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Ref :

	

(a) SECNAVINST 5216 .5D
(b) MCO 5216 .20
(c) MARADMIN 216/00
(C) MCO P5211 .2B

Encl : (1) Hotline Complaint Report Format
(2) Privacy Act Statement

1 . Purpose . To promulgate guidance for preparing replies to
official correspondence from members of the United States
Congress, other interested individuals, and hotline complaints
regarding members of this Command, in accordance with references
(a) through (c) .

2 . Cancellat ion . WgO 5216 .2F .

3 . Policy . Members of Congress have an obligation to their
constituents to make appropriate inquiry when requested . The
Marine Corps must promptly reply to congressional inquiries in a
clear, courteous, and complete manner . Congressional
correspondence and inquiries forwarded to this Headquarters will
be handled by the most expeditious means possible .

4 . Information

a . Congressional correspondence is forwarded to the 3d
Marine Aircraft Wing by telephone, naval message, naval speed-
letter, facsimile, or E-mail . A member of congress or other
interested individual may occasionally correspond directly with
either the Commanding General or a 3d MAW unit .
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b . Special interest correspondence includes inquiries from
higher headquarters, other governmental agency officials, and
civilian organizations .

c . Hotline complaints . These complaints are forwarded to
this Headquarters from Headquarters Marine Corps .

	

Enclosure (1)
contains the Hotline completion request format . Hotline
complaints may also be received directly by the Commanding
General or Wing Inspector via telephone, letter, facsimile, or
E-mail .

d . References (a), (b), and (c) contain standards and
procedures for responding to inquiries by members of Congress .

5 . Action

a . The Wing Inspector is assigned staff cognizance over all
congressional, special interest correspondence, and hotline
complaints regarding members of this Command .

b . This Headquarters will assign suspense date not to
exceed three working days for a full reply . If the reply cannot
be made within the specified period, an interim reply must: be
provided . The interim reply will give relevant available
information, including the reason additional time is required,
and identify the earliest date when a final reply may be
expected .

c . Congressional/Special Interest correspondence received
from HQMC will be forwarded directly from this Headquarters to
the group involved . A reply, in naval letter format (unless
otherwise directed), will be prepared and returned to this
Headquarters (Attn : Wing Inspector) within the time specified on
the forwarding correspondence . An electronic file in Microsoft
Word format will be provided concurrently by computer disk or by
e-mail to inspector@3maw .usmc .mil .

d . All congressional correspondence containing allegations,
grievances or complaints will be processed as follows :

(1) Information will be provided in sufficient detail to
answer each significant point addressed in the correspondence or
requested by HQMC .

(2) In all cases containing allegations, grievances, or
complaints, the individual concerned will be interviewed and his
statement attached as an enclosure to the reply to the
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Commanding General . Commands should inquire why the Marine
deemed it necessary to pursue action outside the chain of
command .

	

If the Marine is unavailable, the command must
indicate the marine's absence in their response and the reason .
All responses to congressional/special interest inquiries not
initiated by the Marine must include a signed statement from the
Marine acknowledging Privacy Act rights and indicating whether
or not the information in the reply is authorized for release to
the inquiring activity, per reference (c) . Enclosure (2)
contains the Privacy Act Statement .

(3) Where necessary to clarify the inquiry, statements
from other interested parties may be obtained ; however, the
substance of the statement should be included in the response
only if necessary to explain a significant point .

(4) Responses to this Headquarters may include
references if considered essential for clarity ; however, except
for the individual's statement addressed in paragraph 5d(2)
above, enclosures are not required or desired . Substantiating
documentation should, however, be kept available in the event
that sighting is deemed necessary by higher headquarters . Final
correspondence from this Headquarters to HQMC or members of
Congress will, in any case, avoid the use of references or
enclosures, except where specifically directed .

(5) Responses should be objective, clear, concise, and
devoid of extraneous details, facts or references or counter
allegations . The response will be written in the third person
with no reference to "I" or "we" . Responses should be
straightforward and accurate . The correct response requires
minimal editing and is capable of being forwarded by this
Headquarters as an appropriate response to be released by HQMC .

(6) Provide the name, rank, and telephone number of the
action officer or other individual having knowledge of the case
in the event that follow-up queries are necessary .

e . The 3D MAW Inspector will be provided immediately a copy of
the congressional/special interest inquiries addressed directly
to units of the 3d MAW.

	

Final replies will be made within three
days to this Headquarters (Wing Inspector) .

	

3d MAW will
coordinate through the Office of Legislative Affairs for a
response to the member of Congress in accordance with references
(a) through (c) .
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f . Correspondence and inquiries received by a unit from
other parties (e .g ., parents, attorneys, clergy) will be
answered directly by the unit Commanding Officer . If
correspondence is of interest to the Wing, forward a blind copy
of the incoming correspondence and the unit's reply to this
Headquarters (Wing Inspector) .

DISTRIBUTION : L1/L2/L3

P . P . MCNAMARA
Chief of Staff



1 . Name of Official Conducting Inquiry : Xxxxxx X . Xxxxx

2 . Rank of Official : Military/Civil Service Grade

3 . Duty Position and Telephone Number :

4 . Organization :

5 . Hotline Control Number : XXXXXX

6 . Scope, Findings of Fact, Conclusions, and Recommendations

a . Scope :

HOTLINE COMPLETION REPORT FORMAT
AS OF (APPLICABLE DATE)

(1) Explain the type of investigation/inquiry, the
authority for the investigation/inquiry, applicable directives,
and any constraints placed on the

(2) Identify the allegations :
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(a) ALLEGATION #1 : That someone did or failed to do
something in
violation of some law, regulation or standard .

(b) ALLEGATION #2 : That someone did or failed to do
something in violation of some law, regulation or standard .

(3) Enclosures : Provide a list of documents used to
support the findings of fact (FOF) contained in this
investigation/ inquiry . When these enclosures include witness
statements/ testimonies, it should be annotated how these
statements/testimonies were obtained (i .e ., personal interview,
phoncon, questionnaire, and etc .) . [These working papers need
not be physically forwarded with the report but should be
identified at this point in the report]

(a) Enclosure (1)

(b) Enclosure (2)

ENCLOSURE (1)
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b . Findings of Fact :

ALLEGATION #1 : That . . .
[Note : the FOFs that follow should pertain to this particular
allegation]

2)

ALLEGATION #2 : That . . .
[Note : the FOFs that follow should pertain to this particular
allegation]

2)

c . Conclusions . Note : Each allegation must have a finding .
Acceptable findings are Substantiated (S) , Partially
Substantiated (PS) , Not substantiated (NS) , or Unfounded (UN).
[See Appendix A, Glossary under Allegation for definitions of S,
PS, NS, UN .]

ENCLOSURE (1)

(1) ALLEGATION #1 : That . . . NOT SUBSTANTIATED .

(a) That .

(a) That .

d . Recommendations :

(b) That the preponderance
support that . . .

(2) ALLEGATION #2 : That . . . SUBSTANTIATED

(b) That the preponderance
finding that . . .

(1) That . . .

(2) That . . .

7 . Criminal or Regulatory Violations Substantiated . NONE

of evidence does not

of evidence supports a


