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STAFF FUNCTIONS



STUDENT OUTLINE





EDUCATIONAL OBJECTIVE:  The student will identify the basic functions of a battalion (or larger sized unit) staff.



OUTLINE



1.	GENERAL.  The staff of a unit consists of those officers who assist and advise the commander. Functions common to all staff officers include providing information and advice, making estimates, making recommendations, preparing plans and orders, advising other staffs and subordinate commands of the commander's plans and policies, and supervising the execution of plans and orders. The commander and his staff should be considered as a single entity. However, no staff officer has any authority in his capacity as a staff officer over any subordinate unit of the command.



2.	STAFF COMPOSITION.  In units commanded by a general officer, the staff organization consists of a general staff, a special staff, and a personal staff.  



	a.	The personal staff, normally composed of aides, sergeants major, and personal secretaries, is directly responsible to him.  



	b.	The general and special staffs are directed, coordinated, and supervised by a chief of staff (C/S). In units commanded by other than a general officer, the counterpart of the general staff is termed the executive staff, the personal staff is omitted with the exception of the sergeant major; and the staff organization is directed, coordinated, and supervised by the executive officer (XO).  



	c.	Staffs are not normally formed in units smaller than a battalion or squadron.  



	d.	The sergeant major is a member of the command section and is directly responsible to the commander. His duties are those specifically assigned by the commander and generally concern matters pertaining to discipline, welfare, conduct, morale, and leadership of enlisted personnel of the command.  



	e.	A typical Marine Corps staff organization is illustrated in figure 0603-1. 

��

Figure  0603-1



		(1)	Executive or General Staff.  The manifold duties which the commander is required to perform in the exercise of command are grouped into six broad functional areas as a basis for the organization of the general or executive staff.  These areas are:



			(a)	Personnel.



			(b)	Intelligence.



			(c)	Operations and training.



			(d)	Logistics.



			(e)	Civil Affairs (when authorized).



			(f)	Financial management.



		(2)	Special Staff.  A different and narrower grouping based on the various military specialties such as artillery, communications, and supply forms the basis for the organization of the special staff.



3.	GENERAL STAFF.



	a.	Organization.  The general staff consists of the chief of staff; the deputy chief of staff (DC/S), if one is authorized, and five or six functional staff sections, each headed by an assistant chief of staff (AC/S). The AC/S's are designated as G-1 (personnel), G-2 (intelligence), G-3 (operations and training), G-4 (logistics), G-5 (civil affairs) when authorized, and comptroller (financial management-. The executive staff, the counterpart of the general staff in smaller units, is similarly organized, with the exception of a comptroller whose financial management responsibilities are accomplished by the S-4. It consists of the executive officer, S-1 (personnel), S-2 (intelligence), S-3 (operations and training), S-4 (logistics), and S-5 (civil affairs) when authorized. (Throughout the remainder of this manual, references to the general staff or general staff officers should be construed as being equally applicable to the executive staff or executive staff officers, unless otherwise indicated.)  



	b.	General Duties.  The chief of staff is responsible to the commander for all activities of the general and special staffs. He is assisted by the DC/S, if one is authorized, and by the staff secretary. Other general staff officers act as advisors, planners, supervisors, and coordinators within their several broad functional areas which, taken together, include all activities of the command. Their general duties include the following:  



		(1)	Furnishing the commander and other staff officers with information and recommendations pertaining to matters within their respective functional areas.  



		(2)	Formulating plans, orders, and instructions necessary to implement the commander's policies and decisions.  



		(3)	Exercising staff supervision to ensure compliance with the commander's orders and instructions.  



		(4)	Exercising staff supervision of and formulating plans, orders, and instructions for automated data processing systems (ADPS) supporting their respective functional areas.  



		(5)	Maintaining records and preparing reports covering the activities of the command.



		(6)	Coordinating all matters within their respective functional areas with all interested general and special staff sections, and with the staffs of other interested units.  



	c.	Coordinating Responsibilities.  To facilitate coordination within related areas of staff functioning an to ensure the systematic channeling of information and documents, general or executive staff officers may be assigned broad coordinating responsibilities for special staff sections within the areas of primary interest to the staff officer. This should not preclude direct access of special staff officers to the chief of staff or the executive officer or direct liaison with other staff sections in matters of primary interest to those sections. 	



	d.	Specific Duties.  The specific duties of each general staff officer are described in the remaining paragraphs of this section.  



4.	CHIEF OF STAFF.  The chief of staff directs, coordinates, and supervises the activities of the general and special staffs. In addition, he:  



	a.	Keeps the commander informed of current and developing situations.  



	b.	Receives the commander's decisions.  



	c.	Issues staff instructions implementing those decisions.  



	d.	Allots the detailed work of preparing plans, orders, and instructions.  



	e.	Reviews the resulting drafts.  



	f.	Submits finished drafts for the commander's approval.  



	g.	Promulgates approved plans, orders, and instructions to subordinate elements of the command.  



	h.	Ensures that subordinate unit commanders are alerted to the actions required of them and that they receive timely, accurate, and complete information.  



	i.	Determines by personal observation, and with the assistance of staff officers, the extent and effectiveness of execution of the commander's plans, orders, and instructions.  



	j.	Recommends supplemental or corrective action when necessary.  



	k.	Studies all situations to ensure preparedness for future contingencies.  



	1.	Assembles, reviews, and submits reports for the commander's approval, and directs distribution of approved reports.  



	m.	Ensures establishment and maintenance of liaison with higher, adjacent, subordinate, and supported units.  



	n.	Represents the commander when authorized.  



5.	DEPUTY CHIEF OF STAFF.  The deputy chief of staff acts for the chief of staff during the latter's absence and assists him by performing specific duties as directed. Coordination of staff activity in particular fields such as during planning for future or special operations is a typical responsibility of the deputy chief of staff.  



6.	STAFF SECRETARY.  The staff secretary is not a member of either the general or special staff. However, the nature of his duties as an administrative assistant to the chief of staff requires a close relationship with this officer and with the officers of the general and special staffs. He has the following specific duties:  



	a.	Maintains an office of temporary record for the commander, chief of staff, and deputy chief of staff.  



	b.	Ensures that written matter routed to the chief of staff has been seen and acted upon, if necessary, by all interested staff sections.  



	c.	Directs and supervises the administrative functioning of the offices of the commander, chief of staff, and deputy chief of staff.  



	d.	Receives personnel visiting the headquarters to confer with the commander, chief of staff, or deputy chief of staff.  



7.	G-1 / S-1.  The G-1 / S-1 is the principal staff assistant in matters pertaining to personnel management, internal organization and operation of the headquarters, and miscellaneous administrative functions not specifically assigned to another general staff section. The G-1 / S-1 has staff responsibility for the following:  



	a.	Strengths.



		(1)	Planning and coordinating functions relative to personnel strength control.  



		(2)	Estimating casualties in coordination with the G-3 / S-3.  



		(3)	Compiling statistical information necessary to keep the commander informed of the strength of the command.  



	b.	Replacements.



		(1)	Determining present and anticipated replacement requirements.  



		(2)	Planning and coordinating the procurement of replacements.  



		(3)	Allocating replacements in accordance with priorities established by the G-3 / S-3.  



		(4)	Supervising the processing and moving of replacements.  



		(5)	Recommending the mission, composition, and disposition of replacement units and personnel.  



	c.	Discipline, Law, and Order.



		(1)	Preparing orders for the enforcement of laws and regulations.  



		(2)	Preparing regulations for troop conduct and appearance.  



		(3)	Planning for the control and disposition of stragglers.  



		(4)	Preparing plans and orders pertaining to the administration of military justice, except court-martial orders.  



		(5)	Planning the location and supervising the operation of confinement facilities.  



		(6)	Supervising and coordinating relations with civilians.  



	d.	Prisoners of War.



		(1)	Planning and coordinating the collection, safeguarding, administration, and evacuation of prisoners of war.  



		(2)	Planning, coordinating, and supervising prisoner-of-war employment.  



		(3)	Preparing plans, orders, and instructions relating to the treatment of prisoners of war.  



		(4)	Planning and supervising measures to ensure the discipline, indoctrination, and repatriation of prisoners of war.  



	e.	Graves Registration.



		(1)	Planning, coordinating, and supervising measures pertaining to the collection, identification, and evacuation of the deceased: the conduct of ceremonies and funerals; and the disposition of personal effects.  



		(2)	Preparing plans for the establishment and maintenance of cemeteries.  



	f.	Morale and Personnel Services.



		(1)	Maintaining a current appraisal of morale and influencing factors.  



		(2)	Determining requirements for leave and for rest and recreation facilities.  



		(3)	Preparing amplifying instructions concerning decorations, medals, and awards.  



		(4)	Planning, coordinating, and supervising religious activities, special services, exchange facilities, postal services, legal assistance, and welfare services.  



	g.	Personnel Procedures.



		(1)	Planning and coordinating personnel procurement, classification, reclassification, assignment, promotion, and reduction.  



		(2)	Supervising personnel management procedures relating to transfer, retirement, separation, and rotation.  



	h.	Civilian Employees.



		(1)	Planning and supervising the employment of civilians and indigenous personnel.  



		(2)	Determining the measures for the organization, administration, and control of civilian employees. 	



	i.	Interior Management.



		(1)	Organizing, determining the internal arrangement, and supervising activities relating to the operation of the headquarters.  



		(2)	Selecting specific command post (CP) sites in conjunction with the headquarters commandant and communication officer.  



		(3)	Allocating space within the command post.  



		(4)	Assigning billeting areas.  



	j.	Providing input to be included in the logistics estimate and the logistics annex, and the preparation of the personnel annex to the operation order.  





8.	G-2 / S-2.



	a.	General.  The G-2 / S-2 is the principal staff assistant in matters pertaining to the enemy and to the area of operations, and in matters pertaining to information concerning foreign countries which are significant to military planning and operations. The G-2 / S-2 provides for the timely accomplishment of command intelligence functions, either by use of assigned resources or through management control and coordination of intelligence means and activities of other elements of the command. The responsibilities of the G-2 / S-2 fall into five broad areas of activity: combat intelligence, counterintelligence, intelligence training, special intelligence, and administration. (See FMFM 2-1, Intelligence.)  



	b.	Staff Responsibility.  The G-2 / S-2 has staff responsibility for the following:  



		(1)	Production of Intelligence.  Directing the effort for collection of information including technical, electronics, and special intelligence information, and processing the information into finished intelligence. Processing includes recording, evaluation, and interpretation. Specific responsibilities include:  



			(a)	Determining the intelligence required in conjunction with G-3 / S-3 for the command as a whole in planning and executing operations. Included are intelligence requirements developed by other staff officers and subordinate commanders.  



			(b)	Recommend in coordination with the G-3 / S-3 essential elements of information (EEI) to the commander.  



			(c)	Preparing plans, orders, and requests to higher, adjacent, and subordinate headquarters for the collection of information to include target acquisition and combat surveillance.  



			(d)	Supervising and coordinating information collection activities of the command, including employment of airborne, surface, and subsurface detection/collection devices or systems.  



			(e)	Supervising, controlling, and coordinating the operations of the sensor control and management platoon (SCAMP).  



			(f)	Integrating applicable intelligence requirements received from higher and adjacent commands into the information collection effort of the command.  



			(g)	Determining requirements for and recommending allocation of intelligence specialists to subordinate units.  



			(h)	Planning, supervising, and exploiting technical intelligence, imagery (photographic, airborne radar, and infrared), remote air/ ground sensors, agent reports, interrogation of prisoners of war, captured documents, and other sources.  



			(i)	Providing information and coordinating with the G-3 / S-3 (nuclear, biological, and chemical defense (NBC) officer) regarding enemy capabilities and weather and terrain conditions effecting the employment of special weapons, to include predicting fallout from enemy employed nuclear weapons.  



			(j)	Supervising and coordinating weather data collection in areas not under friendly control.  



			(k)	Planning, supervising, and coordinating signals intelligence operations and activities.  



			(1)	Planning and supervising the conduct of special intelligence operations including establishing and maintaining a facility for the security and dissemination of sensitive intelligence and the operation of an exclusive communication system.  



			(m)	Planning and supervising the conduct of other special intelligence activities of a particularly sensitive nature.  



			(n)	Processing information into intelligence.  



			(o)	Recording pertinent information and intelligence systematically for ease of study and comparison.  



		(2)	Dissemination of Intelligence.  Disseminating intelligence and information to the commander, staff, subordinate commanders, and to all others who need to know in time to serve their purpose in a form that will furnish the greatest assistance. Specific responsibilities include:  



			(a)	Preparing the intelligence estimate to include:  



				1.	Continually estimating the effects of the characteristics of the area of operations on friendly and enemy course of action.  



				2.	Continually estimating enemy capabilities and vulnerabilities, including the courses of action the enemy is most likely to adopt.  



			(b)	Preparing the following:  



				1.	Intelligence annex.  



				2.	Periodic intelligence summaries.  



				3.	Intelligence summaries.  



				4.	Climatology, terrain, and hydrographic studies.



				5.	Order of battle (OOB) studies.  



				6.	Helicopter landing area studies.  



				7.	Coast and landing beach studies.  



				8.	Road and trail net studies.  



				9.	Town and city plans.  



				10.	Trafficability studies and reports.  



				11.	Enemy weapons, tactics, techniques, and equipment studies.  



				12.	Any other intelligence analyses and studies required by the commander, the staff, or dictated by the tactical situation.  



		(3)	Counterintelligence.  Directing the effort devoted to destroying the effectiveness of enemy or potential enemy intelligence activities and protection of information against espionage, personnel against subversion, and installations or materiel against sabotage. Specific responsibilities include:  



			(a)	Preparing counterintelligence estimates.  



			(b)	Planning, implementing, and supervising all active and passive counterintelligence measures. Included are preparation of directives, counterintelligence plans, and reporting procedures.  



			(c)	Coordinating counterintelligence measures, operations, and activities with those of adjacent and higher headquarters.  



		(4)	Other Intelligence.  The G-2 / S-2 is responsible for intelligence input to plans and orders which normally are the purview of other staff officers. He supervises and coordinates intelligence aspects in coordination with cognizant staff officers. Specific responsibilities include intelligence aspects of:  



			(a)	Tactical cover and deception.  



			(b)	Civil affairs.  



			(c)	Employment of mass destruction weapons (nuclear and chemical) to include the enemy capability to employ like weapons and their reaction to our employment.



			(d)	Survival, evasion, resistance, and escape.  



			(e)	Psychological operations to include estimating the conditions and vulnerabilities of prospective target groups; estimating the effectiveness of friendly psychological operations, as well as the enemy's; and assisting in the planning and supervision of training activities concerning defense against enemy propaganda.  



			(f)	Barrier and denial operations.  



			(g)	Electronics warfare.  



		(5)	Maps, Charts, Photographs, and Other Graphic Aids.  Specific responsibilities include: determining the requirements for and supervising the procurement and distribution of maps, imagery, and intelligence graphic aids; and coordinating with the engineer officer and the commander (or officer in charge (OIC)) of the unit assigned reproduction and/or storage responsibilities.



		(6)	Intelligence Training.  Specific responsibilities include:



			(a)	Planning and supervising the intelligence training of the command as a whole in coordination with the G-3 / S-3.  



			(b)	Planning, directing, and supervising the intelligence training of the intelligence section, to include attached intelligence specialist teams.  



9.	G-3 / S-3.  The G-3 / S-3 is the principal staff assistant in matters pertaining to organization, training, and tactical operations. The G-3 / S-3 has staff responsibility for the following:  



	a.	Tactical Operations.



		(1)	Planning, coordinating, and supervising the tactical employment of units.  



		(2)	Evaluating the tactical situation and preparing the operation estimate.  



		(3)	Integrating fire and maneuver.  



		(4)	Planning, coordinating, and supervising civil affairs activities (when a G-5 / S-5 section is not established). (See par. 11)  



		(5)	In coordination with the G-2 / S-2, recommending missions for reconnaissance units.  



		(6)	Developing, preparing, authenticating, and ensuring distribution of operation plans and orders.  



		(7)	Preparing or reviewing plans such as fire support to include nuclear fires, chemical agents, barrier denial, communications, tactical cover and deception, tactical engineer operations, and psychological operations (PSYOPS) which are required to support operations.  



		(8)	Planning for command security (operational security (OPSEC) and signal security (SIGSEC)).  



		(9)	Determining priorities for allocation of personnel, weapons, equipment, and ammunition in short supply.  



		(10)	Developing and preparing plans for counterguerrilla operations.  



		(11)	Planning and coordinating electronic warfare operations and activities: coordinating with the G-2 / S-2 to establish priorities between electronic warfare and signals intelligence missions, coordinating with the communications-electronics officer (CEO) to ensure maximum use of the electromagnetic spectrum, and coordinating the command's signal security efforts.  



		(12)	Determining the general location of the command post.  



		(13)	Designating the general location for bivouacking, quartering, and staging of units involved in tactical operations.  



		(14)	Developing, preparing, and implementing plans for tactical troop movements.  



		(15)	Preparing operational and historical reports.



	b.	Organization.



		(1)	Planning the activation and deactivation of units.  



		(2)	Determining the organization and equipment of combat and combat support units.  



		(3)	Determining priorities for replacements, including unit replacements, in coordination with G-1 / S-1.  



		(4)	Developing plans for and requesting the assignment and attachment of units.  



		(5)	Maintaining troop lists.  



	c.	Training.



		(1)	Developing, preparing, and supervising the execution of training programs, directives, orders, and field exercises.  



		(2)	Determining the requirements for and allocation of training ammunition.  



		(3)	Planning and supervising the organization and operation of schools.  



		(4)	Planning and coordinating training, inspections, and tests.  



		(5)	Maintaining and preparing training records and reports.  



		(6)	Determining the requirements for procurement and distribution of training aids, publications, and facilities.  



	d.	Contingency Planning.



		(1)	Developing contingency plans as required.  



		(2)	Monitoring the contingency planning effort of higher and adjacent units.  



10.	G-4 / S-4.  The G-4 / S-4 is the principal staff assistant in logistic matters and the combat service support functions of supply, maintenance, transportation, medical/dental, passenger and freight transportation, engineer support, landing support, material handling, and food services. On the regimental and battalion level, the S-4 also has staff responsibility for financial management. In these areas, the G-4 / S-4 has staff responsibility for the following:  



	a.	Determining requirements for logistics and combat service support of the command.  



	b.	Recommending, in coordination with the G-3 / S-3, policies, priorities, and allocations for logistics and combat service support within the command.  



	c.	Supervising all administrative functions in logistics and combat service support matters, including the preparation of studies, estimates, records, and reports; and the preparation, authentication, and distribution of the concept for logistics and the logistics annex to the operation order.  



	d.	Recommending the task organization, equipping, location, movement, and employment of the command's combat service support elements.  



	e.	Exercising, for the commander, management of the command's combat service support operations.  



	f.	Planning and supervising the following miscellaneous related areas:  



		(1)	Nontactical or administrative troop movements.  



		(2)	Management of real property and facilities, except field fortifications and tactical communications.  



		(3)	Ground traffic regulation and control.  



		(4)	Employment of indigenous labor for combat service support.  



		(5)	Rear boundaries and rear echelons of headquarters.  



		(6)	Security of rear area facilities and lines of communications against hazards other than organized enemy action.  



		(7)	Automated data processing systems support areas.  



11.	G-5 /S-5 (WHEN AUTHORIZED).  The G-5 / S-5 is the principal staff assistant in matters pertaining to civil affairs. The G-5 / S-5 has staff responsibility for the following (if no G-5 / S-5 is authorized, see par. 9.a.(4)):  



	a.	Planning, coordinating, and supervising all civil affairs activities.  



	b.	Providing assistance to G-2 / S-2 in collecting intelligence from civilian sources.  



	c.	Supervising the collection, care, and disposition of refugees and displaced persons.  



	d.	Planning for the evacuation and hospitalization of sick, wounded, and injured civilians.  



	e.	Ensuring that measures are taken to control civilians in order to avoid interference with military operations.  



	f.	Supervising the control of civilian activities and resources, including labor, affecting military operations.  



	g.	Participating in planning for the control of civil affairs, including civil information/ education, public health, public safety/property control, public works and utilities, and claims.  



	h.	Planning for the distribution of supplies and equipment to meet minimum civilian needs.  



	i.	Providing staff supervision over all attached civil affairs units, and making periodic recommendations as to the size and composition of these units.  



	j.	Establishing and maintaining liaison with all other organizations conducting civil affairs activities, to include those of the United States, indigenous, and third countries.  



	k.	Preparing civil affairs estimates, annexes, and reports.  



12.	COMPTROLLER.  The comptroller is the principal staff assistant in matters pertaining to financial management. The comptroller has staff responsibility for the following:  



	a.	Budgeting.  



		(1)	Preparing guidance, instructions, and directives for budget matters.  



		(2)	Reviewing the resource requirements and justifications for the various financial programs of the command.  



		(3)	Compiling the annual budget.  



		(4)	Recommending allocation of funds available for approved operating programs (including pay of civilian personnel) and revisions thereto when required.  



		(5)	Initiating action for financial adjustments required by changes in the amount of funds made available.  



		(6)	Improving financial management efficiency.  



	b.	Accounting.



		(1)	Maintaining required records, including records of obligations and expenditures against allotments and project orders.  



		(2)	Maintaining records for the plant property account and for financial transactions of all classes of property.  



		(3)	Providing for execution of tasks involved in civilian pay, leave, and retirement.  



		(4)	Preparing financial accounting reports.  



		(5)	Supervising cost accounting operations.  



		(6)	Submitting property returns.  



		(7)	Supervising timekeeping operations.  



		(8)	Preparing civilian payrolls.  



	c.	Disbursing.



		(1)	Accomplishing payment of military and civilian payrolls, travel and per diem allowances, and public vouchers.  



		(2)	Collecting proceeds of sales and other funds for credit to the United States.  



		(3)	Registering of allotments and savings bonds.  



		(4)	Preparing disbursing reports and returns.  



	d.	Internal Review.  Functions of responsibility in the area of internal review are recommended and not limited to the following:  



		(1)	Designing new and improving existing audit policies, programs, methods, and procedures.  



		(2)	Testing the Reliability and usefulness of accounting and financial data.  



		(3)	Examining the effectiveness of control provided over command assets and make appropriate recommendations to the command staff through the comptroller.  



		(4)	Coordinating all matters pertaining to audits conducted by external Marine Corps agencies, monitoring the implementation of recommendations resulting from findings in audit reports, and initiating follow-up action as required to ensure expeditious implementation of audit reports.  



		(5)	Participating in inspections of subordinate command activities covering financial management and related procedures.  



		(6)	Analyzing the requirements of all financial management directives of the Navy Comptroller and the Commandant of the Marine Corps and preparing amplifying directives for dissemination within the command.  



		(7)	Conducting financial management training programs to promote complete understanding of the command's financial system.  



		(8)	Conducting routine analysis of all financial management reports to ensure accuracy, correctness of format, compliance with directives and the financial condition of the reporting unit Special briefings are prepared for the commanding general as the situation warrants  



	e.	Commands Not Authorized a Comptroller.  In commands not authorized a comptroller, staff duties pertaining to fiscal matters may be as assigned to one or more staff sections.  The assignment of all comptroller's responsibilities to the G-4 / S-4 is common, except for disbursing matters which are assigned to the G-1 / S-1.



13.	SPECIAL STAFF.



	a.	Organization.  The special staff consists of staff officers whose activities pertain to particular military specialties. The composition of the special staff is specified in tables of organization (T/O's) which reflect the size, type, and mission of the command. The commander may meet unusual conditions by omitting sections not required, by combining or adjusting responsibilities, and by creating additional sections.  



	b.	General Duties.  Within their respective fields, special staff officers act as advisors, planners, supervisors, and coordinators. They are authorized direct access to the chief of staff or the executive officer and direct liaison with other staff sections in matters of primary interest to those sections. The general duties of the special staff officer include the following:  



		(1)	Furnishing the commander and other staff officers with information and recommendations pertaining to their respective specialties, including any or all of the following:  



			(a)	Estimates of requirements for specialized personnel, units, equipment, supplies, and facilities.  



			(b)	Recommendations for the employment of specialized units.  



			(c)	Recommendations for the procurement, distributions promotion, and replacement of specialist personnel.  



			(d)	Recommendations for the specialized training of the command and for the training of specialists and specialized units.  



			(e)	Recommendations for the procurement, allocation, distribution, and utilization of specialized equipment, supplies, and facilities.  



			(f)	Recommendations for the location and operation of specialized supply, maintenance, and salvage facilities.  



			(g)	Assistance in the collection, evaluation, and interpretation of technical intelligence.  



			(h)	Technical assistance in the examination of captured materiel.  



			(i)	Technical assistance and recommendations for the management and support of automated data processing systems.



		(2)	Preparing plans, orders, and instructions necessary to implement the commander's policies and decisions as they affect matters and activities within their respective fields.  



		(3)	Maintaining records and preparing reports concerning their specialized activities.  



		(4)	Assisting the general staff in the preparation of studies, estimates, plans, orders, instructions, and reports.  



		(5)	Exercising staff supervision of a technical nature to ensure compliance with the commander's orders and instructions.  



		(6)	Coordinating all matters within their respective fields with all interested general and special staff sections and with the staffs of other interested units.  



	c.	Specific Duties.  The specific duties of special staff officers commonly provided by Marine Corps tables of organization are described in the remaining paragraphs of this section.  



	d.	Subordinate Unit Commanders as Special Staff Officers.  In some cases, commanders of subordinate units of the command are concurrently designated as special staff officers. Such officers exercise command solely by virtue of their status as subordinate unit commanders, and only with respect to those specific units of which they are the designated commanders. In their status as special staff officers, they do not exercise command.  



14.	SPECIAL STAFF - OFFICERS.



	a.	Adjutant.  The adjutant performs the general duties of a special staff officer under the staff cognizance of the G-1 with respect to personnel administration and office management.



	b.	Air Control/AntiAir Warfare Officer.  The air control/antiair warfare officer performs the general duties of a special staff officer, under the cognizance of the G-3 / S-3, with respect to tactical air control (TAC) and antiair warfare (AAW) matters.



	c.	Air Officer (in ground units).  The air officer performs the general duties of a special staff officer, under the staff cognizance of the G-3 / S-3, with respect to aviation matters. 



	d.	Assault Amphibian Officer.  The assault amphibian officer performs the general duties of a special staff officer, under the staff cognizance of the G-3 / S-3, with respect to assault amphibian matters.



	e.	Artillery Officer.  The artillery officer performs the general duties of a special staff officer, under the staff cognizance of the G-3 / S-3, with respect to artillery matters.



	f.	Aircraft Maintenance Officer.  The aircraft maintenance officer is the senior maintenance manager of the command and performs the general duties of a special staff officer, under the cognizance of the G-4 / S-4, with respect to the support and maintenance of aircraft and associated ground support equipment 



	g.	Aviation Ordnance Officer.  The aviation ordnance officer performs the general duties of a special staff officer, under the staff cognizance of the G-4 / S-4, with respect to aviation munitions and ordnance



	h.	Aviation Safety Officer.  The aviation safety officer performs the general duties of a special staff officer under the G-3 / S-3 with respect to aviation safety. 



	i.	Aviation Supply Officer.  The aviation supply officer performs the general duties of a special staff officer, under the staff cognizance of the G-4 / S-4, with respect to aviation supply matters.



	j.	Avionics Officer.  The avionics officer performs the general duties of a special staff officer, under the staff cognizance of the G-4 / S-4, with respect to the maintenance of aircraft electrical and electronic systems and the associated special support equipment.



	k.	Career Planning Officer.  The career planning officer performs the general duties of a special staff officer, under the staff cognizance of the G-1 / S-1, with respect to career planning matters.



	l.	Chaplain.  The chaplain performs the general duties of a special staff officer, under the cognizance of the chief of staff, with respect to the moral, spiritual, and religious welfare of the command.



	m.	Communications-Electronics Officer (CEO).  The communications-electronics officer performs the general duties of a special staff officer under the cognizance of the chief of staff.



	n.	Dental Officer.  The dental officer performs the special duties of a special staff officer, under the staff cognizance of the G-4 / S-4, with respect to dental matters.



	o.	Disbursing Officer.  The disbursing officer performs the general duties of a special staff officer under the staff cognizance of the comptroller or, if a comptroller is not authorized, the G-1 / S-1, with respect to the safekeeping of all public money collected or otherwise placed in his custody.



	p.	Electronic Warfare Officer.  The electronic warfare officer performs the general duties of a special staff officer, under the staff cognizance of the G-3 / S-3, with respect to electronic warfare.



	q.	Embarkation Officer.  The embarkation officer performs the general duties of a special staff officer, under the staff cognizance of the G-4 / S-4, with respect to the loading and unloading of personnel, equipment, and supplies in movement by ship, aircraft, and railroad.



	r.	Engineer.  The engineer performs the general duties of a special staff officer, under the staff cognizance of the G-4 / S-4, with respect to engineer matters.  The force/division engineer is normally the senior engineer of the force/division.  He advises the commander on the employment of engineer forces.



	s.	Field Historian.  The field historian performs the general duties of a special staff officer under the cognizance of the G-3 / S-3, with respect to historical matters.



	t.	Fire Support Coordinator.  The fire support coordinator performs the general duties of a special staff officer, under the cognizance of the G-3 / S-3, with respect to the coordination and integration of organic and supporting fires.



	u.	Fiscal Officer.  The fiscal officer performs the general duties of a special staff officer, under the staff cognizance of the accounting officer, the comptroller, or the G-4 / S-4, as directed with respect to allotments of appropriated funds.



	v.	Food Service Officer.  The food service officer performs the general duties of a special staff officer, under the cognizance of the G-4 / S-4, with respect to food service.



	w.	Ground Reconnaissance Officer.  The ground reconnaissance officer performs the general duties of a special staff officer, under the staff cognizance of the G-2 / S-2 and in coordination with the G-3 / S-3, with respect to reconnaissance matters.



	x.	Ground Safety Officer.  The ground safety officer performs the general duties of a special staff officer, under the cognizance of the G-4 / S-4, with respect to ground safety.



	y.	Headquarters Commandant.  The headquarters commandant performs the general duties of a special staff officer, under the staff cognizance of the G-3 / S-3, with respect to the local security, movement, and administrative support of the headquarters.



	z.	Information Systems Management Officer.  The information systems management officer performs the general duties of a special staff officer under the direct supervision and control of the chief of staff of a major command (i.e., Marine Expeditionary Force (MEF), division, wing, force service support group (FSSG), and Marine Expeditionary Unit (MEU)).



	aa.	Inspector.  The inspector, under the cognizance of the chief of staff, performs the general duties of a special staff officer with respect to the inspections of activities and units to ensure compliance with regulations, directives, and orders.



	bb.	Staff Judge Advocate.  The staff judge advocate (senior judge advocate in commands not having general court-martial authority) performs the general duties of a special staff officer with respect to legal matters.



	cc.	Legal Officer.  The legal officer is a non-judge advocate whose responsibilities are to assist the commander of units not having judge advocates assigned in the administration of military justice and in the processing of a legal nature.



	dd.	Landing Support Officer.  The landing support officer performs the general duties of a special staff officer, under the cognizance of the G-4 / S-4, with respect to landing support matters.



	ee.	Liaison Officer.  The liaison officer represents the commander at the headquarters of another unit for the purpose of effecting coordination and promoting cooperation between the two units.



	ff.	Maintenance Management Officer.  The maintenance management officer performs the general duties of a special staff officer under the staff cognizance of the G-4 / S-4 and is the primary point of contact in maintenance management matters.



	gg.	Motor Transport Officer.  The motor transport officer performs the general duties of a special staff officer with respect to motor transport matters and advises the commander on the employment of motor transport assets.



	hh.	Naval Gunfire (NGF) Officer.  The naval gunfire officer performs the general duties of a special staff officer, under the staff cognizance of the G-3 / S-3, with respect to naval gunfire support.



	ii.	Nuclear, Biological, and Chemical (NBC) Defense Officer.  The NBC defense officer performs the general duties of a special staff officer, under the staff cognizance of the G-3 / S-3, with respect to nuclear, biological, and chemical defense.



	jj.	Nuclear and Chemical Weapons Employment Officer.  The nuclear and chemical weapons employment officer performs the general duties of a special staff officer, under the staff cognizance of the G-3 / S-3, with respect to nuclear and chemical weapons employment.



	kk.	Nuclear Safety Officer.  The nuclear safety officer performs the general duties of a special staff officer, under the staff cognizance of the G-3 / S-3, with respect to nuclear weapons safety.



	ll.	Ordnance Officer.  The ordnance officer performs the general duties of a special staff officer, under the staff cognizance of the G-4 / S-4, with respect to ordnance matters.



	mm.  Photographic Officer.  The photographic officer performs the general duties of a special staff officer, under the staff cognizance of the G-3 / S-3, with the respect to the utilization of photography to record operations, training, and other activities for use in future operations; training; study; planning; and historical, documentation, and public information.



	nn.	Postal Officer.  The postal officer performs the general duties of a special staff officer under the staff cognizance of the G-1 / S-1, with respect to postal matters.



	oo.	Provost Marshall.  The provost marshal performs the general duties of a special staff officer, under the staff cognizance of the G-1 / S-1, with respect to military police matters.



	pp.	Psychological Operations Officer.  The psychological operations officer performs the general duties of a special staff officer, under the staff cognizance of the G-3 / S-3, with respect to psychological operations.



	qq.	Public Affairs Officer.  The public affairs officer performs the general duties of a special staff officer under the cognizance of the chief of staff with respect to providing information about the Marine Corps to the public, the media, and the internal Marine Corps audience, and establishing harmonious relations with local communities and the general public.



	rr.	Special Services Officer.  The special services officer performs the general duties of a special staff officer, under the staff cognizance of the G-1 / S-1, with respect to special services matters.



	ss.	Standardization/Naval Air Training and Operating Procedures Standardization NATOPS) Officer.  The standardization/NATOPS officer performs the general duties of a special staff officer under the G-3 / S-3 with respect to standardization and naval air training and operations procedures standardization.



	tt.	Supply Officer.  The supply officer performs the general duties of a special staff officer, under the staff cognizance of the G-4 / S-4, with respect to general supply matters.



	uu.	Surgeon (Medical Officer).  The senior medical officer performs the general duties of a special staff officer, under the staff cognizance of the G-4 / S-4, with respect to medical and medical service matters.



	vv.	Tank Officer.  In a MEF size amphibious operation in which the landing force is supported by the tank battalion, the battalion commander may be the senior tank officer and assume the additional duty of landing force tank officer.  At the MEU level, the duties will normally be performed by the commanding officer of the assigned or attached tank organization.  This billet will be secondary in nature since the primary duty of the commanding officer of the tank unit is that of a subordinate commander to the ground component commander.



	ww.  Special Staff Advisor (Area Auditor).  The area auditor, as a member of the Field Audit Service, is responsible to the Inspector General of the Marine Corps for the conduct of audits of nonappropriated fund instrumentalities (NAFI's), less Marine Corps Exchanges.  Additionally, the area auditor performs the collateral duties of a special staff advisor to the commander, with respect to the audit of NAFI's.



	xx.	Transportation Officer.  The transportation officer performs the general duties of a special staff officer, under the staff cognizance of the G-4 / S-4, with respect to transportation matters.



	yy.	Personnel Officer.  The personnel officer performs the general duties of a special staff officer under the staff cognizance of the G-1 / S-1 with respect to personnel administration.







REFERENCE.		FMFM 3-1;  Command and Staff Action
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