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From:  Commander, Education Command

To:    Distribution List

Subj:  COLLATERAL/ADDITIONAL DUTIES ASSIGNMENT
1.  Purpose.  To establish section cognizance and publish policy assigning responsibilities of collateral/additional duties to personnel within Marine Corps University (MCU).

2.  Background
    a.  Collateral/Additional Duties are duties that are performed in addition to the primary duty of a Marine and are necessary for the proper functioning of a unit.  These duties are normally performed to pass information to the masses and are a normal function of military life.  

3.  Policy
    a.  The Assistant Chief of Staff, G-1 (AC/S, G-1) is responsible for the following additional duties:


   (1) MCU Voting Officer

   (2) Postal Officer

   (3) Official Mail Manager

   (4) Casualty Assistance Calls Officer

   (5) Forms Management Officer

   (6) Assistant Command Security Officer

   (7) Legal Officer

   (8) Privacy Act Coordinator

   (9) Marine Corps Seal Custodian (MCU Notary)

   (10) Awards Administrator

    b.  The Assistant Chief of Staff, G-3 (AC/S, G-3) is responsible for the following additional duties:    


   (1) AT/FP Officer

   (2) Training Officer

   (3) Historical Officer
    c.  The Assistant Chief of Staff, G-4 (AC/S, G-4) is responsible for the following additional duties:


   (1) Facilities Officer

   (2) Transportation Officer

   (3) Command Safety Representative

   (4) Member of Performance Evaluation Review Board (PERB)
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    d.  The Assistant Chief of Staff, G-5 (AC/S, G-5) is responsible for the following additional duties:


   (1) Strategic Planning Officer

   (2) MCU Faculty Development Liaison

   (3) ILS/TLS Detachment Representatives Liaison

   (4) MECC Liaison (JPME Col/GO-Level Working Group)
    e.  The Assistant Chief of Staff, G-6 (AC/S, G-6) is responsible for the following additional duties:


   (1) Information Assurance Officer (IAO)

   (2) Telephone Control Officer (TCO)

f.  The Assistant Chief of Staff, G-8 (AC/S, G-8) is

responsible for the following additional duties:

   (1) Internal Controls Management Officer

   (2) Central Billed Account Officer

   (3) DTS AOPC

   (4) APC for Government Travel Card

   (5) APC for Centrally Billed Account

   (6) MCUF Liaison for MCU

   (7) Fraud, Waste, and Abuse Officer

    g.  The MCU Chaplain is responsible for the following additional duties:


   (1) Suicide Prevention Officer

   (2) Casualty Assistance Calls Officer
    h.  The MCU Education Officer is responsible for the following additional duties:


   (1) Accreditation Liaison w/ SACS

   (2) Credit Recommendation Liaison w/ ACE

   (3) Fellowship, Scholarship, SEP Review Board Liaison

   (4) PME Policy Liaison

   (5) TECOM Education Consortium Liaison

4.  Point of Contact.  Any changes or recommended changes to this policy should be directed to the Staff Secretary. 

  L. A. MERCADO

  Chief of Staff
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