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                      UNITED STATES MARINE CORPS

                                                             4th MARINE AIRCRAFT WING (WEST)

                                                                                                         PO BOX 452024

                                                                                  MCAS MIRAMAR SAN DIEGO CA 92145-2024

               IN REPLY REFER TO:

  


3000




S-3







  
   12 Jul 04

From:  Chief of Staff, Third Marine Aircraft Wing

       Detachment Commander, Fourth Marine Aircraft Wing Liaison 

To:    Distribution List

Subj: 
LETTER OF INSTRUCTION FOR RECEPTION OF MOBILIZED 4th MAW RESERVE PERSONNEL IN   SUPPORT OF OPERATION IRAQI FREEDOM (OIF) II-2

Encl:
(1) Airport Map and USO Directions

1.  Situation  

a. On or about 2 August 2004, mobilized Reserve personnel from throughout 4th MAW  will report to 3rd MAW in support of OIF II-2.  Upon arrival at 3rd MAW, augmenting personnel will be further assigned to MWHS-3, MAG-16, MWSG-37 or MACG-38 (all herein after referred to as the Gaining Command).  In order to facilitate reception, transportation, and billeting for these personnel; specific tasks, responsibilities, and requests for coordination have been established. 

2.  Mission  


a.  The 4th MAW Liaison Detachment will assist in the reception, integration, transportation, and billeting of all 4th MAW personnel arriving in San Diego in support of OIF II-2. 

3.  Execution  


 a.  Purpose  The purpose of this LOI is to ensure the smooth and orderly reception of all activated reservists in support of 3rd MAW and OIF II-2.

     b.  Intent  The intent is to assist the 3rd MAW in the planning and execution of reception procedures for all activated reservists reporting for duty in support of OIF II-2.  Specific intent is to ensure that all arriving Marines are appropriately welcomed, transported, and billeted upon their reporting for duty.  

     c.  End State  Immediate administrative and logistical needs of all 4th MAW personnel are met in a timely and orderly manner. This is accomplished by establishing a close relationship with 3rd MAW and taking an active role in the well being of 4th MAW personnel.


d.  Scheme of Manuever



(1) Reporting Procedures for All Personnel 

(a) 4th MAW Marines will travel to arrive at MCAS Miramar/3rd MAW NLT 2400 on 2 August 2004.  All Reserve Groups will provide data to 4th MAW G-1 on the transportation arrangements of their Marines to MCAS Miramar.  All Navy Program 9 personnel deploying from these Groups must be included.  Lists will be submitted electronically NLT COB Wednesday, 28 July 2004, to the 4th MAW G-1, with carbon copies to:  4th MAW Liaison Detachment Deputy/POC, 3rd MAW RLO/G1, 3rd MAW G-4, and 4th MAW Reception OIC.  Refer to para 5.d. for e-mail addresses.  The following format will be utilized for the submission of these lists.

	Group
	Name
	Rank
	Gender
	SSN
	GFC
	Trans Mode
	Arr Date/Time
	Airline
	Flt #
	Unit Contact No.

	MAG-41
	Smith, John J
	LtCol
	M
	123 45 6789
	3D MAW
	POV
	2 Feb / 1630
	N/A
	N/A
	(213) 432-1234

	MAG-41
	Jones, Mark A
	GySgt
	F
	987 65 4321
	MAG-16
	CommAir
	3 Feb / 1015
	Delta
	1725
	(888) 421-1354





(b)
MFR/IMEF LNO has been tasked with the reception and transportation of Marines from San Diego International Airport to Miramar.  They will only transport Marines traveling in groups of 15 personnel or greater.  3rd MAW G-4 will meet and transport Marines that travel in a group of less than 15 personnel.  4th MAW Liaison Detachment and 3rd MAW G-4 are closely coordinating this evolution with MFR /IMEF LNO.  In order to effectively meet and transport all 4th MAW Marines, the parent 4th MAW Reserve Groups must forward travel data to 4th MAW G-1 as soon as it is determined.  4th MAW G-1 will forward this information to the 4th MAW Liaison Detachment who will ensure that it is passed to the 3rd MAW G-4 and MFR/IMEF LNO.  

(c) All Marines arriving by commercial air will collect their gear and muster at the USO at San Diego International Airport (see enclosure (1)).  A representative from the 4th MAW Liaison Detachment/3rd MAW G-4 will then direct them to transportation for Miramar. 

(d) A 4th MAW Liaison Detachment or 3rd MAW G-4 representative will be on-site at San Diego International Airport to assist in the movement of personnel to MCAS Miramar and provide necessary assistance.   

(e) In order to ensure smooth reception coordination, traveling personnel must contact the 4th MAW Reception OIC, LtCol Garland, or NCOIC, MSgt Jacobs, if there are any major delays or changes in their travel itineraries.  Contact numbers are listed in para 5. 

(2) Additional Reporting and Admin Procedures for Deploying Personnel 

(a)
All Marines who are slated to deploy OCONUS will come directly to 3rd MAW HQ upon their arrival at MCAS Miramar. They will check in with the G-1 at 3rd MAW HQ (Bldg. 8402) for billeting assignment and transportation.



(b)
E-5 and below will be assigned to billeting aboard MCAS Miramar  messing directed, within the billeting area of their assigned Command.  After billeting room assignments are made at the 3rd MAW HQ, transportation to the barracks will be provided by the GFC. 


(c)
E-6 and above will receive contracted billeting off base in a local hotel and will receive full per diem.  O-5’s and below will be billeted 2 per room. O-6’s will have single rooms.   Contracted off-base billeting will be paid for by 3rd MAW.  Individuals will not be responsible for any billeting expenditures. Individuals who are currently attached to 3rd MAW and reside off-base will retain their current billeting until their OCONUS deployment.  These individuals will not be required to vacate their current quarters and transfer to contracted billeting.  Specific instructions on travel claim submissions in these cases will be addressed during the Welcome Aboard.


(d)
All personnel residing off-base will be assigned to a van pool (5-6 per vehicle) except for the O-6’s who will be assigned an individual vehicle.



(e)
All E-6 and above must file a travel claim with their GFC S-1 upon departing OCONUS.  



(f)
All Marines deploying OCONUS will depart Miramar and travel via their ULN.  This may or may not coincide with the travel arrangements of their GFC.  The GFC OIC/SNCOIC will be responsible for OCONUS travel arrangements.  It is important that all Marines know their ULN and are aware of their departure date.  

(3) Additional Reporting and Admin Procedures for RBE Personnel

(a)
E-5 and below will be assigned to billeting aboard MCAS Miramar  messing directed, within the billeting area of their assigned Command.  After billeting room assignments are made at the 3rd MAW HQ, transportation to the barracks will be provided by the GFC. 



(b)
E-6 and above will be billeted in individual rooms off base in a local hotel.  Individuals are responsible for making their own off-base reservations.  A list of local hotels which accept the government lodging rate is listed on the 4th MAW Reserve Liaison Office link on the 3rd MAW website.  Additional Welcome Aboard information can be accessed on the 3rd MAW Welcome Aboard website at:  http://www.3maw.usmc.mil/WelcomeAboard/Home.asp  
NOTE: The local government lodging rate in the San Diego area is $110.00 per night.  Local hotels other than those listed in the enclosure may accept government rates.  Individuals need to verify that hotel charges will not exceed the maximum allowable rate of $110.00.  Any additional billeting costs above the max rate will be absorbed by the individual. 



(c)
Rental vehicles will not be authorized for RBE personnel.  RBE personnel residing in off-base billeting who require transportaion assistance should take the bus directly to 3rd MAW.  The GFC will initially provide transportation to and from billeting, but only for a limited time period.



(d)
E-6 and above must file a partial travel claim at the end of each month with their GFC S-1. Travel claims are taking approximately 1 month to settle.  Billeting costs are typically around $3000.00 per month in the local hotels.  This bill must be paid at the end of each month.  Marines must be prepared to carry this cost until their partial travel claim is settled. Representatives from Disbursing will cover this in detail at the Welcome Aboard.


(4)
Welcome Aboard for All Arriving Personnel  Augment will utilize 2 August as a check-in day.  On Tuesday, 3 August 2004, a “Welcome Aboard” brief will be conducted at 0800 at the COMCABWEST Theater (Bldg. 8630, located on flight line road across the street from Hangar 4 on the west end of the flight line).  Buses will leave from the chow hall at 0730.  The schedule for the Welcome Aboard will be passed to all Marines upon their check-in with 3rd MAW HQ on 2 August.  At the end of the Welcome Aboard, all augments will be chopped to their Gaining Command.  MAG-16, MACG-38 and MWSG-47 will have representatives at the “Welcome Aboard” brief to assist augments.   

4.  Tasks/Request For Coordination


a.
AC/S G-1 RLO
(1) 
Coordinate with G-1, 3rd MAW and 4th MAW IOT maintain one personnel roster and provide this list to the G-4, 3rd MAW Consolidated Personnel Administrative Center’s (CPAC) and MCAS Miramar for billeting, messing, and transportation requirements.   

(2) 
Provide two E-3 MOS 0151 Marines from 3rd MAW G-1 for the purpose of collecting orders, endorsements, and verification of all assigned 4th MAW.

(4) 
Assist in the coordination of the Welcome Aboard/In-Brief as necessary.  Specifically, ensure that all persons giving briefs are notified of their time slot and assist with any technical requirements they may need for their brief.  



b.
4th MAW G-1  

(1) Provide 4th MAW Liaison Detachment with the latest Daughter of All Spreadsheets (DOASS)


(2)  Serve as focal point for personnel rosters received from 4th MAW subordinate commands.  Provide detailed travel roster of all 4th MAW HQ Marines to the 4th MAW Liaison Detachment.  Rosters will include Name, Rank, SSN, gender, inbound flight number, airline, arrival times, ULN and a unit POC and phone number. Rosters will be in the format listed in this LOI in para 3.d.(1).(a).  NOTE:  All Program 9 Navy personnel, i.e. Corpsman and/or Flight Surgeons deploying from your units should be included in these travel rosters.


c.
Commanding Officers, MAG-41/42/46/49/MWSG-47/MACG-48  


(1)
 Provide detailed travel rosters of all your unit’s to 4th MAW G-1.  Rosters will include Name, Rank, SSN, gender, inbound flight number, airline, arrival times, ULN, Unit POC and phone number. Rosters will be in the format listed in this LOI in para 3.d.(1).(a).  NOTE:  All Program 9 Navy personnel, i.e. Corpsman and/or Flight Surgeons deploying from your units should be included in these travel rosters.

(2)
Appoint a senior member of your respective detachment to be the courier of all Reserve Augment original orders.  At the Welcome Aboard/in-brief, the senior member will give the orders to the 3rd MAW G-1 representatives identified above.

(3)  Contact 4th MAW Liaison Detachment if Marines are traveling with weapons for AT/FP coordination.

d.
4th MAW Liaison Detachment
(1)  Facilitate and assist 3rd MAW in all tasks and responsibiities associated with the reception of augmenting 4th MAW personnel.

(2)  Assign a Reception OIC and NCOIC to act as the POC with 3rd MAW for all taskings and responsibilities delineated in this LOI.

(3) Coordinate with MAG-46 and publish a “Welcome Aboard” package for all incoming personnel to include local area and base maps, phone numbers, hotels, and points of interest.

(4) Coordinate with MAG-46 and 3rd MAW IOT assign Liaison Officers (E-6 and above) to assist in the reception of incoming Marines arriving at San Diego International Airport and MCAS Miramar Base Operations.  Duties will include assuring personnel and baggage accountability and link-up with billeting transportation.

(5) Assist the GFC as required with all implied taskings listed in the Coordinating Instructions.

e.
4th MAW Reception OIC  Coordinate with and assist the responsible sections within 3rd MAW, 4th MAW, and MFR/I MEF in the accomplishment of each of the implied taskings listed below.  


    f. 
3rd MAW G-1 

(1) Reserve COMCABWEST Auditorium for Welcome Aboard and check-in.  



(2)
Coordinate Check-in of 4th MAW Marines on 2 August 2004 at 3rd MAW Headquarters.  



(3)
Liaison with 4th MAW Liaison Detachment to ensure visibility on all Marines that are driving POV’s and that appropriate Wing Staff and Groups have an accurate roster of who is scheduled as a new join.

(4) Coordinate with 4th MAW Liaison Detachment and 4th MAW G-1 to identify by name, which USMCR Marines on the list are currently here at MCAS Miramar, and by name, which USMCR Marines are scheduled to arrive on August 2, 2004.



(5)
Establish check in procedures for USMCR augments and delineate    requirements for their transfer to the Gaining Command.



(6)
Deconflict with 2nd MAW (AAOE) personnel.



(7)
Coordinate with 4th MAW G-1 to ensure USMCR Marines have funded orders for billeting and transportation.



(8)
Provide 3rd MAW standardized Casualty Assistance Calls Officer forms for the Welcome Aboard/ In Brief.

h. 3rd MAW G-2  Provide security badges for MWHS-3 and HQ Marines.
i.
3rd MAW G-4
(1) Arrange for and secure billeting for all incoming reservists deploying OCONUS. 

(2) Coordinate with MFR / IMEF LNO for transportation on 2 August 2004 for all arriving Marines from San Diego International Airport directly to 3rd MAW HQ. 

(3) Coordinate pick-up of personnel flying into MCAS Miramar via MILAIR.

(4) Arrange for daily transportation from on-base and off-base billeting to MCAS Miramar and MSC’s for deploying Reserve Marines.
(5) Make arrangements/reservations for contract off-base billeting for all deploying E-6 and above Marines.

(6) Coordinate with MSC’s for on-base billeting of all E-5 and below Marines.

(7) Establish/ coordinate billeting room assignments based on rank, gender, and deployment status.

(8) Provide personnel rosters with billeting assignments to 4th MAW Reception OIC.

(9) Develop /coordinate detailed transportation plan for 2-4 August 2004.

(10) Coordinate Rental car and van assignments and turn-in procedures.

j.
3rd MAW G-5  Coordinate with 4th MAW G-4, MAG-46 S-4 and all MSC S-4’s for ULN travel notification.

k.
3rd MAW G-6  Establish 3rd MAW e-mail accounts for all required augments.
l. 3rd MAW Comptroller

(1)
Coordinate with G-4 for all off-base billeting for all deploying E-6 and above.

(2)
Provide/ coordinate funding for transportation in accordance with G-4 planning agreements.

m. 3rd MAW Medical  Be prepared to administer Small Pox and Anthrax

vaccinations and attend to any other required medical needs.

n. KVN, 3rd MAW / 4th MAW  Ensure all MSC Key Volunteer Networks contact and join Reserve Marines and their families into the lowest unit program.

o. 
Commanding Officers, MAG-16, MWSG-37, MACG-38, MWHS-3  Provide an administrative representative(s) for the purpose of escorting the reserve augments to their respective CPAC’s.  The CPAC’s will then process the reserve augments for administrative attachment.

5.  Command and Signal

    a.  4th MAW Liaison Detachment Commander  Col W. S. Finch 

b. 4th MAW Liaison Detachment POC  MSgt R. Jacobs 

c. 4th MAW Reception OIC  LtCol J. Garland  

d. Points of Contact Information 

	Billet
	Name
	Phone Number
	E-mail 

	4th MAW Liaison Det Commander
	Col W. S. Finch
	DSN 267-4383

Cell 760-473-4199
	FinchWS@3maw.usmc.mil
FinchWS@mfr.usmc.mil

	4th MAW Liaison Det NCOIC
	MSgt R. Jacobs
	DSN 267-6010

Cell 858-967-3803
	JacobsRH@3maw.usmc.mil

	MAG-46 Operations Officer
	LtCol M. Sperry
	DSN 267-6225
	SperryMJ@mfr.usmc.mil

	3D MAW G-4

MWHS-3 S-4
	Maj I. Soria

1stLt J. S. Siracusa

GySgt J. S. Stanhagen
	DSN 267-7495

DSN 267-7377


	SoriaI@3maw.usmc.mil
SiracusaJ@3maw.usmc.mil
StanhagenJS@3maw.usmc.mil

	I MEF G-5
	Maj.  Webb
	DSN 365-9296
	

	3D MAW RLO/G-1
	Maj D. Weinmann
	DSN 267-8712

Cell (760) 521-2344
	WeinmannDS@mfr.usmc.mil

	3D MAW Comptroller
	Maj D. Bernatovich
	DSN 267-7410
	BernatovichDC@3maw.usmc.mil

	MFR/IMEF USMCR Liaison
	Capt M. S. Breen
	DSN 365-9677

Cell (504) 914-9207
	BreenMS@mfr.usmc.mil

	4th MAW Reception OIC
	LtCol J. Garland
	DSN 267-6010

(949) 279-8251
	GarlandJP@3maw.usmc.mil

	3D MAW G4/MotorT
	SSgt C. O. James
	DSN 267-7498


	JamesCO@3maw.usmc.mil


W. S. FINCH






R. W. SCHMIDT

Det Commander            
                  Chief of Staff 

AIRPORT TERMINAL MAPS AND USO DIRECTIONS

	EAST TERMINAL
	DIRECTIONS TO USO

From Terminal I, exit the terminal and turn right (west). Terminal II is a short walk. 

From Terminal II, go to the upper floor on the west side (near the American Airlines ticket counter and Traveler's Aid booth). Use the covered walkway to cross the street and take the escalator. The USO is at the bottom of the escalator. 

The Airport USO phone number is (619) 296-3192. 



	
	

	[image: image1.png]Terminal 1

San Diego International Airport / Lindberah Field
Faciies Sorvices N

o et Dl Fosd Gt

B s s

Ot Carters
Bresioon

Dsmackear

R Rkl Car, Coury,

o & S Pk U

Gt





	

	
	

	
	

	
	

	WEST TERMINAL
	

	[image: image3.png]


[image: image4.png]Terminal 2 ristrioor s

San Diego
International Airport /
Lindbergh Field

Aot Tt achina ] Escalator Dowm Oy B
Buggsge Check  DlFosd Gt e
Baggecam  Eoit s ows Q ek Gourer

o s Bt Cor s .
P e Resarsions £ % @ vewiramg

Wi Coner Dot Founs-
o Bfestoon
oo Dsmackear
r 9 Eevtr Doun Oy EJfre)Cor, oy,
{ . Elescoor o & S Pk Up

e




	





                                                                                                            Enclosure (1)
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