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(b) MARCORMAN, par 2805
(c) MCO P1900 .16E

Encl :

	

(1) Request Mast Form NAVMC 11296(6-97)

1 . Purpose . To publish the policies and procedures relative to
Request Mast within the 3d Marine Aircraft Wing (3d MAW .)

2 . Cancellation . WgO 1700 .4U

3 . Background . Reference (a) contains Marine Corps request mast
policies . This Order amplifies reference (a) and establishes
pro- cedures to ensure individuals requesting mast receive timely
and appropriate responses from commanders in their chain of
command . Confidence in the request mast process as a means to
articulate real or perceived grievances, to include
discrimination or sexual harassment, is a basic requirement for
the individual Marine's sense of personal worth and morale .
Adherence by all Marines to the spirit and intent of the
procedures contained in this order will build and sustain
confidence in the request mast process .

4 . Policy
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a . Marines requesting mast in good faith may do so without
fear of prejudice to their interest .

b . Reference (b) authorizes direct communication between an
individual and his commanding officer and prohibits the denial or
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restriction of this right by any person in the Naval service .
Individuals who fail to comply with this provision subject themselves
to possible disciplinary action .

c . In addition to the above, every individual requesting mast
within 3d MAW has the right to be granted an audience with each
commander in the chain of command, to include the Commanding General .

d . No vested right exists for request mast with the Commandant of
the Marine Corps or the Secretary of the Navy . Individuals, however,
are granted the privilege of petitioning for request mast with the
Commandant of the Marine Corps or the Secretary of the Navy . All
petitions to this effect will be submitted to the Commanding General .
The petition will conform to the procedures established in paragraph
six below.

e . Marines confined in correctional facilities have the right to
request mast . Petitions for request mast marked "To be opened only by
the Commanding General" will not be opened by correctional facility
personnel .

f . Marines will not consider request mast as an alternative means
of seeking relief from disciplinary action . The Uniform Code of
Military Justice (UCMJ) provides for the protection of a Marine's
rights at every stage of disciplinary action, from investigation
through final review or appeal . This includes the right of a Marine
upon whom nonjudicial punishment has been imposed to appeal to the
next commander in the chain, and in the case of one convicted by
court-martial, the right to an automatic review of the findings and
sentence . Request mast is not intended as a means to collaterally
attack the proceedings, punishment, findings or sentence resulting
from disciplinary action brought under the UCMJ . Therefore, a
commanding officer may deny request mast which has disciplinary action
as its subject, whether contemplated, pending, in progress or final .
The authority to deny request mast in such cases includes the
authority to refuse to further process the request mast . Whenever a
commanding officer denies request mast under this authority, a report
of such action and the basis therefore will be forwarded via the chain
of command to the Commanding General (Attn : INSPECTOR) within a
reasonable time .

g . Chapters four and six of reference (c) contain provisions for
the involuntary administrative separation of officers and enlisted
personnel respectively . Included are provisions for protecting the
rights of respondents in such actions . Accordingly, request masts
which have involuntary separation as a principal subject may be denied
and processed as set forth in subparagraph 4f, above .
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h . Request mast is the primary means for filing discrimination,
equal opportunity and sexual harassment complaints .

i . Request mast is not intended to be used for the purpose of
harassment, avoiding duty or intentionally interfering with a
commander's ability to carry out the functions and mission of command .

j . Any interference with a Marine's right to request mast or any
attempt of reprisal against a Marine who requested mast is prohibited .
No Marine or sailor may attempt to suppress another Marine or sailor
from initiating, writing, or forwarding a mast request . Any member
interfering with a Marine's or Sailor's right to request mast, is
subject to disciplinary action under article 92 of the UCMJ .

5 . Action

a . Request mast will be initiated utilizing NAVMC 11296 form (Rev
6-97) at the lowest commander, not to include the individual's
noncommissioned officer in charge/platoon sergeant, officer in
charge/platoon commander .

b . Each request mast will be forwarded to the successive
commander without delay and acted upon at the earliest reasonable time .
In general, there should be no more than one working day delay from
when the request is made to when the Marine or Sailor sees his/.leer
commander . This should apply at each level of command .

c . The individual does not have to state the matter of concern
either orally or in writing to anyone in the chain of command except
the commander before whom the petitioner wishes to appear .

d . Marines must be provided with an opportunity to request mast
in person unless extraordinary circumstances preclude such an
appearance .

6 . Reauest Mast with the Commanding General

a . Marines will submit their request to the Commanding General
(Attn : INSPECTOR) via the chain of command using the format described
in enclosure (1) . The Marine's officer qualification record
(OQR)/service record book (SRB) and other supporting or pertinent
documents will be forwarded with the request . In the interest of
expediency, units not collocated with 3d MAW headquarters will fax
enclosure (1) to the Wing Inspector prior to forwarding the request
mast package .
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b . Reference (a) authorizes the Commanding General to conduct
request mast in writing when the Marine's unit is geographically
separated from the Wing Headquarters, but this provision will only be
used in unusual circumstances . The Commanding General's intent is to
personally interview each Marine whose request mast issue has not
been resolved at a lower level . Accordingly, non-collocated commanders
will coordinate the request mast time/place with the Wing Inspector in
each case, and will be prepared to send the Marine TAD to 3d MAW
Headquarters via military transportation or privately owned vehicle as
appropriate .

c . In completing enclosure (1), the Marine requesting mast will
include or attach :

(1) The reason for request mast .

(2) The specific relief that the Marine requests from the
Commanding General .

(3) Supporting data or pertinent documentation .

(4) If applicable, a separate statement giving the reason for
electing not to reveal the request mast issue to subordinate
commanders and detailing the request mast issue . This statement will
be sealed in an envelope marked "To be opened by the Commanding
General only", and attached to enclosure (1) .

7 . Reauest Mast Procedures

a . The Wing Inspector will receive, coordinate, and process all
requests mast received by this Headquarters . Specifically, the
Inspector will :

(1) Receive all mast requests and ensure their completeness as
required by paragraph six of this order .

(2) Interview the Marine requesting mast and obtain a thorough
understanding of the request . As part of this process, the Inspector
has been directed by the Commanding General to open any sealed
enveloped marked "To be opened by the Commanding General only ."

(3) Prepare a memorandum for the Commanding General containing
the following information for any unresolved issues :

(a) A brief summary of the request mast issue .



(b) Probable reasons why the issue could not be resolved
at a lower level of command .

(c) A recommendation for action to resolve the issue
(coordinate with Inspector Sergeant Major and Wing SgtMaj in the case
of enlisted personnel) .

(4) Submit the request and all documentation to the Chief of
Staff and schedule a request mast with the Commanding General .

(5) Attend the request mast, unless specifically excused by
the Commanding General, and record the Commanding General's
recommendation and action .

(6) Coordinate all actions of the Wing Staff as a result of
the request mast .

(7) Forward the results of the request mast to the
individual's commanding officer via the chain of command .

action .
(8) Maintain a file of each request mast to include completed

b . The Assistant Inspector, when an officer, will act in capacity
of the Inspector in the Inspector's absence . When the assigned
Assistant Inspector is a SNCO, in the absence of the Inspector, or for
request mast involving officers senior to the (officer) Assistant
Inspector, he/she will :

(1) Advise the Chief of Staff upon the receipt of a request
mast and request that an officer be assigned to interview the
petitioner .

(2) Accomplish all required administrative actions .

c .

	

Staff heads will, on a priority basis :
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(1) Provide initial assistance, as requested by the Inspector,
in preparing the request mast for the Commanding General .

(2) Take action as directed by the Commanding General as a
result of the request mast .
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8 . Request Mast Records

a . Commanding officers will ensure the records, proceedings and
final disposition of request mast cases are properly safe guarded
to protect the individual's right to request mast without prejudice .
Request mast records will be maintained separately from service
records .

b . Individuals requesting mast will complete enclosure (1) upon
conclusion of the process at whatever level resolved . A written
statement indicating the degree of satisfaction with the action taken
and/or voluntary withdrawal of the petition, if resolved at a lower
level, will be included .

c . Request mast records are to be retained for two years from
date of final disposition or final action taken . If a request mast is
held at a higher level, records of final disposition will be requested
and maintained for two years by the unit of which the Marine or sailor
is assigned .

9 . Responsibility . It is incumbent upon all officers and staff
noncommissioned officers to actively and continuously assist
individuals who voice complaints to obtain a satisfactory resolution .
If satisfactory resolution is not obtained, all possible assistance in
expediting the request mast proceeding is mandatory .

10 . Summary of Revision . This revision contains changes to section 5,
Action and section 7, Request Mast Procedures .

DISTRIBUTION : Ll/L2/L3

! A . BKRTUS
Chief of Staff



8c. REQUESTED REMEDY/OUTCOME : (Clearly state what assistance or complaint resolution you are seeking from the commanding officer
named in 8a above.)

8a . I desire to Request Mast with : (Provide the name and billet of the Commanding Officer with whom you desire to communicate.) :

Authority :

Priincipal Purpose:

Routine Uses:

Disclosure :

9. AFFIDAVIT

PRIVACY ACT STATEMENT
Title 5, U. S. Code 301 ; Title 10, USC Section 5013

Formal filing of complaints/problems to command personnel.

To provide a record to facilitate personnel management actions and decisions; to serve as a date source for
complaint/problem information and resolution efforts.
Disclosure is voluntary. Failure to complete the requested items could result in delayed command action and/or an
inaccurate/incomplete analysis of the complaint/problem .

8b. NATURE OF COMPLAINTIPROBLEM: (Give in as much detail as possible the basis of your complaint; describe the incident(s)/behavior(s) and
dates) of the occurrence(s); the names of the individuals involved, witnesses and to whom it may have been previously reported . Include any
other information relevant-to-your compliant/problem.--Attach additional sheets,-as needed);

have read this statement which begins in Block 8b
on this page (page 1) and ends on page

	

. I fully understand the statement made by me and certify the statement is true . I have initialed all
corrections . I make this formal statement without threat of punishment and without coercion, unlawful influence, or unlawful inducement .

(SIGNATURE OF APPLICANT/DATE)

Designed Using PerFORM PRO, HQMC/ARAE, Jun 97
ENCLOSURE L I J.
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- - '- ' ' " -- PART II : TO BE COMPLETED BY THE OFFICER CONDUCTING REQUEST MAST
10 . DISPOSITION : (Provide a detailed explanation of actions taken or attempted to resolve the complaint/problem, to include any other referrals .If an inquiry/investigation was initiated as a result of this complaint, provide the type conducted and the results . Attach additional sheets asnecessary .)

COMMANDING OFFICER SIGNATURE/DATE

PART III: APPLICANT'S ACKNOWLEDGMENT OF REQUEST MAST

(Applicant should initial/complete the appropriate statementW)

I have had the opportunity to communicate directly with my Commanding Officer named in Block Be and understand the
disposition or probable disposition of my problem/complaint.

I have had the opportunity to communicate directly with
(name and billet of commanding officer subordinate to officer named in Block Be), understand the disposition or probable
disposition of my problem/complaint, and voluntarily withdrew this Request Mast .

I have not had the opportunity to communicate directly with my Commanding Officer named in Block Be.

I have had the opportunity to communicate directly with my Commanding Officer named in Block Be but have not been
informed of the disposition or probable disposition of my problem/complaint .

WITNESS' SIGNATURE/DATE APPLICANT'S SIGNATURE/DATE


