure that the
Divisionrs activit ies are effectively and accurately recorded'

f. Upon expiration of your term of office, or when so directed by
1l€r €ransfer all property and records of the office to your
successor.

g. Addit ional duties of your off ice include, but are not l inited
to, the attached.

3. I am pleased to have you as a member of my staff-

Division Captain
t r 1  A 1
L T - A I
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SUGGESTED DIVTSION INFORMATION SYSTEMS STAFF OFFTCER DUTIES

Attend a l l  meet ings of  the Div is ion.  Give the Vice Capta in pr ior
not ice when such at tendance is  not  poss ib le .

whenever  poss ib le ,  a t tend Dis t r ic t  Board Meet ings held in  your
a rea .

Be prepared to  ass is t  the Frot i r ras wi th  any workshops and
tra in ing sess ions ca l led,  par t icurarry  those for  the rs  and
AUXI.,I IS training of elected and staf f  of f  icers.

Be fan i l iar  wi th  the contents  of  a I I  the var ious publ icat ions
that pertain to AUXMIS including the AUXILfARY MEMBERS AUXMIS
GUIDE,  COMDTINST  M1679O.2 (se r i es )  .

Take posi t ive s teps to  ensure that  the FSOs-fS are wel l -  t ra ined.
conduct  whatever  workshops and/or  t ra in ing program(s) ,  as may be
necessary,  to  ensure that  Dis t r ic t  po l icy  is  for rowed in  your
program.

In i t ia te and mainta in contact  wi th  the DSO-IS.

Be alert for any reports on problems with supplies from the
Nat ional  supply  center  that  a f fect  your  area of  responsib i r i ty .
Bring these matters to the attention of the VCp and/or DCp.

As a Div is ion s taf f  o f f icer ,  you are a d i rect  representat ive of
the Div is ion capta in,  and as such,  you are d i rected to  v is i t  and
communicate wi th  the var ious F lot i l las  as may be requi red to
ass is t  them. As a cour tesy,  pr ior  coord inat ion of  any v is i ts  to
the uni ts  wi l l  be made wi th  the appl icable FCs.

Prepare regular  mai l ings to  the F lot i l la  In format ion Systems
Staf f  Of f icers.  The f requency of  such nai l ing is  to  be that
requi red to  pass down a l l  in fornat ion received f rom the DSO-IS.
A nai l ing should a lso be sent  as an in t roduct ion pr ior  to  the
start of the year, with any directions, procedures and reminders
that may be necessary to start new FSOs-IS off in the r ight
d i rect ion.  The purpose of  these nai l ings is  to  ensure that
communicat ion down to the Div is ion and Flot i l la  level  is
mainta ined.  When appropr ia te,  copies wi l l  be prov ided to  the
Div is ion Board and appl icable Dis t r ic t  Staf f  Of f icers.

Prepare one or  more ar t ic les for  each issue of  the Div is ion
publication to pass information of a general nature or of wide
spread in terest  down to F lot i l la  menbers wi th in  the Div is ion.
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Review the appropriate AUXMIS Printouts on a regular basis to
t rack the input  o f  tne Div is ion 's  act iv i t ies.  When a weakness is
observed wi tn in  a F lot i I Ia ,  correspond wi th  the appropr ia te s taf f
o f f icer .  Request  adv ice on the nature of  the problem and of fer
ass is tance.  When appropr ia te,  prepare correspondence for  the DCP
or VCP to use in  request ing in format ion f rom the F lot i l la
Commanders on the perceived problems-

Be knowledgeable of the contents of the MEMBER AUXMIS GUIDE,
CoMDTINST NIL67}O.2 and the procedures for members to fol low when
submitt ing AUXMIS-related forms.

Prov ide t i rne ly  feedback to  FSOs-IS on speci f ic  in format ion
concerning mernber-init iated eruors to reduce processing and
transact ion error  recovery t ime in  the Di rector 's  o f f ice.

Coord inate aI I  Div is ion ISIAUXMfS act iv i t ies wi th  the Di rector 's
o f f i ce .

Establ ish a t ra in ing program so that  a l l  F lo t i l la  Staf f  Of f icers
wi l l  be aware of  the procedures requi red for  r r rea l - t imef f

repo r t i ng ,  t o  t he  F lo t i l l a  o f f i ce rs  and  s ta f f ,  o f  F lo t i l l a
performance toward the AMOS objectives.

Receive f rom the FSOs-IS,  and check for  er rors  and omiss ions,  a l l

required AUXMIS Reports and make a weekly submission to the
D i rec to r ' s  o f f i ce .

Upon receipt of the Transaction List ing and Transaction Error
f , is t ing f rom the Di rector 's  Of f ice,  check the i tems shown on

these l is t ings against  your  subrn i t ta l .  Ensure that  a I I
transactions sent are correctly entered into AUXMIS. Where
possible, correct al l  i terns shown on the Error List ing and
iesubni t .  Where correct ion is  not  poss ib le ,  re turn the cards
wi th errors  to  the FSO-IS for  correct ion and resubni t ta l .  Ensure
that  a I I  er rors  are corrected and credi t  is  received for  a l l
rnember/ f lo t i I Ia  act iv i ty .  Resolve a l l  d iscrepancies wi th  the

DSO- IS  and /o r  D i rec to r ' s  O f f i ce -

Establish a system So that you are able to provide rrreal-t imerl

repor t ing of  aUXUfS data to  the Div is ion Board and Staf f -  This
inltudes preparing a AMOS type report showing attainment in the
four  AUOS areas,  for  a l l  o f  the F lot i l las ,  ds of  your  la test

submittal of AUXI'{IS Reports to the Director's Off ice"

Establish a system so that you are able to provide to the SO-OP
the names of Lhose members, bY f lot i l la, that have not yet taken
the Operations hlorkshop, dt least one month prior to the workshop
dead l i ne .

Establish a system so that you are able to provide to the SO-VE

the names of  Lhose VEs,  by f lo t i l la ,  that  have not  yet  taken the

Vessel Examiner Workshop, dt least one month prior to the seminar
dead l i ne .
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Establish a system so that you are able to provide to the so-vE
the names of  those.VEs,  by f lo t i r la ,  that  have not ,  as of  1_ Ju ly ,
performed the required 1O CMEs.

Upon receipt of the One Page Management Report, extract the
per t inent  data for  presentat ion to  the Div is ion Staf f  o f f icers.

At each meeting, report in writ ing, to the Division Board on
progress and act iv i t ies in  the Div is ion 's  rn format ion systen.

Copies of aII correspondence from you, when appropriate, are to
be prov ided to  the DCP, VCP and the appl icable DSO(s)  ( for
mat ters  concern ing the i r  par t icu lar  area) .
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DEPARTTENT OF TRANSPORTATION

UI{ITED STATES C(}AST GUARD AUXITIARY
( A U T H O F I Z E O  B Y  C O X G R € S S  I 9 I 9 I

T H E  C I V I L I A N  C O M P O i l E N T  O F  T H E  U . S .  C O A S T  G U A R D

(date )

From:  D iv is ion  Capta in '  D iv
To:

Subj :  Appointment as Div is ion Aids to Navigat ion Staf f  Off icer

t .  In  accordance w i th  the  app l icab le  p rov is ions  o f  the  U.  S .  Coast  Guard  Aux i l ia ry
l {anual ,  COfi IDTINST 1,116790.1 (Ser ies),  I  hereby appoint  you as the Div is ion Aids to
Navigation Staff Off icer for the calendar year l9-.

2 .  Your  du t ies  and respons ib i l i t i es ,  cons is ten t  w i th  the  prov is ions  o f  the  Aux i l ia ry
Manual,  are as fo l lows:

a.  Exercise staf f  responsibi l i ty  and supervis ion over chart  updat ' ing patrols and
the prompt report ing of  d iscrepancies in aids to navigat ion (AT0l{) ,  chart
discrepancies and chart  updat ing informat ion,  and inspect ion of  Pr ivate Ajds to
Navigat ion.  Keep the Div is ion Board informed of  a l l  developments in these areas.

b .  Un less  o therw ise  d i rec ted ,  you  are  to  schedu le  qua l j f ied  Aux i l ia r i s ts  to
perform speci f ic  act iv i t ies ' in your area of  responsibi l i ty .  The schedule must
inc lude a  spec i f i c  t ime and p lace  fo r  the  ac t iv i t y .

c .  l ' l a in ta in  c lose  I  ia ison  w i th  the  D is t r i c t  and F lo t i  l  la  A ids  to  l {av iga t ion
Staff Officers and request a monthly activity report. Forward to the DSO-AN, by
I  0ctober each year,  changes desired on chart  d istr lbut ion.

d.  Coordinate and cooperate wi th the S0-0P to ensure that al l  Aids to l {avigat ion
and Chart Updating patrols are performed under Coast Guard Patrol orders.

e.  Foster interest  for  members to report  a id discrepancies,  to inspect pr ivate
a ids ,  and to  ma in ta in  the i r  own nav iga t iona l  pub l i ca t ions  in  an  up- to -da te
cond i t ion .

t .  i la inta ' in such records as may be required to ef fect ively discharge your
responsibi l i t ies.  Upon expirat ion of  your term of of f ice,  or  when so directed by
me, transfer all property and records of the office to your successor.

g.  Inmediate supervisory responsibi l i ty  for  your of f ice is vested in the VCP.
Cooperate wi th the VCP in every way to ensure that the Div is ion's aids to
navigat ion program is ef fect ively administered.

i .  Addi t ional  dut ies of  your of f ice include, but are not l imi ted to,  the
attached.

3. I am pleased to have you as a member of my staff.

D ' i v is ion  Capta in
E1-45
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SUGGESTED DIVISION AIDS TO NAVTGATION STAFF OFFICER DUTTES

Attend a l l  meet ings of  the Div is ion.  Give the Vice Capta in pr ior
not ice when such at tendance is  not  poss ib le .

Whenever  poss ib le ,  a t tend Dis t r ic t  Board Meet ings held in  your
a rea .

Be prepared to  ass is t  the F lot i l las  wi th  any workshops and
tra in ing sess ions ca l led,  par t icu lar ly  those for  the t ra in ing of
e lec ted  and  s ta f f  o f f i ce rs .

Be fami l iar  wi th  the contents  of  a l l  the var ious publ icat ions
that  per ta in  to  a ids to  nav igat ion and char t  updat ing,  inc lud ing
the Aids to  Navigat ion and Char t  Updat ing Manual .

Take posi t ive s teps to  ensure that  the FSOs-AN are wel l  t ra ined.
Conduct whatever workshops and/or training prograrn(s), as may be
necessary,  to  ensure that  Dis t r ic t  po l icy  is  fo l lowed in  your
program.

In i t ia te and mainta in contact  wi th  your  the DSO-AN.

Be alert for any reports on problens with supplies from the
Nat ional  Supply  Center  that  a f fect  your  area of  responsib i f i ty .
Bring these matters to the attention of the VCP and/or DCP.

Establ ish Aids to  Navigat ion/Char t  Updat ing goals  and object ives
for  your  Div is ion a long wi th  the necessary p lans that  are
requi red to  achieve your  goals .  You should develop goals  that
are measurable and nainta in per iod ic  rev iew of  the progress
toward them. Report this progress to the Division Board at each
meet ing.  A compar ison should be made wi th  last  year 's  progress.

As a Div is ion Staf f  o f f icer ,  you are a d i rect  representat ive of
the Div is ion Capta in,  and as such,  you are d i rected to  v is i t  and
communicate with the various Floti l las as may be required to
ass is t  thern.  As a cour tesy,  pr ior  coord inat ion of  any v is i ts  to
the uni ts  wi l l  be made wi th  the appl icable FCs.

Prepare regular  rna i l ings to  the F lot i l la  A ids to  Navigat ion Staf f
Of f icers.  The f requency of  such nai l ing wi l l  be that  requi red to
pass down aI I  in format ion received f rom the DSo-AN. A rnai l ing
should be sent as an introduction prior to the start of the year,
with any directions, procedures, reminders that may be necessary
to start new FSOs-AN off in the r ight direction. The purpose of
these mail ings is to ensure that communication down to the
FIot i I Ia  level  is  na inta ined.  When appropr ia te,  copies wi l l  be
prov ided to  the Div is ion Board and appl icable Dis t r ic t  Staf f
O f f i ce r s .

Prepare one or  more ar t ic les for  each issue of  the Div is ion
publication to pass information of a general nature or of wide
spread in terest  down to F lot i l la  nembers wi th in  the Div is ion.
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With cooperat ion f rom the SO-IS,  rev iew the appropr ia te AUXMIS
data,  d t  least  quar ter ly ,  to  t rack the s tatus of  the d iv is ion,s
a ids to  nav igat ion program. When a weakness is  observed wi th in  a
Flot i I la ,  correspond wi th  the appropr ia te s taf f  o f f icer .  Request
advice on the nature of  the problern and of fer  ass is tance.  When
appropriate, prepare correspondence for the DCP or VCP to use in
requesting information from the Floti l la Commanders on the
perceived problems.

Keep the automated NOS chart distr ibution records up-to-date.
Annual ly  adv ise the Dis t r ic t  A ids to  Navigat ion Staf f  o f f icer  o f
necessary changes to  th is  system. A11 naut ica l  char ts  de l ivered
to the Div is ion under  the automat ic  system, shal l  be d is t r ibuted
by  you  to  the  F Io t i I I as .

You wi l l  request ,  ass ign and fo l low-up on specia l  invest igat ion
pro jects  and prov ide ass is tance to  Auxi l iar is ts  in  the complet ion
and submiss ion of  specia l  invest igat ion repor ts .

You wi l l  request ,  ass ign and fo l low-up on inspect ions of  Pr ivate
Aids to  Navigat ion and prov ide ass is tance to  Auxi l iar is ts  in  the
conplet ion of  th is  rn iss ion and submiss ion of  the requi red
repor ts .

You wi l l  receive a l l  repor ts  f rom the FIot i I Ias and wi l l  rev iew
them i rnnediate ly  for  readabi l i ty ,  accuracy and any errors  of
omiss ion.  You wi l l  correct  any obvious errors  and forward the
reports as prescribed in the Aids to Navigation and Chart
Updat ing Manual .

From the data received from the FSOs-AN in their report due prior
to the 15th, submit the Monthly Activity Report as required by
the Aids to Navigation and Chart Updating Manual to the DSO-AN,
with a copy to the DCP, prior to the 2oth of each rnonth.

Cooperate with local Coast Guard units for the purpose of
establ ish ing and mainta in ing Auxi l iary  AtoN patro ls  as weI I  as
rendering assistance and/or transport for Coast Guard personnel
for emergency AtoN servicing. Ensure any movement of Auxil iary
fac i l i t ies is  per formed under  Coast  Guard patro l  orders.

fn coordination with the Member Training Staff Off icer and the
operat ions Staf f  o f f icer ,  encourage the inc lus ion of  a ids to
navigation inforrnation in any required operations Workshop. AIso
coordinate the developrnent of training programs to establish
member prof ic iency in  char t  updat ing act iv i t ies.

At  each neet ing,  repor t  in  wr i t ing,  to  the Div is ion Board on
act iv i t ies and progress in  the Div is ion 's  Aids to  Navigat ion
Program.

Copies of aII correspondence from you, when appropriate, are to
be prov ided to  the DCP, VcP and the appl icable DSO(s)  ( for
mat ters  concern ing the i r  par t icu lar  areas) .
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DEPARTTENT OF TRANSPORTATION

UNITED STATTS C(}AST GUARD AUXITIARY
t a u r H o R r z E o  B Y  c o x G R E s s  I t l 9 l

T H E  C I V I L I A N  C O M P O N E N T  O F  T H E  U . S .  C O A S T  G U A R D

(date )

F rom:  D iv i s ion  Capta in ,  D iv
To:

Subj :  Appointment as Div is ion Mater ia ls Staf f  Off icer

l .  In  accordance w i th  the  app l icab le  p rov is ions  o f  the  U.  S .  Coast  Guard  Aux i l ia ry
Manual,  COMDTINST 1.116790.1 (Ser ies),  I  hereby appoint  you as the Oivis ion Mater ia ls
Staff Off icer for the calendar year l9-.

2 .  Your  du t ies  and respons ib i l i t i es ,  cons is ten t  w i th  the  prov is ions  o f  the  Aux i l ia ry
Manua l ,  a re  as  fo l lows:

a.  Exercise staf f  responsjbi l ' i ty  ans supervis ion over the procurement of
mater ia ls  inc lud ing  s ta t ionary ,  fo rms and pub l ica t ions  fo r  d is t r ibu t ion  to  the
Divis ion Elected and Staf f  0f f icers and keep the Div js ion Board infonned of  a l l
developments in th is area.

b .  l r ta in ta in  c lose  l ia ison  w i th  the  D is t r i c t  and F lo t i l l a  l , la te r ia ls  S ta f f
Off i cers .

c.  Coordinate and cooperate wi th al l  Div is ion Staf f  of f icers in order to keep
them suppl ied wi th the i tems necessary for  the performance of  their  dut ies.

d .  Ma in ta in  and d issemjnate ,  as  requ i red ,  l i s t ings  o f  supp l ies ,  sources  and
information on procurement.

e.  I rmediate supervisory responsibi l i ty  for  your of f ice is vested in the VCP.
Cooperate wi th the VCP in every way to ensure that the Div is ion maintains an
adequate supply of  mater ia ls for  proper operat ion.

f .  Upon expirat ion of  your term of of f ice,  or  when so djrected by me, t ransfer
al' l  property and records of the office to your successor.

g.  Addi t ional  dut ies of  your of f ice include, but are not l imi ted to,  the
attached.

3. I am pleased to have you as a member of my staff.

D iv i s ion  Capta in

E1-48

D E D I C A T E D  T O  P R O M O T I N G  R E C R E A T I O N A L  B O A T I N G  S A F E T Y



t nc l osu re  (1  )  t o  C0MDTpUB p1679 i . 3

SUGGESTED DIVISION MATERIALS STAFF OFFTCER DUTIES

Attend a l l  meet ings of  the Div is ion.  Give the Vice Capta in pr ior
notice when such attendance is not possible.

whenever possible, attend Distr ict Board Meetings herd in your
a rea .

Be prepared to assist the F1oti1las with any workshops training
sessions car led,  par t icu lar ly  those for  the t ra in ing of  erected
and  s ta f f  o f f i ce rs .

Take posit ive steps to ensure that your counterpart staff
o f f icers at  FIot i I Ia  level  are wel l  t ra ined.  Conduct  whatever
workshops and/or  t ra in ing program(s) ,  as may be necessary,  to
ensure that  Dis t r ic t  po l icy  is  fo l lowed in  your  program.

Provide leadership and guidance to aII FSOs-MA.

Init iate and maintain contact with the DSO-MA.

Be alert for any reports on problems with supplies from the
National store and National suppry center that affect your area
of  responsib i l i ty .  Take appropr ia te act ion to  resolve the
probrems. Keep the DSO-MA, vcP and DCP advised of your actions
in  th i s  a rea .

As a Div is ion s taf f  o f f icer ,  you are a d i rect  representat ive of
the Div is ion capta in,  and as such,  you are d i rected to  v is i t  and
communicate with the various Frotirras as may be required to
ass is t  then.  As a cour tesy,  pr ior  coord inat ion of  any v is i ts  to
the uni ts  wi l l  be made wi th  the appl icable FCs.

Prepare regular  rna i l ings to  the F lot i l la  Mater ia l  Staf f  Of f icers.
The frequency of such mairing wilr be that required to pass down
all inforrnation received from the DSO-MA. A mail ing shoutd also
be sent as an introduction prior to the start of the year, with
any directions, procedures and reminders that nay be necessary to
start new FSOs-MA off in the r ight direction. The purpose of
these nail ings is to ensure that communication down to the
Flot i l la  level  is  na inta ined.  When appropr ia te,  copies wi I I  be
provided to the Division Board and appricable Distr ict Staff
O f f i ce rs .

Prepare an art icle for each issue of the Division publication to
pass information of a general nature or of wide spread interest
down to Ftoti l la members within the Division.

Encourage the use of the Distr ict l{aterial Center. Ensure that
alr division members have the information on how to order, have
the order forms, and have the latest price l ist.
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Mainta in an up to  date inventory,  and custody l is t ,  o f  a l }
Division owned property and al l  Coast Guard property assigned to
the Div is ion This  is  to  inc lude a l l  Movie,  overhead,  and Sl ide
pro jectors,  f i ln  and s l ides.  Coord inate and cooperate wi th  the
appl icable Div is ion Staf f  o f f icers in  keeping the inventory and
custody l is t  correct .

I t  is  the So-MA's responsib i l i ty  to  adv ise the Div is ion Board and
Staff and the FSOs-MA of any changes or updates to the
publ icat ions and forms,  when not j . f icat ion of  such changes is
rece i ved .

The SO-MA is to order material from the ANSC as required and wil l
take orders f rom the DcP,  VCP and Div is ion Staf f .  The So-MA is
responsib le for  mainta in ing a suf f ic ient  supply  of  the fo l lowing
i tems :

ANSC #6020 CG-47738 Cer t i f icate of  Apprec iat ion
ANSC #6O2L CG-4892A -  Cer t i f icate of  Appoint rnent
ANSC #7 Ioo  CG-3502A -  Pena l t y  I nd i c ia  Ma i l i ng  Labe ls
ANSC #7LOL CG-3518  Pena l t y  I nd i c ia  Pos t  Cards
ANSC #7Lo2 CG-3642 -  Auxi l iary  Let terhead
ANSC #7 Io3  CG-3825  -  Aux i l i a r y  Enve lopes
ANSC #7IO4 CG-3883 -  RAPfDRAFT Let ter
ANSC #7 Io5  Pena l t y  I nd i c ia  Wh i te  Enve lopes  (4x9 )
ANS.- # 7 r o 3"":ii;':LI :i:"i:"Yi:' li":l:;::n?:"5 :; i' )

CG Distr ict Franked Cover Sheets
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Enc tosu re  (1 )  t o  COMDTpUB p16791 .3

DEPARTTENT OF TRANSPORTATION

UI{ITED STATTS C(}AST GUARD AUXITIARY
( A U T H O R I Z E D  E Y  C O N G R E S S  I 9 1 9 i

T H E  C I V I L I A N  C O M P O N E N T  O F  T H E  U . S .  C O A S T  G U A R D

date

From:  D iv i s ion  Capta in ,  D jv
To:

Sub j :  Appo in tment  as  D iv is ion  Dea ler  V is i ta t ion  Sta f f  Of f i cer

l .  In  accordance w i th  the  app l icab le  p rov is ions  o f  the  U.  S .  Coast  Guard  Aux i l ia ry
t lanual ,  COiIDTINST M16790.1 (Ser ies),  I  hereby appoint  you as the Div is ion Dealer
Vjs i tat ion Staf f  0f f jcer,  S0-MV, for  the calendar year l9- .

2 .  Your  du t ies  and respons ib i l i t ' i es ,  cons is ten t  w i th  the  prov is ions  o f  the  Aux i l ia ry
Manua l ,  a re  as  fo l lows:

a .  Exerc ise  s ta f f  respons ib i l i t y  and superv is ion  over  a l l  mat te rs  per ta in ing  to
the  D iv is ion 's  l ' l a r ine  Dea ler  V is i t i s ta t ion  program.  Keep the  D iv is ion  Board
members informed of  a l1 developments in th is program.

b .  Ma in ta in  c lose  l ia ison  w i th  the  Ass is tan t  D is t r i c t  S ta f f  Of f i cer  - l , la r ine
Dealer Vis i tat ion (ADS0-}, |DV) and the Distr ict  Vessel  txaminat ion Staf f  Off icers
and the Flot i l la Dealer Vis i tor  0f f icer in order to implement the l , l0V prograns
es tab l i shed fo r  na t ionwide ,  D is t r i c t  w ide  or  D iv is ion  use  and to  encourage
increased act iv i ty,  and maintenance of  uni formly high standards.

c. Coordinate and cooperate with the S0-lt lT to encourage the increase in the
nunber of  qual i f ied Dealer Vjs i tors and ass' ist  in the proper presentat ion of  a l l
required VE/l"lDV workshpos.

d.  Maintain current records of  decal  d istr ibut ion as may be required to
e f fec t i ve ly  d ischarge your  respons ib i  I  i t ies ,

e.  Immediate supervisory responsibi l i ty  for  your of f ice is vested in the VCP.
Cooperate wi th the VCP in every way to ensure that the Div is ion's l {ar ine Dealer
V is i ta t ion  Program is  e f fec t i ve ly  admin is te red .

f. Upon expiration of your term of office, or when so directed by me, transfer
a1l  property and records of  the of f ice to your successor.

h.  Addi t ional  dut jes of  your of f ice include, but are not l imi ted to,  the
attached.

3. I am pleased to have you as a member of my staff.

D iv is ion Capta in

D E D I C A T E D  T O  P R O M O T I N G  R E C R E A T I O N A L  B O A T I N G  S A F E T Y



Enc losure  (1  )  to  C0MDTPUB P16791.3

SUGGESTED DTVISION MARINE DEALER VISITATION STAFF OFFICER DUTIES

Attend al l  staff neetings of the Division. Give the Vice Captain
prior notice when such attendance is not possibte.

Whenever possible, attend Distr ict Board Meetings held in your
a rea .

Be prepared to assist the Floti l las with any workshops and
tra in ing sess ions ca l led,  par t icu lar ly  those for  the t ra in ing of
e lected and staf f  o f f icers.

Take posit ive steps to ensure that the FSOs-MV are weII trained.
Conduct workshops and/or training prograrn(s), as may be
necessary, to ensure that Distr ict pol icy is fol lowed in your
program.

fnit iate and maintain contact with the ADSO-MDV and DSO-VE. Copy
the ADSO-MDV with al l  of your reports to the VCP.

Be familiar with the contents of the I.{ARINE DEALERS VISfTOR
MANUAL,  COMDTINST M16796 .3 (se r ies )  .

Be alert for any reports on problerns with supplies from the
National Supply Center that affect your area of responsibi l i ty.
Bring these matters to the attention of the VCP and/or DCP.

Establish goals and objectives for your Division along with the
necessary plans that are required to achieve your goals. You
should develop goals that are measurable and maintain periodic
review of the progress toward thern. Report this progress to the
Division Board at each meeting. A comparison should be made with
las t  yea r ' s  p rog ress .

As a Div is ion Staf f  Of f icer ,  you are a d i rect  representat ive of
the Division captain, and as such, you are directed to visit  and
communicate with the various Floti l las as may be required to
ass is t  then.  As a cour tesy,  pr ior  coord inat ion of  any v is i ts  to
the uni ts  wi l l  be made wi th  the appl icable FCs.

Prepare regular  mai l ings to  the FIot i I Ia  Mar ine Dealer  V is i ta t ion
Staff Off icers. The frequency of such mail ing is to be that
required to pass down al l  information received from the DSO-VE
and/or ADSO-MDV. A nail ing should also be sent as an
introduction prior to the start of the year, with any directions,
procedures and reminders that may be necessary to start new
FSOs-MV off in the r ight direction. The purpose of these
mail ings j-s to ensure that communication down to the FIoti I Ia
level is maj-ntained. When appropriate, copies wiII be provided
to the Div is ion Board and appl icable Dis t r ic t  Staf f  o f f icers.
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Prepare one or  more ar t ic les for  each issue of  the Div is ion
publication to pass information of a general nature or of wide
spread interest regarding your program down to Floti l la members
wi th in  the Div is ion.

With cooperation from the SO-fS, review the appropriate AUXMIS
data,  d t  least  quar ter ly ,  to  t rack the progress of  the Div is ionrs
Marine Dealer Visitat ion Program. When a weakness is observed
wi th in  a F lot i l la ,  correspond wi th  the appropr ia te s taf f  o f f icer .
Request advice on the nature of the problem and offer assistance.
When appropriate, prepare correspondence for the DCP or VCP to
use in requesting information from the Floti l la Cornmanders on the
perceived problems.

Refrain from requesting information and data from the Floti l la
s taf f  o f f icers that  is  co l l -ected by,  and avai lab le f rom, AUXMIS.
Such requests are counter productive as they turn the staff
off icers attention away from their prinary tasks to that of
dupl icate data co l lect ion.

Do the utmost to ensure the quali ty and integrity of aII Marine
Dealer  V is i ta t ions are mainta ined.

Issue Marine Dealer Decals to FSOs-MV and maintain accountabif i ty
of  a l l  decals  prov ided for  the Div is ion 's  use.

Assist the Division Member Training Staff Off icer to encourage an
aggressive program to quali fy new Marine Dealer Visitors. With
cooperation from the Division Member Training Off icer, establish
and conduct Marine Dealer Visitors improvement programs.

With cooperation from the Division Member Training Staff Off icer,
ensure that any required VE/MDV Workshop is properly conducted.
Hold a Division Workshop with al l  FSOs-MV to discuss the
Distr ict/Division related topics that should be included in the
VE/MDV Workshop. Ensure that i tems part icular to this Distr ict
are included with the National Topics when each workshop is
conducted.

Coordinate with the SO-IS to ensure a system is available to
identify those MDVs that have yet to attend a workshop in time to
ensure 1-OOA attendance by aII Marine Dealer Vj-sitors in the
Division. Conduct Division level workshops as required to
accompl ish the 1008 at tendance.

Establish procedures to ensure that aII Marine Dealer Visitors
are arrrare of al l  VE/MDV Hot Lines and The Marine Dealer Visitor
Newsletter as they are issued. Provide addit ional material that
may be required to reinforce their content.

Establish and oversee a program whereby al l  Marine Dea1ers, in so
far  as pract icable,  have been ass igned to a speci f ic  F lot i l la  for
coverage under the Marine Dealer Visitat ion Program.
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Enc losure  (1  )  to  C0MDTPUB P16791.3

At each meeting, report in writ ing to the Division Board on the
progress in the f ield of member training and on the status of the
Div is ion 's  Mar ine Dealer  V is i ta t ion Program.

Copies of al l  correspondence from you, when appropriate, are to
be prov ided to  the DCP, VCP, and appl icable DSO(s)  and ADSO(s)
( for  mat ters  concern ing the i r  par t icu lar  area) .
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DEPARTTENT OF TRANSPORTATION

UI{ITED STATES C(IAST GUARD AUXITIARY
( A U T H O R I Z E O  B Y  C O N G R E S S  I ' 1 9 )

T H E  C I V I L I A N  C O M P O N E N T  O F  T H E  U . S .  C O A S T  G U A R D

(date )

From:
To:

D iv is ion  Capta in ,  D iv

subj :  Appointment as Div is ion uni form and Flag code Advisor

t .  In  accordance w i th  the  app l icab le  p rov is ions  o f  the  U.  S .  Coast  Guard  Aux i l ia ry
l , lanual ,  C0t lDTI l lST l '116790.1 (ser ies),  I  hereby appoint  you as the Div is ion Uni form and
Flag Code Advisor for  the calendar year l9- .

2 .  Your  du t ies  and respons ib i l i t i es  a re  as  fo l lows:

a.  Be thoroughly knowledgeable in the proper wear ing 9f  lhe Auxi l iary uni form
and uni form i [ernl ,  and serve as the advisor to the Div is ion Board on these
matters.

b. Seek ways and opportunities to foster and encourage the proper wearing of the
uni form.

c.  Prepare art ic les for  the Div ' is ion publ icat ion to inform the mernbership and
to advise them of current uni form changes.

d.  At tend and part ic ipate in the Div is ion Board l . leet ings.

e.  Vis i t  the Flot i l las to encourage the wear ing of  the uni form, and to conduct
workshops on the proper wear ing of lhe uni form. Be avai lable to provide advice
to menbbrs concerning the proper purchase of uniform items.

f. l, laintain close l iaison with the DS0-I'{T, DSO-tlR, and your counterpart at the
Dis t r i c t  leve l .

g.  l {henever possible,  at tend Distr ict  Board Meet ings held in your area.

h.  Infornr the VCP i f  you wish to br ing a uni form matter before the Div is ion
Board. A written reporf is not required, but at your option may be provided all
attendees.

3.  Supervisory responsibi l i ty  for  your of f ice is.  vested in the VCP' however '  you_are
requeilea to piovidi any support needed to ensure the Division l ' leetings are successful.

4. I am pleased to have you as a member of my staff.

D iv is ion  Capta in
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Enc losu re  (2 )  t o  COMDTPUB P l -6791 .3

Sample Floti l la Cornmander Report

(Repor t  Date)

From: F lot i l Ia  Commander,  (Uni t  Number)
To :  Div is ion Capta in,  (Div is ion Number)

Subj :  FIot i I Ia  Act iv i ty  Repor t  for  Month of

1, .  Meet ings,  conferences,  seminars,  workshops,  presented and/or
at tended dur ing prev ious month.  (Give locat ions,  dates,  purpose,
results and any result ing requirements for the division)

2.  Publ ic  a f fa i rs  act iv i t ies,  pro jects ,  events,  e tc .  completed
during previous month or planned for the irnmediate future.

3. Unit part icipation in Coast Guard support activit ies during
prior month or during imrnediate future. (Training exercises,
radio watch standing, RAP/AIM, etc. )

4. Member training during prior nonth and planned for the
imrnediate future (courses, practical exercises, boat creht
qua l i f i ca t i on ,  e t c .  )

5. Memoranda of interest to DCP prepared by FC or FSO's
dis t r ibuted to  members.  ( I f  not  o f  genera l  in terest ,  on i t )

6 .  S i tuat ions requi r ing ass is tance of  the DCP, VCP or  Div is ion
S ta f f .

7. FIoti I Ia members or staff to be commended for specif ic tasks
or actions by the DCP. (Give names and include a brief
descript ion of task or action performed. )

( Signature)
(Pr in ted Name)

Enclosures:

Copy:  VFC

INSTRUCffONS: If  there is no information to report in one or more
of the paragraphs above, delete the paragraph and renumber the
others. Do not report information of a statist ical nature that
has already been made available to the DCP through Information
Systems channels.
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Enc losu re  (3 )  t o  COMDTPUB P1-6791 .3

Sample Div is ion Staf f  o f f icer  Repor t

(Repor t  Date)

From: SO--
To :  Div is ion Vice Capta in (Uni t  Nunber)

Subj: Monthly ActivitY RePort for

1.  Meet ings,  conferences,  seminars,  workshops,  e tc-  a t tended or
conducted during previous nonth, or wiII  attend in near future. )

2 .  Act iv i t ies,  pro jects ,  events,  e tc .  conpleted or  scheduled for
the immediate future.

3.  Tra in ing conducted for  F lot i l la  s taf f  and/or  members-

4 .  F lo t i l l as  v i s i t ed  and  ass i s tance  fu rn i shed  to  f l o t i l l a  o f f i ce rs
and members.

5.  Memoranda d is t r ibuted to  f lo t i t la  s taf f  and e lected of f icers.
(Enclose in forrnat ion copy for  DCP i f  o f  in terest )

6.  Act ions recommended for  the Div is ion Capta in wi th  respect  to
uni t  problems.

7.  Names of  f lo t i l la  o f f icers or  members to  be recognized by the
DCP for exemplarY Performance'

( Signature )
(Typed Name)

Enc losu res :

copy:  Div is ion Board
DSO-(apProPr ia te DSO)

INSTRUCTIONS: If  there is no information to report in one or more
of the paragraphs above, delete the paragraph and renumber others.
Do not  iepor t  in format ion of  a  s tat is t ica l  nature that  is  avai lab le
to the DCP from normal Information Systems sources.
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MEETING DATE :

Place a Check-llark (x) in Spaces Opposite Each Name if Present-

Enc losu re  (4 )

Sanp1e Meeting Attendance

t o  C O M D T P U B  P 1 - 6 7 9 1 . 3

Form

DTVISION STAFF

SO-AN Robert Warren
SO-CC Steve Zunno
SO-CM James Dryden
SO-FN Edi th  Nelson

SO-IS Norman Johnson
SO-MA Robert Snith
SO-MR Wilf Barret
SO-MT Dan Thomas
SO-OP Melvin Norris
SO-PA Paul Patton
SO-PB Jerry Freeman
SO-PE James Donald
SO-SR Carl Corvin
SO-VE Marvin Price

DIVISION BOARD

DCP
vcP
IPDCP

Wi l l i an  Smi th
Thomas Jones
Mary Wi l l iams

FC L4-L Albert  Jones
FC L4-2  Norm Rider
FC L4-3  Char les  Mi l le r
FC L4-4 Richard Scott
FC L4-5 Ron Dutton
FC L4-6  Jean Goodwin

NAMES OF VFC'S PRESENT:

NAMES OF OTHER VISITORS:
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Enclosure (5)  to  COMDTPUB P3-679L.3

SAMPLE DISASTER EMERGENCY PLAN

NOTE: This Disaster Emergency PIan htas prepared by a Division in
the f i f th  Coast  Guard Dis t r ic t  Auxi l iary  (Southern Region) .  I t
is included to serve as a guide in preparing your Disaster
Emergency Plan per  COMDTINST ytL6798.3(ser ies)  .

DIVISION

u. s. coAsr GUARp AUXTLTARY - FrErH DTSTRTCT (SR)

DISASTER EI,IERGENCY PI.AN

References.A .

1 .
2 .
3 .

Northern Area Disaster Emergency PIan.
AUXTLTARY OPERATTONS POLTCY MANUAK, COI,IDTINST Ml-6798. 3C.
Fi f th  Dis t r ic t  Auxi l iary  (sR) PoI icy Manual ,
Ds INST M l_679L .  LA .

B .

c .

Purpose.

l-.  The purpose of the Division Disaster Emergency Plan is to
specify actions to be taken by the Division prior to the
occurrence of a disaster, when a condit ion of alert
readiness, warning or danger is announced by designated Coast
Guard authority, and to ensure the readiness of personnel and
resources of the f lot i l las to support Coast Guard mission
requi rements for  d isaster  re l ie f .

Auri l iarw Use-

l - .  The use of  Auxi l iary  personnel  and vessel ,  a i rcraf t  and
f ixed land, /mobi le  rad io fac i l i t ies (here inaf ter  [ fac i l i t iesr r )

to assist, in the performance of certain Coast Guard rnissions
i s  au tho r i zed  i n  Sec t i ons  822 ,826 '  and  831  o f  T i t l e  L4 ,  U .S .
Code. The decision to use Auxil iary resources by the
division and area for disaster emergencies rests with the
District Commander and the Commander, Coast Guard Group
Balt imore. Auxil iary members are expected to be trained, and
sur face,  a i r ,  and radio fac i l i t ies are expected to  be
maintained in a condit ion of readiness to support Coast Guard
requirements. Auxil iary resources within the Division and
its Floti l las are reserved for prinary support of the Coast
Guard in t imes of disaster and wil l  not be comrnitted to the
use of outside organizations without prior approval.
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E n c l o s u r e  ( 5 )  t o  C O M D T P U B  P 1 6 7 9 1 . 3

D . Genera l  Gu ide l i nes -

1 .  Some d isasters such as tornadoes,  water f ront  or  on the
water  explos ions and f i res,  chemical  and o i l  sp i l ls ,  and on
the water  co l l is ions take p lace wi th  l i t t le  or  no warn ings.
Such d isasters may pose a danger  to  l i fe ,  proper ty ,  and
communicat ions,  and requi re advance p lanning.  An
understanding of  the i r  character is t ics  is  necessary.  Each
F lo t i l l a  w i th in  the  D iv i s ion  w i l l  have  a  D isas te r  Re I i e f
Plan,  and in  i ts  preparat ion consider  such factors as
geograph ic  l oca t i on ,  and  un i t  capab i l i t i es  and  l im i ta t i ons .

2.  Weather  forecast ing usual ly  makes poss ib le  an ear ly
predic t ion of  condi t ions which coul -d ar ise f rom hurr icanes,
s torms,  and f looding.  Hurr icanes and f looding present  the
greatest  and most  probable threats  to  the Nor thern area.
Damage from these storms would most l ikely result from high
w inds ,  h igh  t i des ,  and  f t ood ing  caused  by  heavy  ra ins ,
especia l ly  in  the area of  the Chesapeake Bay and i ts
t r i bu ta r i es .  D iv i s ion  and  F Io t i I I a  o f f i ce rs  shou ld  be
especia l ly  v ig iJ-ant  and a ler t  to  prepare necessary p lans and
procedures for the use of personnel and other resources that
may be needed during the season when these storms are most
I ike ly  to  occur .  The annual  hurr icane season for  th is  area
is general ly from I June through 30 November, requir ing the
Aux i l i a r y  to  ma in ta in  an  a le r t  s ta tus .

Division Assistance.

1.  In  d isaster  s i tuat ions Auxi l iary  resources may be
ut i l ized by the Coast  Guard before,  dur ing,  and af ter
d isasters to  per form a var ie ty  of  suppor t  miss ions:

a. Patrols to warn and/or evacuate personnel located in
endangered areas,  t ranspor t  suppl ies,  personnel  and
equipment  to  and f rom disaster  s i tes,  ass is t  in  prov id ing
coord inat ion of  waterway boat  t ra f f ic ,  and assure that
smal I  craf t  and water f ront  proper t ies are secure.

b.  Establ ish and rnainta in  rad io communicat ions between
units operating in 5a above, and between the Coast Guard
and the Auxi l iary .

c ,  Where necessary establ ish and mainta in act iv i t ies to
support the Coast Guard and to ensure the safety of the
genera l  pub l i c .

E .
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Enc losu re  (5 )  t o  COMDTPUB p l_679L .3

F. Orgranization.

1.  The Div is ion capta in (Dcp)  is  responsib le for  insur ing
that  each f ro t i r la  in  the Div is ion has a d isaster  p lan,  a
current Emergency carl-out Roster, and current carring Tree
in p lace by 1 June of  each year .

2.  The Div is ion capta in upon being not i f ied by the Rear
Commodore Northern Area (RCO-NA), the Northern Area Disaster
Emergency coordinator (NA-DEC), or proper coast Guard
author i ty  that  a  condi t ion of  a ler t ,  readiness,  warn ing or
danger  ex is ts ,  sharr  be responsibre for  communicat ing tn is
condi t ion to  the Vice Div is ion capta in (vcp) ,  tne o iv is ion
s ta f f  o f f i ce r  f o r  ope ra t i ons  ( so -op ) ,  t he  D iv i s ion  s ta f f
o f f icer  for  communicat ions (so-ct ' { )  and to  each Flot i r la
commander (FC).  (see Annex A,  Div is ion Emergency ca l r ing
Tree )

3.  The DCP and the Div is ion s taf f  are responsibre for
coordinating communications to assure that the disaster
condi t ion has been fur ry  d isseminated to  the var ious
f lo t i l la  un i ts .  The so-op wi l r  adv ise DCps of  o ther
Div is ions as to  the s tatus of  Div is ion (#)  vesser /a i r
fac i l i t ies in  the i r  area as each condi t ion is  set .  The DCp
and the Div is ion s taf f  wi r r  ass is t  in  superv is ing re l ie f
suppor t  act iv i t ies of  Frot i l ras wi th in  the Div is ion in
coordination with the Northern Area Disaster Emergency
coord inator  (NA-DEC),  cc croup Bal t imore,  and other  d isaster
rerief agencies and keep the RCo-NA advised on disaster
re l ie f  act ions taken by Div is ion uni ts .

4.  The so-oP and so-cM wi l t  mainta in r ia ison wi th  the
NA-DEC, wi th  the i r  counterpar ts  in  each Flot i l la ,  and
per form such addi t ionat  dut ies as ass igned by the DCp.  r f
the DCP is  unabre to  per form ass igned dut ies of  the of f ice,
the vcP shall  act as alternate. rn the event that both the
DCP and the VCP are unable to perform the duties of the
of f ice,  the Immediate Past  Div is ion Capta in ( IpDCp) shal l  act
as a l ternate.

5. Both command and administrative channels wil l  be used to
assure the t imely and orderly f low of information between the
Auxi l iary  revels  of  organizat ion pr ior  to  a carr -out  o f
personnel  and fac i l i t ies in  emergency s i tuat ions.
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c. Disaster Planni-nq.

1 .  Each  F lo t i l l a  w i th in  the  D iv i s ion  w i l l  p repa re  a  D isas te r
Enrergency Plan.  F lot i l la  p lans wi l l  inc lude procedures for
a ler - t  not i f icat ion of  personnel  for  each level  o f  Hurr icane
Condi t ion,  Four  through One.  F lot i l Ia  p lans should inc lude
the fo l lowing in format ion:

a.  A s tatement  of  the p lan 's  purpose.
b.  Anv specla l  inst ruct ions for  members.
c .  Comrnand Post  and Assembly locat ion (s) .
d .  Communicat ions Net  and Channels  to  lnc lude an
trEmergency CalI-out Rosterrr and a rrEmergency

ca l l l ngTree r ' .  F lo t i l l a  p lans  mus t  i nc lude  p rov l s lons
for VHF-FM radio S-LIl :-out when telephone
communicat ions become inoperat lve and conslder  the
avai lab i l i tv  o f  vessel  fac i l i t ies dur ing both boat lng and
non-boat inq seasons.
e.  Procedures for  Disaster  Patro ls .
f .  Act ions for  each level  o f  Hurr icane Condi t ions,  Four
through One.
g-  Specia l  Tra in inq Requi rements.
h .  L ia i son  w i th  l oca l  d i sas te r  re l i e f  un i t s  -  names ,
locat ions and phone numbers (Pol ice,  F i re  & Rescue
Red  C ross ,  e t c ) .

2 .  Each FIot i I Ia  wi I I  inst ruct  members in  the
character is t ics  and dangers of  t rop ica l  d is turbances and
f loods and in  measures to  be taken before,  dur ing,  and
fo l lowing d isasters to  protect  l i fe  and proper ty .

3 .  Each  F lo t i l l a  w i l l  f u rn i sh  the  nea res t  Coas t  Guard
Stat ion wi th  ca l l  s igns and pr imary and a l ternate VHF radio
contact  for  the i r  un i ts .

H. Hurricane Conditions.

1.  Hurr icane condi t ions are normal ly  set  for  the Dis t r ic t  or
for parts of the Distr ict by the Distr ict Commander.
However ,  the Commander,  Group Bal t imore and Of f icers in
Charge of Coast Guard Stations in the Northern Area are also
authorized and may be expected to set hurricane condit ions at
any t ime they consider  i t  necessary.  Four  leve1s of
condit ions have been established by the F' i f th Coast Guard
Dist r ic t  for  hurr icane readiness,  warn ing and danger .  The
fol lowing requirements are established for each Northern Area
Auxi l iary  Div is ion and Flot i l la  for  each level  o f
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H.  t - .  (Cont 'd)  Condi t ion -  Four  through One.  F lot i l la  p lans
wiII include these requirements.

a. Condit ion Four - A seasonal condit ion automatical ly
assumed by al l  Auxil iary Units annually, 1- June through
30 November, or set at any t ime when an alert is received
from higher designated authority.

(1 )  The  D iv i s ion

(a)  On l -  June annual ly ,  or  upon receipt  o f  an
alert message from the RCO-NA or NA-DEC, the
Div is ion wi l l  set  Condi t ion Four .  The DCP wi l l
a ler t  F lo t i l tas and not i fy  the RCO-NA, or  in  h is
absence the NA-DEC, when aI1 Floti l las have been
a le r ted .

(b) Review the Division Disaster Emergency PIan
and brief al l  personnel on provisions of the
P Ian .

(2 )  The  F lo t i l l a

(a)  On L June annual ly ,  or  upon receipt  o f
a ler t  not i f icat ion f rom the Div is ion,  Set
Condi t ion Four .

(b)  Review the F lot i l la  Disaster  P lan,  not i fy
DCP of current and anticipated deficiencies in
rneeting Condit ion Four through One.

(c)  Inst ruct  fac i l i ty  ovtners,  both a i r  and
sur face to  f i l f  and mainta in fue l  tanks at  a
min imun capaci tY of  9oZ.

(d)  Inst ruct  vessel  fac i l i ty  owners to  f i l l ,
and maintain water tanks at maximum capacity.

(f) Instruct Fixed Land and Mobile Radio
Faci l i ty  owners to  ver i fy  that  the i r  fac i l i t ies
are operable.

(q) Keep informed on pending storm condit ions.
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H.  1.  a .  (2)  (h)  Radio fac i t i ty  owners ensure that  they have
a means of rnonitoring the National Weather
Serv ice.

( i )  Br ie f  members on the prov is ions of  the
Flot i l la  Disaster  Emergency PIan.

b. Condit ion Three - The readiness condit ion set when
hurr icane winds are probable wi th in  for ty-e ight  (48)
hours.

(1 )  The  D iv i s ion

(a) Upon receipt of Alert Message from the RCO-
NA or  NA-DEC, the DCP wi l l  a ler t  FC's  to  set
Condit ion Three.

(b)  The DCP wi l l  not i fy  the RCO-NA, or  in  h is
absence the NA-DEC, when Condit ion Three has
been set  by the F lot i l las .

( 2 )  The  F lo t i l l a

(a)  Upon a ler t  not i f icat ion set  Condi t ion Three

(b) Check assignment of personnel to
fac i l i t i e s .

(c)  In i t ia te an equipment  check of  fac i l i t ies.

(d)  A ler t  members to  secure fac i l i t ies for
possible storm damage.

(e) Notify DCP that Condit ion Three has been
se t .

c. Condit ion Two - The warning condit ion set when
hurricane winds are probable within twenty-four (24)
hours.

(1 )  The  D iv i s ion

(a) Upon receipt of an alert message from the
RCO-NA or  NA-DEC, the DCP wi l l  a ler t  a l l  FC's  to
set Condit ion Two. He shall  noti fy the RCO-NA,
or in his absence, the NA-DEC, when Condit ion
Two has been set  by the Ftot i l las.
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H .  1 - .  c .  (1 )  (b )  No t l f y  FC 's  to  be  rea i l y  f o r  ae t l va t l on  o f
vesse l /a l r  f ac i l l t l es ,  and  f l xed  and  mob i l e
radlo fac l l l t les to  suppor t  Coast  Guard
requirenents, when the storm has passed, ln
accordance wlth the frequencles (charrnels)
ldent i f ied in  Annex A.

(2 )  The  F lo t l l l a

(a)  Upon a ler t  not i f icat ion,  set  corrd i t lon Two.

(b)  Establ ish a cont l -nuous f lo t l l la  rad lo watch
wl th vessel /a l rcraf t ,  f ixed arrd mobi le  rad lo
fac i l l t i e s .

(c)  Mal<e f ina l  readiness checl< of  fac l l i t les
and personnel .

(d)  A ler t  fac l l l t ies to  secure agai r rs t  h tgh
w inds .

(e) Be prepared to submlt SITREPS at the
request of cG Statlons and/or Group Balt imore.
Requirements rnay include report lng the fol lowlng
lnforrnatlon by VHF radio or lani l  l lne phone
serv ices:

o Weather and sea condit ions
o After action lnformatlon
o Assistance requests
o Assessnents of propertY damage
o Casualty assesshents
o other requlred disaster infornation

d. Conit i t lon One - The danger condlt lon set hthen
hurricane wlni ls are probable within twelve (L2) hours.

(1 )  The  D iv i s ion

(a)  Upon receipt  o f  a ler t  message f rom the Rco-
NA or  NA-DEC, the DcP t t i l l  a ler t  F lo t i l las  to
set Condit ion One. Notify the RCO-NA and in
his absence, the NA-DEC when Condit ion one has
been set  by the F lot i l las ,
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H .  l - .  d .  ( 1 )  ( b )  A le r t  F l o t i l l a s  f o r  poss ib l e  use  o f  t he i r
rad io fac i l i t ies in  the event  of  par t ia l  or
to ta l  te lephone communicat ion fa i lure.  Channels
and f requencies are ident i f ied in  Annex A.

(2 )  The  F lo t i l l a

(a )  Upon  rece ip t  o f  no t i f i ca t i on  se t  Cond i t i on
One .

(b )  I ns t ruc t  a l l  vesse l  f ac i l i t i es  to  secu re
safe anchorage.

( c )  P repa re  rad io  fac i l i t i es  to  j o in  emergency
ne t .

(d)  Be ready for  ca l l -out  once the s torm has
passed .

(e)  Mainta in a constant  weather  watch.

( f )  Prepare to  assess s torm damage to vessel ,
r ad io ,  and  a i r c ra f t  f ac i l i t i e s .

(q )  owners  o f  a i r c ra f t  f ac i l i t i es  shou ld
consider  removing the i r  fac i l i t ies f rorn Lhe area
unt i l  post  hurr icane condi t ion.  In  th is  case,
they should not i fy  the F lot i l la  Commander of
th i s  f ac t .

e .  Post  Hurr icane Condi t ion -  The hurr icane has passed
and is  no longer  a threat  to  the area.  Div is ion and
Flot i l las assess damage to fac i l i t ies and stand by to
ass is t  in  recovery re l ie f  e f for ts ,  mainta in ing
operat ional  readiness unt i l  re l ieved by orders f rom
higher  author i ty .

I.  Sudden Disasters.

1. Unlike a hurricane whose path and actions may be nornally
predicted, other disasters of a sudden nature can occur with
Ii t t le or no advance warningr. Within the Northern Area, the
tornado and violent thunderstorms constitute the greatest
weather threat to coastal regions, during the period June
through october. The fol lowing actions r^ri l l  be taken by
Div is ion and Flot i l las  wi th  respect  to  such storms.
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I .  1- .  a .  when a ler ted in  advance through Dlsaster  Rel le f
Channels  that  v io lent  s tor rn cor td i t ions prevai l ,  a l l  un i ts
wil l  ta}<e actions prescribed above for Hurrlcane
condi t ion Four .

b. When rnedia i-nformation indicated that a sudden
disaster  has occurred creat ing condi t ions requl r ing
possible Coast cuard rel- ief and recovery support,
Div is ion and Flot i l tas wi l - I  assume the readiness requi red
for  Hurr icane Condi t ion one,  above,  un less inst ructed
otherwise by h igher  author i ty .

J. Post CaIl-Out Requirenents.

1.  Once personnel  and fac i l i t ies have been cal led out  for
support duty they wil l  report and communj-cate through
channels prescribed by Coast Guard authority. The Division
and i ts  f lo t i l las  shal l  remain on duty  unt i l  re l ieved
fol lowing terrnination of the emergency call-out by the
Div is ion Capta in or  h igher  author i ty .

K. Planning Deadlines.

1- .  Each year  the Div is ion wi I I  rev ise and update th is
d isaster  p lan,  and the Div is ion Emergency Cal l ing Tree,  Annex
A,  to  ref lect  requi red changes no la ter  than 30 Apr i l ,  to  be
ready for  poss ib le  ca l l -out  dur ing the hurr icane season.  A
copy of the revised plan wil l  be furnished the RCO-NA and the
NA-DEC. Each f lo t i l la  wi l l  complete a d isaster  energency p lan
by 30 Apr i l  o f  the current  year ,  and annual ly  rev ise and
update i ts  p lan by 30 Apr i l  annual ly .  Each f lo t i l la  wi l l
furn ish the Div is ion Capta in wi th  a copy of  the i r  or ig ina l
plan and future changes for review and approval prior to
f ina l  implementat ion.

DATE:

APPROVED:

Div is ion Capta in
D i v i s i on :

NOTE: Annex A is not included. Each Divis ion using this plan as
a guide for preparing a similar docurnent should include Annex A
with required information covering the notif ication of members
within i ts organizat ion.
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BI ' f )GET

YEAR

INCOME:

Member  Dues  (200  x  $ f s .oo ;
P ro  Ra ta  Dues  (2O  x  $  10 .00 )
Change of Watch
Miscel laneous

TOTAL INCOIT{E

3  , 000 .00
200 .  o0
400 .  oo
220 .OO

$3 ,820 .  O0

*
*

*
*

EXPENDITURES:

D is t r i c t  Dues  2 ,4OO.  O0
D is t r i c t  P ro  Ra ta  Dues  L50 .00
c i f t  and  F lower  Fund  100 .00
Awards Program Expense 300.00
Pr in t i ng  o f  D iv i s ion  News le t te r  400 .00
Of f i ce  Expense  (E lec ted  &  S ta f f  O f f i ce rs )  1OO.OO
Change  o f  Watch  3OO.O0
An t i c ipa ted  Surp lus  70 .00

TOTAL EXPENDITURES $3 ,820 .00

* *

* *

rr  Fixedrr Income/Expenditures

t tCont ingency t r  reserve  ava i lab le  fo r  un forseen expenses .

Note: rtFixedrr Expenditures cannot exceed trf ixedrr income. If  such
were the case, the f ixed expenses would have to be reduced or the
fixed income would have to be increased.
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SA},TPLE DIVISION MONTHLY FINANCIAL REFORT

rot{TH

Current lt lonth Year to Date Budget

l 9

INCOI'|E

Member Dues
Pro Rata Dues
Change of hlatch
l t l i  scel  laneous

TOTAL INCOI'IE

TXPENDITURTS

Dis t r i c t  Dues
Dis t r i c t  Pro  Rata  Dues
Gi f t  and F lower  Fund
Awards Program Expense
Pr in t ing  o f  D jv  News le t te r
Off ice Expenses
Change of Watch
Ba lance in  Reserve

TOTAL EXPENDITURTS

TOTAL INCOMI
LESS TOTAL EXPENDITURES

BALANCE

PREVIOUS ASSETS
LESS BALANCE FROM ABOVE

CURRENT ASSETS

BALANCE - CHECKING ACCOUNT
BALANCE - SAVINGS ACCOUNT

TOTAL CHECKING AND SAVINGS

3,000 .00
200 .00
400.00
2?0 .00

q ?  o t n  n n
{ J l 9 L V r V V

2  ,400 .00
150 .00
100 .00
300.00
400 .00
100 .00
300 .00
70 .00

$3 ,820 .00
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SAMPLE DIVISION STANDING RULES:

STANDINGRULESoFDIV IS IoN- ,U .S .CoASTGUARDAUXIL IARY

ARTICLE I -- NAME

1.1  The  name o f  t h i s  o rgan iza t i on  sha l l  be  D IV IS ION _ ,
DISTRICT UNITED STATES COAST GUARD AUXILIARY,

he re ina f te r  re f  e r red  to  as  the  | |D IV IS ION" .

ARTICLE II -- LIMITATIONS OF STANDING RULES

2. I  Any prov is ion in  these Standing Rules which is  in
conf l ic t  wi th  the current  ed i t ion of  the Uni ted States Coast
Guard  Aux i l i a r y  Manua l ,  COMDTINST M16790 .1  (Se r ies ) ,  and  a l l
amendments and addit ions thereto, hereinafter referred to as
the TTMANUALTT , Commandant Instructions and Notices, the
Nat ional  Board Standing Rules,  and/or  the Dis t r ic t  Standing
Rules shal l  be nul l  and vo id.

ARTICLE III  .- ORGANIZATION

3.1 The composi t ion and purpose of  the Div is ion shal l  be
as set  for th  in  the Manual .

ARTICLE IV -- MEETINGS

4. I  The day,  t ime and locat ion of  the regular  meet ings
shal l  be establ ished by a rnajor i ty  vote of  the Div is ion
Board and shal l  remain f ixed as such in  ensuing years unt i l
du ly  changed by a najor i ty  vote of  the Div is ion Board.

4.2 Specia l  neet ings may be ca l led by the Div is ion Capta in
by notifying al l  members at least days in advance of
such meet ing;  speci fy ing the date,  t ime,  locat ion,  and
purpose.

4.3 Unless otherwise prov ided in  the Manual  or  these
Standing Rules,  a I1 bus iness shal l  be conducted at  meet ings
in accordance wi th  Rober t 's  Rules of  Order ,  ds last  rev ised.

ARTICLE V -- VOTING

5.1-  A najor i ty  o f  the Div is ion Board shal l  const i tu te a
quorum for the transaction of business at any regular or
specia l  meet ing of  the Div is ion.
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5.2 Unless a greater  number than a rnajor i ty  for  speci f ic
action is required by these Standing Rules or by the Manual,
a rnajority of the voting members in attendance can carry a
mot ion,  prov ided a quorum is  present .  one of  the vot ing
members must  be the Div is ion Capta in or  Div is ion Vice
Cap ta in .

5 .3  Each  qua l i f i ed  member  o f  t he  D iv i s ion  Board ,  i f
present ,  shal l  have one vote.

5.4 Proxy and absentee vot ing shal l  not  be permi t ted.

5.5 Vot ing on rout ine rnat ters  shal l  normal ly  be by vo ice
unless otherwise provided in these Standing Rules or by the
Manua l .

ARTICLE VI ELECTION OF OFFICERS

6. I  The  D iv i s ion  sha l l  ho ld
for  the ensuing year ,  usual ly
but prior to 20 November and

an annual  e lect ion
at the

af ter  the Dis t r ic t

o f  o f f i ce rs
mee t ing ,

e lec t i ons .

not ice

6.2 The Div is ion Capta in shal l -  appoint  a  Nominat ing
Cornnittee at the regular meeting of the Division in the
month of of each year.  This Nominat ing Committee
shal l  se lect  a  nominee for  each e lect ive Div is ion of f ice to
be f i l led for  the ensuing year ,  and determine that  the i r
se lectees are wi l l ing to  serve i f  e lected.  The Conmit tee
shall  meet no later than and report i ts
nominat ions at  the regular  Div is ion meet ing in  the fo l lowing
month. The nominations of this Committee may also be
reported to the Division Board members in any written
sent to the members prior to the regular meeting in
The Committee nominations shall  not preclude other
nominations from the f loor at the meeting at which the
elect ion is  he ld.  Such addi t ional  nominat ions shal l  be
encouraged by the Div is ion Capta in.

5.3 The Div is ion Board may d i rect  the Div is ion Capta in to
dispense with the appointrnent of a Nominating Comnittee in
that  speci f ic  year .  This  is  poss ib le  by a mot ion duly
enacted wi th  an af f i r rnat ive vote of  two- th i rds (2/3)  o f
those present, with a quorum exist ing. In this event, the
Division Captain sha1l not appoint a Nominating Committee in
that  speci f ic  year ,  and aI I  nominat ions to  f i l l  e lect ive
Div is ion of f ices for  the ensuing year  shal l  be made f rom the
f l oo r .
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6.4 The e lect ion of  o f f icers shal l  be by wr i t ten bal lo t
un less only  one member is  nominated to  each e lect ive of f ice,
in which event the Secretary nay be directed by a voice vote
to cast  a  bal lo t  in  behal f  o f  the members.

6.5 To be e lected,  a  candidate must  receive a najor i ty
vote of the voting board members in attendance. If  there
are more than two candidates for an off ice and no candidate
receives a suf f ic ient  number of  votes for  e lect ion,  the
candidate receiving the least number of votes shall  be
dropped from the next seceding ballots unti l  only two
candidates remain.

ARTICLE VII FTNANCES

7. I  The annual  l t iv is ion dues shal l  be such sum of  money as
nay be f ixed by a majority vote of the board at a regular or
specia l  meet ing of  the Div is ion Board,  d t  which 7 days pr ior
written notice of the rneeti-ng and intent were given, and
shal l  remain f ixed at  such sum in ensuing years unt i l
otherwise duly changed by the Division Board. However, any
such change in the amount of dues shall  be made by the month
o f of the year preceding the effective date of
such change.

7 .2  The  annua l  dues ,  i nc lud ing  D iv i s ion ,  D is t r i c t ,  and
Nat ional ,  shal l  be lev ied on each mernber  on a ca lendar-year
basis and shall  be payable during the month of
for  the fo l lowing ca lendar  year .  F i rs t  year  dues for  new
nembers may be prorated as determined by Distr ict
prorat ion.

7.3 No member who is  separated f rorn the Auxi l iary  by
reason of  res ignat ion,  or  o therwise,  shal l  be ent i t led to
refund of  dues paid.

7.4 The Div is ion F inance of f icer  shal l  be the custodian of
at l  D iv is ion funds.  wi th  the consent  of  the Div is ion
Capta in,  the F inance of f icer  shal l  establ ish an account  wi th
a federa l ly  insured banking inst i tu t ion in  a locat ion
convenient  to  the F inance Of f icer .

7 .5 Al t  Div is ion funds,  o ther  than smal l  cash sums in  the
process of  co l lect ion,  shal l  be deposi ted in  th is  account
wh i chsha11beknownas ' 'D i v i s i on - ,U .S .Coas t
Guard Auxi l iary t t .  A11 wi thdrawals theref rorn shal l  be by
check only .
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7.6 The Finance of f icer ,  a t  the d i rect ion of  the Div is ion
Capta in,  shal l  pay f rom the Div is ion funds a l l  dues payable
by the Div is ion,  to  the Dis t r ic t ,  and the Nat ional  Board.

7.7 The Div is ion Capta in may author ize emerqency
expend i t u reSno texceed inga to ta Io f - do I1a rs i nany
one calendar rnonth and direct the Finance Off icer to pay for
such provided a fu1l report of such emergency expenditures
is  made to the Div is ion at  i ts  next  regular  or  specia l
mee t ing .

7.8 No other  expendi tures shal l  be rnade by the F inance
Officer except in accord with a duly enacted motion of the
Div is ion Board,  except  as otherwise prov ided in  th is
A r t i c I e .

7.9 A1t  d isbursements of  Div is ion funds shal l  be by check,
s igned by the F inance Of f icer  or  Div is ion Capta in.

7 . IO  The  F inance  O f f i ce r  sha l l  r ender  a  f i nanc ia l  repo r t  a t
each regular  meet ing of  the Div is ion,  which repor t  shal l
inc lude aI I  receipts  and expendi tures s ince the last
render ing of  a  f inancia l  repor t  and the balance in  funds
remaining as of the day preceding the day of the meeting.
Any emergency expenditures authorized by the Division
Captain included in the reported expenditures shall  be so
designated in  the repor t .

7 .LL The Div is ion may prov ide by a duly  enacted mot ion that
the F inance of f icer  post  a  bond in  favor  of  the Div is ion in
such amount  as the Div is ion may determine.  AI I  costs  for
such bond shal l  be paid by the Div is ion.

7. I2  Upon the appointment  of  a  succeeding F inance Of f icer ,
the ret i r ing F inance Of f icer  shal l  prompt ly  de l iver  a l l
D iv is ion funds,  books,  and records to  the new Finance
o f f i ce r .

7 . I3  The funds,  books,  and records of  the Div is ion shal l  be
examined by the Audit Comnittee yearly and upon the
appoint rnent  o f  a  new Finance of f icer .

ARTICLE VIII . .  CONTRACTS

8.1 AI I  contracts  entered in to in  the name of  and by the
Div is ion shal l  be approved by the Dis t r ic t  Staf f
o f f icer-Legal  (DSO-LP) before s ign ing and shal l  be s igned by
the Div is ion Capta in or  Div is ion Vice Capta in.
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ARTICLE IX .- COMMITTEES

9.L Standing Commit tees and Specia l  Commit tees consis t ing
of any number of members may be appointed by the Division
Capta in.  The Div is ion Capta in shal l  des ignate the
chairperson of each such committee appointed and outl ine the
object ives to  be accompl ished unless such are otherwise
prescr ibed.  fnd iv iduals  may be appointed as one-person
commit tees i f  des i red.

9.2 The Div is ion Capta in shal l  appoint  an Audi t  Commit tee
dt ,  or  before,  the regular  neet ing of  the Div is ion in  the
month of  _  of  each year .  This  Audi t  Conmit tee shal l
examine and audit the funds, books, records, and property of
the Div is ion and shal l  repor t  the i r  f ind ings at  the next
regular  meet ing of  the Div is ion.

9.3 The Div is ion Capta in shal l  be an ex-of f ic io  rnember of
aI I  commit tees.

ARTICLE X -. A},IENDMENTS

10.1 These Standing Rules may be amended at  any regular  or
specia l  meet ing of  the Div is ion,  d t  which 7 days pr ior
written notice of the meeting and proposed amendment were
given, by an aff irmative vote of two-thirds of the voting
members provided a quorum is present.

LO.2 Amendments shall  become effective upon approval of the
Director  o f  Auxi l iary  unless the amendment  prov ides for  a
Iater effective date, in which event the amendment shall
becone effective upon the date provided or upon the approval
of  the Di rector  o f  Auxi l iary ,  whichever  shal l  la ter  occur .
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ARTICLE XI -- APPROVAL

These Standing Ru1es were adopted on the day of

, L9 by a rnajority vote of the Division
Board and become effective upon approval by the Director of
Auxi l iary .

Div is ion Capta in

Attest :

Approved:

Secretary

Date

Approved:

District Commodore

Date

Director of Auxil iary
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SAMPLE AWARDS PROGRAM

Appendix  To Div is ion -  Standing Rule

DIVISION,S ANNUAL AWARD PROGRAI',I

GENERAL

l- .  An Awards Progran is  establ ished for  the Div is ion to
enhance member morale through the recognit ion and reward of
f lo t i l las  and members on an annual  bas is  for  the i r
performances and achievements.

2. An Awards Committee shall  be appointed by the newly
elected Div is ion Capta in (DCP) in  January each year  to  serve
for  the ca lendar  year .  This  comni t tee shal l  consis t  o f  the
Inmediate Past  Div is ion Capta in,  the Div is ion Vice Capta in,
and one or more current or past members of the Division
Board.  The I rnmediate Past  o iv is ion Capta in shal l  chai r  the
cornmi t tee.  The Div is ion Capta in shal l  be an ex-of f ic ia l
member or this committee.

3.  The cost  o f  Div is ion Award p laques,  cer t i f icates,
t rophies,  e tc .  shal l  be approved by the Div is ion Board and
paid f rom Div is ion funds.

4. The Award Prograrn shal1 be operated on a calendar year
basis and data for determining awards shall  be obtained from
the latest available end of the year AUXMfS report and/or
Div is ion IS records.  In  the event  of  a  t ie ,  dupl icate
awards shall  be made. The names of the awards recipients
shall  be confidential and not announced prior to the
of f ic ia l  annual  awards presentat ion ceremony.

FLOTILLA AWARDS

].. COMPUTATION OF FLOTILLA AWARDS. EACh AWArd ShA].I bE
based upon the elements for which a Mission Area objective
has been ass igned.  When there is  a  Miss ion object ive
established for a Mission Area with more than one element,
the percentage for each wiII be summed and divided by the
number of elernents.

a. EXAMPLE. In the Mernber Resources Mission Area,
assume a f lo t i l la  has been ass igned the fo l lowing
objectives and achieved these percentage of the
ob jec t i ve :

B .
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Objective Achievement
Number of BQIAX Members 40
Number of  Rap/Aim Miss ions 10
Number of  Member Tra in ing Miss ions 50
Number of  Publ ic  Af fa i rs  Miss ions 25

1 0 5 ?
1 0 0 ?
1 3  5 %
L20z

Sum of  ?  Achievement  = 4602
Sum D iv ided  by  4  ( *  o f  Ob j .  M iss ions )  =  115?

2. OUTSTANDING FLOTILLA IN VESSEL EXAMTNATION. The awaTd
winner  shal l  be the f lo t i l la  that  achieves i ts  miss ion
objective for the year in the Total Number of Vessel
Exaninat ions and Mar ine Dealer  V is i ts  per formed e lements of
the Vessel  Examinat ion Miss ion Area,  and exceeds th is
object ive by the h ighest  percentage among a1I  f lo t i l las
w i th in  the  D iv i s ion .

3. OUTSTANDING FLOTILLA IN OPERATIONS. The award winner
shal l  be the f lo t i l la  that  achieves i ts  rn iss ion object ive
for the year in the Total Number of Air and Surface Patrols
and Total Nurnber of Operational Support Missions elements of
the operat ions Miss ion Area,  and exceeds th is  ob ject ive by
the highest percentage among alI f lot i l las within the
D iv i s ion .

4. OUTSTANDING FLOTILLA IN PUBLIC EDUCATION. The awaTd
winner  shal l  be the f lo t i l la  that  achieves i ts  rn iss ion
object ive for  the year  in  the Publ ic  Educat ion Miss ion Area,
and exceeds this objective by the highest percentage among
a l l  f l o t i l l - as  w i th in  the  D iv i s ion .

5. OUTSTANDING FLOTILLA IN MEMBER RESOURCES. The awaTd
winner  shal l  be the f lo t i l la  that  achieves i ts  miss ion
object ive for  the year  in  the fo l lowing e lements of  the
Member Resources Miss ion Area,  for  which an object ive has
been ass igned,  and exceeds th is  ob ject ive by the h ighest
percentage arnong a l l  f lo t i l las  wi th in  the Div is ion:

a. Number of BQ/AX Members
b.  Number of  Member Tra in ing Miss ions
c. Number of RAP/AIM Missions
d.  Number of  Publ ic  Af fa i rs  Miss ions.

6. FLOTILLA OF THE YEAR. The award winner shall  be the
f lo t i l la  that  achieves i ts  miss ion object ives in  the rnost
Miss ion Areas.  Shou1d there be a t ie ,  the winner  shal l  be
the f lo t i l la  that  exceeds these object ives by the h ighest
percentage. The percentage of each Mission Area wil l  be
surnmed and divided by the number of applicable objectives.
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C. INDIVIDUAL AWARDS

1. VESSEL EXAMINER AWARD. Presented to the Division nember
who has performed the highest number of vessel examinations
dur ing the year .

2. MARINE DEALER VISITATION AWARD. Presented to the
Division Member who has performed the highest number of
Mar ine Dealer  V is i ta t ions dur ing the year .

3. INSTRUCTOR AWARD. Presented to the Division Member who
has taught the highest number of hours in Public Education
and/or Member Training classes during the year.

4. INSTRUCTOR AIDE AWARD. Presented to the Division Member
who has served the highest number of hours as an Instructor
Aide in  Publ ic  Educat ion and/or  Member Tra in ing c lasses
dur ing the year .

5. OPERATIONS AWARDS.

a.  Sk ipper  Award.  Presented to  the Div is ion Member
who has performed the highest number of hours as
sk ipper  or  p i lo t  on sur face and/or  a i r  pat ro ls  dur ing
the year .

b.  Crew Member Award.  Presented to  the Div is ion
Mernber who has performed the highest number of hours as
a crew member on surface and/or air patrols during the
yea r .

6. AUXILIARIST OF THE YEAR AWARD. This award may be
awarded annually to the Division member who has made the
most effective contribution the programs and purposes of the
Auxi l iary .  Each Flot i l l -a  Commander shal l  nominate a
f lo t i l la  member for  th is  award.  The achievements and
contribution by the individual must be specif ied and
documented. The Awards Comnittee shall  rnake the selection
form those nominated by the Floti l Ia Commanders.

NOTE: This is a sample awards program. It  is included to show
the format and some categories that could be used. It  is not al l
inclusive and should be modif ied to meet the needs of your
division. Although it  is attached to the standing rules as an
appendix, i t  is not a part of the standing rules and DCo and
DIRAUX approval is not required. AIso, a change to an appendix
to the standing rules is nuch sinpler to obtain; requir ing just a
motion and a majority vote. Prior notice of the propose change
is  not  necessary.
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RULES OF ORDER

INTRODUCTION

l- .  Any business meet i -ng of  the U.  S.  Coast  Guard Auxi l iary ,
whe the r  i t .  i s  a  nee t i ng  o f  a  F lo t i l l a ,  o r  a  D iv i s ion ,
Dis t r ic t  or  Nat ional  Board,  must  proceed in  an order ly  way i f
i t  is  to  br ing sat is factory resul ts .  There are cer ta in
widely  accepted ru les of  conduct ing such meet ings.  These
rrRules of orderrr are a part of that large body of practices
which are grouped under the term rrparl iamentary procedurerr.

2 .  Besides making for  order l iness of  procedure,
parl iamentary rules are intended to protect the r ights of the
indiv idual  par t ic ipant  and of  minor i t ies at  a  meet ing.  At
the same t i rne,  they are a lso in tended to enable the najor i ty
to  get  th ings accompl ished wi thout  unreasonable delay.  The
par l iamentary ru les of  par t icu lar  impor tance are easy to
understand.

3,  For  purposes of  c lar i ty ,  the t tPres id ing of f icerr t  could be
the F lot i l la  Commander,  Div is ion Capta in or  Dis t r ic t
Commodore.  When r rBoardrr  is  ment ioned,  th is  would be
synonymous with the voting members of the body.

STANDING RULES AND BYLAWS

1-.  Standing ru les are requi red for  Auxi l iary  Dis t r ic ts  and
Nat ional  Boards.  F lot i l las  and d iv is ions may have standing
ru les i f  des i red or  requi red by d is t r ic t  po l icy .

2.  Standing ru les normal ly  prov ide for ,  and inc lude such
mat ters  as meet ingS,  e lect ions,  vot ing,  f inances,  awards,
dut ies of  o f f icers,  and prov is ions for  amendments and
add i t i ons .

3.  Standing ru les shal l  not  conf t ic t  wi th  the prov is ions of
the  Aux i l i a r y  Manua l ,  COMDTINST M16790 .1  (Se r ies ) ,  o r  o the r
directives of the Coast Guard or the standing rules of the
Auxi l iary  Nat ionat  Board or  o ther  senior  Auxi l iary  uni ts .

4.  A l though technica l ly  incorrect ,  ru les of  incorporated
uni ts  are,  wi th in  the Auxi l iary ,  ca l led by laws whi le  ru les of
unincorporated uni ts  are ca l led s tanding ru les.

B .
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C. FUNCTION OF PRESIDING OFFICER

l- .  In  the U.  S.  Coast  Guard Auxi l iary ,  the Pres id ing Of f icer
of  any uni t  meet ing at  which business is  to  be t ransacted
must  be an e lected of f icer  o f  the uni t .  As such,  the
Pres id ing of f icer  has the r ight  to  vote.  But  as pres id ing
of f icer  o f  the rneet ing,  the pres id ing of f icer  has cer ta in
responsibi l i t ies beyond those of the ordinary member. The
Presiding Off icer is expected to act as moderator and
coord inator  ra ther  than as a par t isan.  The Pres id ing Of f icer
is not supposed to speak for or against a motion while in the
chai r .  I f  the Pres id ing Of f icer  wants to  take par t  in  the
debate,  ask another  of f icer  to  act  as pres id ing Of f icer
temporar i ly ,  so that  the impar t ia l i ty  o f  the chai r  wi l t  be
preserved. Resunption of the chair can be taken when ready
to avoid tak ing s ides on th is  issue.

2.  r t  is  up to  the Pres id ing of f icer  o f  a  meet ing to  see to
i t  that  the ru les of  order  are appl ied democrat ica l ly ,
without favorit ism, so that aII important matters may receive
adequate discussion and the decisions made by the rneeting
sharr  re f rect  the carefur  judgment  of  the vot ing major i ty .

3 .  The  P res id ing  O f f i ce r  mus t  a l so  be  fan i l i a r  w i th  a l l
sect ions of  the Auxi l iary  Manual  and the s tanding ru les that
deal  in  any way wi th  the hold ing of  meet ings,  the vot ing
ru les,  and the dut ies and r ights  of  the membership.
otherwise, there is danger that actions taken at a meeting
may be in  conf l ic t  wi th  regulat ions.

4.  fn  addi t ion to  knowing the ru les of  order  and the
standing rures and being wi r l ing to  appty them impar t iar ry ,  a
Pres id ing of f icer  should a lso be an energet ic  leader  who can
keep the business of the meeting noving along without
dragging. The Presiding off icer cannot make a notion , but
can suggest  that  someone e lse do so.  Whenever  d iscuss ion has
reached the point when a motion seems in order, but no one
volunteers to  make i t ,  the Pres id ing Of f icer  may state:  nThe
chair is ready to entertain a motion that . (whatever the
occasion ca l ls  for ) r r .  f f  someone t r ies to  make a mot ion but
f inds i t  d i f f icu l t  to  put  i t  in to  su i tab le words,  the
Presiding off icer may make suggestions, but cannot change the
form of the motion without the maker's approval.

D. GENERAL SUGGESTIONS

1.  Fai r  P lay.  The Pres id ing of f icer  should be a fa i r -n inded
moderator ,  not  a  d ic tator .
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Preserve order. Do not let more than
person ta lk  at  a  t ime.  The Pres id ing of f icer  dec ides who

to have the f loor .

3.  Talk ing to  the Point .  The Pres id ing Of f icer  should
ins is t  that  members be br ie f  and ta lk  to  the point .

4 .  Talk ing Loud Enough. It is necessary for everyone
( inctuding the Pres id ing of f icer)  to  speak loud enougth for
the ent i re  meet ing to  hear  what  is  be ing sa id.  I f  a  person
cannot be heard by everyone, the Presiding off icer should
repeat  the g is t  o f  what  was sa id.

5. Avoid Hasty Action. Decisions on important rnatters
should be made only after al l  the facts are known and have
been considered fa i r ly .  I t  is  safer  in  most  instances to
delay action than to act in ignorance of the facts. However,
i t  is  usual ly  poss ib le  to  have a commit tee look in to any
part icular rnatter of importance in advance of the meeting, so
that the facts can be put before the meeting and intelJ-igent
act ion taken.

6.  Common Sense RuIe.  Whi le  the fo l lowing Rules of  Order
are provided for the purpose of conducting business in an
order ly  manner ,  there are occasions when in formal i ty  can
reach the same resul ts .  Qui te  of ten the decis ion of  the
rneeting can be reached by merely asking rr ls there any
object ion to  . r t  (State what  the proposed act ion is- )  I f
there is  no object ion,  the Pres id ing Of f icer  can ru le  that
r r l t  is  unanimous that  . r r  (Again,  s tate what  the unanimous
decision rdas. ) fhe Secretary wiII then record the matter
accord inqly .

E. GENERAL RULES

1.  ouorum. A quorum as requi red by the s tanding ru les,  must
be present at a meeting before business can be transacted.
For  Div is ions,  Dis t r ic ts ,  and Nat ional  boards,  the Auxi l iary
Manua l ,  CQMDTINST M1679o .1  (Se r ies ) ,  requ i res  a  ma jo r i t y  o f
the board present for a quorum. If  a quorum requirement is
not  s tated in  the uni t 's  s tanding ru les,  the Auxi l iary  Manual
requires a quorum of L/3 of the el igible voting nernbership
fo r  f l o t i l l as .

2.  Star t  o f  Meet ing.  The meet ing should be ca l led to  order
at the hour set in the notice, or aS soon thereafter as a
quorum has assembled.

810 -3



Enc losu re  (10 )  t o  COMDTPUB P16791 .3

E. 3. Adjournment for Lack of Ouorum. If  no quorum can be
assembred, those present must adjourn the meeting without
transacting any business except that they may set a date of
the reconvening of the adjourned meeting.

4.  order  of  Business.  At  every meet ing there should be a
rist of the matters to be acted on, arranged in the order in
which they are to be taken up. This r ist shourd be prepared
in advance by the Pres id ing of f icer  in  consul ta t ion wi th  the
secretary. rts generar arrangement for a members, meeting is
ind icated in  the s tanding rures.  Addi t ionar  mat ters  may be
brought up at the neetirg, except matters which, according to
the s tanding ru les,  requi re advance not ice.

5.  Vot ing Def in i t ion.  A major i ty  is  a  number that  is  more
than hal f  o f  any g iven to ta l .  Thus,  prov id ing a quorum
exis ts ,  a  major i ty  vote would be a vote by a rnajor i ty  o f  the
el ig ib le  vot ing members;  a  two- th i rds vote is  a  vote by
t t ' ro- th i rds (2/3)  o f  the vot ing rnembers.

F. PRESENTATION OF MOTIONS

l-. A motion is a forrnal statement of a proposal or question
to an assembly for consideration and action. Any member
ent i t led to  a vote may present  a mot ion.  The pres id ing
Officer may rule a motion temporari ly out of order i f  i t  does
not conform to the order of business. A motion may also be
out  of  order  for  cer ta in  other  reasons which wi I I  be
discussed la ter .  To reach a decis ion on any mat ter  to  be
decided by vote,  a  def in i te  procedure must  be fo l lowed.
Br ie f ly ,  th is  consis ts  of  three main s teps,  the making of  a
mot ion,  d iscuss ion and the vot ing i tse l f .

2 .  Main Mot ion.  The main mot ion is  the foundat ion of  the
conduct of business. fts purpose is to bring a proposal
before the rneeting for consideration and action. The member
desi r ing to  make a mot ion gets  the Pres id ing Of f icerrs
attention by raising the hand and addressing the presiding
Off icer .  ! {hen g iven the f loor ,  begin:  f r l  move that  . r r
and state the proposal  as s inp ly  and c lear ly  as poss ib le .  I f
the not ion is  in  order ,  the Pres id ing Of f icer  asks:  f r ls  there
a second to this motion?rr and gives the f loor to the f irst
member ind icat ing a wish to  do so.  This  member says:  [ I
second the rnot ionrr .  f  f  no one is  wi l l ing to  second the
mot ion,  the Pres id ing Of f icer  dec lares that  f t the mot ion is
lost for want of a secondrr and proceeds with the next order
of  bus iness.  I f  the mot ion is  seconded,  i t  enters the
discuss ion s tage
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I l .  3 .  Discuss ion.  Af ter  a  mot ion has been made and seconded,
the Pres id ing Of f icer  should say:  ' r l t  has been moved and
seconded that (repeat the motion so that everyone can
hear  i t  d is t inct ly)  "  Is  there any d iscuss ion on the
notion?rt Al low enough t ine for an adequate discussion of
the quest ion.

4.  Vot ing.  There are two ways of  br ing ing a mot ion to  a
vote.  Noinal ly  the Pres id ing of f icer  wai ts  unt i l  there is  no
fur ther  d iscuss ion and then ca l ls  for  the vote.  But  i f  a
discussion drags out too long and it  seems that no neht facts
or  op in ions wi l l  be brought  out  by fur ther  d iscuss ion,  any
rnember nay rrmove to close debate and vote on the questionrr.
This  mot ion of  Prev ious Quest ion ,  i f  proper ly  seconded,  is
not debatable and the Presiding Off icer must at once let the
meeting decide by voice vote or show of hands, whether or not
the d i icuss ion shal l  be a l lowed to cont inue.  I f  two- th i rds
of the voting members vote for the motion (are opposed to
fur ther  d iscuss ion) ,  then the Pres id ing Of f icer  must  ca l l  for
a vote on the mot ion under  d iscuss ion.

a.  fn  cer ta in  cases,  such as the e lect ion or  removal  o f
of f icers,  the s tanding ru les usual ly  prov ide that  the
voting must be done by ballot, which means a secret
bal lo t .  Th is  is  for  the purpose of  permi t t ing each
member to vote according to their best judgment, without
exposing themselves to  the i l l  w i l l  o f  the re jected
candidate.

b. Any member may also request a vote by ballot on any
motion or resolution even if  the standing rules do not
requi re i t .  I f  th is  rnot ion is  seconded,  the Pres id ing
Officer must, without any further debate, Iet the members
decide, by voice or by show of hands, whether or not they
prefer to vote by ballot on the part icular matter. A
lnajor i ty  vote is  suf f ic ient  for  such a decis ion '

c. whenever voting by ballot is not required, the usual
nethod of  vot ing is  by vo ice.  When the Pres id ing Of f icer
is ready to put the motion to vote, repeat the motion or
have the secretary read i t  a loud,  so that  i t  is  c lear  to
everyone.  Then say:  t tA l l  in  favor  of  the mot ion,  p lease
say  , I '  ( o r  ' yes ' ) . r r  A f te r  t hose  i n  favo r  have  vo ted ,
say:  nAI l  opposed to the mot ion p lease say 1to ' . r r  Then
announce the result by saying: frThe motign is carriedrl
or rrThe motion is lostrr ,  dS the case nay be.
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F.  4.  d .  I f  there is  the least  doubt  as to  whether  the mot ion
r^ras carried or lost, take the vote again, but this t ine
by a show of  hands.  I f  the vote is  s t i l l  uncer ta in ,  ask
the secretary and another off icer to count the hands
ra ised for  and against .  In  the case of  a  t ie  vote,  the
mot ion is  lost .

5. Subsidiary Motions. A notion that concerns the mai-n
mot ion on the f loor  is  known as a subsid iary  mot ion.  I t 's
intention may be to amend the main motion, ot to have the
matter proposed in the main motion referred to a committee,
or to postpone or stop action on the main motion. It  is
obvious that such a motion is secondary and must be disposed
of  before the mai-n mot ion is  voted on.

a. Motion to Amend. If  any member l ikes the general
idea expressed in the main motion up for discussion, but
wants the wording changed or added to, the member can
' rmove to amend the mot ion by (adding,  tak ing out ,  e tc .  )
the words . rr I f  such a notion to amend is seconded,
it  is then open for discussion and must be voted on
before the rnain motion is again taken up . When the
Pres id ing Of f icer  ca l ls  for  the vote on a r rmot ion to
amend , r tmake  i t  c l ea r  t ha t  t he  vo te  w i l l  no t  ye t  be  on
the acceptance or rejection of the main motion. The vote
wil l  only be on whether the members want the wording of
the main motion changed. If  the amendment is accepted,
then discussion may resume on the main motion, dS
amended,  or  i f  the amendment  is  re jected,  then d iscuss ion
may resume on the main motion as originally worded.

(1) An amendment to a motion may itself be amended.
In such a case the notion to amend the amendment is
d iscussed and voted on f i rs t .  I f  i t  is  defeated,
d iscuss ion is  again on the or ig ina l  amendment .  I f
the amendment to the amendment is adopted, it become
a part of the original amendment, and discussion is
then opened on the revised amendment to the main
mot ion.

b.  L in i t ing or  Extending Debate.  A l though fuI I
d iscuss ion on a mot ion is  des i rab le,  i t  may somet imes be
found necessary to l imit debate in order to al low t ine to
take up al l  the i tems on the agenda or to complete action
on some important business before late hours draw a$ray
voting members and leave the meeting
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F.  5 .  b .  (Cont 'd)  wi thout  a  quorum for  fur ther  bus iness.  I f
i t  becomes necessary to l init  debate, someone may rrMove
that debate on this motion be l inited to
minutes. r r  I f  the mot ion is  passed and i t  is  found
desi rable la ter  to  extend debate a l i t t te  longer ,  th is
can be done by another motion.

c. Motion to Refer. I f  any rnember thinks that the
meeting does not possess enough facts or information
concerning the subject of the main motion to be able to
vote intel l igently on it ,  the member may rrmove that this
question be referred to with instructions to
report at the next rneeting.rr This motion should state
the person or  commit tee,  and,  i f  a  specia l  commit tee,
whether i t  is to be appointed by the Presiding Off icer or
by the board. A motion to refer can be applied only to
the main mot ion under  d iscuss ion.  r t  is  in  order
practical ly at any t ime before the vote is taken on the
main mot ion i tse l f .  I t  requi res a second and may be
debated.  I f  i t  is  passed.  the nain mot ion is  put  as ide
but is nade the f irst i tern of unfinished business at the
next  meet ing.

d.  Mot ion to  Tab1e.  The mot ion to  tab le is  one of  three
means to delay action on a motion; the others being
mot ion to  postpone def in i te ly ,  and mot ion to  postpone
indef in i te ly .  The mot ion to  tab le ranks above a l l  o ther
subsidiary motions, which means that i t  can be introduced
even when another subsidiary motion is being considered.
rrTo tablerr means to put the main motion aside without
tak ing any act ion on i t .  Th is  mot ion requi res a second
and it  is not debatable but must be voted on at once. A
main motion which has been tabled may again be brought up
for consideration later in the same meeting or not Iater
than the next regular meeting of the bodv, but only at a
t irne when no other motion is being considered. This can
be done by a motion to rrTake from the table the motion
that . . rr

e .  Mot ion to  Postpone Def in i te ly .  A mot ion to  postpone
def in i te ly  defers considerat ion of  a  main mot ion to  a
Iater  t ine and a lso f ixes a def in i te  date for  i ts
consideration. The motion would take the form: tt l  move
to postpone the mot ion unt i l  . . .  ( the af ternoon sess ion,
the october  meet ing,  e tc . ) ' r .  Debate is  l in i ted to
discussion of the t ine or reason for postponement and,
once passed, f idy be reconsidered. It  is therefore more
f lex ib le  than a mot ion to  tab1e.
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F.  5.  f .  Mot ion to  Postpone fndef in i te ly .  This  mot ion takes
the form:  r r l  move to postpone the mot ion indef in i te ly f ' .
I t  is  fu l ly  debatable and a lso opens the main quest ion to
debate.  A l though cal led a rnot ion to  r rpostponerr ,  i t
actual ly  has the ef fect  o f  k i l l ing the pending main
not ion for  the current  meet ing.  At  a  la ter  neet ing,  the
mot ion which was postponed indef in i te ly  can come up,  but
only  as a new nain mot ion.

6.  Inc identa l  Mot ions.  fnc identa l  mot ions ar ise
incidental ly out of the business before the assernbty. They
do not  re la te d i rect ly  to  the main mot ion but  usual ly  re la te
to matters that are incidental to the conduct of the neeting.
Some incidental motions do not take the form of a motion but
are actual ly  requests d i rected to  and decided by the
p res id ing  o f f i ce r .

a. Request for Information. Any member who wants an
anshrer to a specif ic question about a motion on the f loor
hdy,  i f  necessary,  in ter rupt  whoever  is  speaking by
r is ing and say ing r r l  r ise for  a  point  o f  in format ion. r l
The Pres id ing Of f icer  must  i rnmediate ly  ask,  r rwhat  is  your
question?rr I f  the request is reasonable and pert inent to
the mot ion on the f loor ,  the Pres id ing Of f icer  ansvrers i t
or  asks someone e lse to  do so.

b. Point of Order. I f  a member is convinced that the
rrRules of  Orderr r ,  Standing Rules or  By laws are being
disregarded, the member may interrupt, regardless of who
is  speaking,  by r is ing and say ing:  " I  r ise for  a  point
of  order . r r  No second is  requi red.  The Pres id ing Of f icer
must immediately ask rrstate your point of order.rr The
member must then give a brief explanation of what is out
of  order  and why.  I f  sat is f ied that  the member is  r ight ,
the Pres id ing Of f icer  says:  r rYour  point  is  wel l  taken,r t
and does whatever is necessary to correct the error. f f
the Pres id ing Of f icer  considers the member wrong,  say:
r rYour  point  is  not  wel l  takenrr ,  and drops the mat ter .  I f
the Pres id ing Of f icer  is  not  cer ta in ,  the quest ion can be
referred to someone better acquainted with the Standing
Ru1es,  By laws or  Rules of  Order ,  or  can ask the neet ing
to vote on the matter.

c. Motion to Appeal. I f  the member is convinced that
the Presiding off icer's decision is wrong, the rnernber can
say irnrnediately after the Presiding Off icer has
announced the decis ion:  r r l  appeal  f rom the decis ion of
the chair.rr I f  the appeal is seconded by another
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