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The following enclosures contain general planning guidance for the Unit Deployment Program (UDP). Upon arrival, the incoming battery can expect to receive a series of briefings to include safety, driver qualifications, training plans, off island deployment plan, U.S./Japanese relations, and liberty requirements. Proper preparation prior to the deployment is expected and it will greatly enhance the unit’s training.


Semper Fidelis,


 S. T. Studdard
S-1 INFORMATION

1.  General.  Request a complete service record audit to ensure a smooth transition between battalions, with a strong emphasis on pay and allowances.  The personnel officer will assist with any unresolved pay issues provided that all documentation is provided with the service record concerned.  To assist you in preparing your service records for the UDP, the following is provided for your consideration:

    a.  Newlyweds.  Ensure that all newlyweds are identified prior to deployment and all dependency paperwork is complete prior to deployment.  Last minute marriages present problems when the Marine reports without the required documents.

    b.  Split pay.  This area presents the most significant administrative problems associated with UDPs.  Ensure the correct TTC is reported to activate the requested split pay amount (TYPE TRANSACTION CODE (TTC) 156,000).  If the Marine does not have an RSPA established when the Marine is attached to this RUC, the requested split pay amount will not commence upon arrival.

    c.  Advance party.  Marines on the advance party receive per diem until the main body arrives.  Therefore, they will not receive a meal card until the main body arrives.
    d.  Meal cards.  Prepare all meal cards for enlisted Marines and Corpsmen to include the advance party.  Issue meal cards to the main body upon departure.  Issue cards to the advance party upon main body arrival.

    e.  Direct deposit.  Ensure all Marines are on direct deposit.  If the Marine's direct deposit is not going to Navy Federal Credit Union or Community Bank (Nations Bank), he needs to bring a checkbook or ATM card to access his funds.

    f.  Dependent support.  Allotments should be in effect prior to departure.

    g.  Pay entitlements:

        (1)  Marines will continue to draw Basic Allowance for Housing (BAH) if entitled, however, entitlement to commuted rations (COMRATS) will terminate. This includes single and geographical bachelor SNCOs who have been authorized COMRATS.  Additionally, Marines may be entitled to Family Separation Allowance; determinations will be made at 3/12.  Ensure Marines who rate BAH bring proper documentation for their annual re-certification; recommend that rental agreement, mortgage documents, etc. be filed in the service record book.

        (2)  All Marines will draw deployed per diem unless embarked on a U.S. Naval vessel.

    h.  Itinerary.  An accurate itinerary must be maintained on every Marine in the battery to facilitate unit diary reporting.  Upon reporting to this unit, the battery commander needs to ensure that the itinerary and original orders are provided to the Camp Hansen Consolidated Personnel Administration Center.

    i.  Rosters.  As soon as possible, forward a MIPS generated alpha roster and unit promotion roster to this unit.  The rosters should be retrieved no earlier than one month prior to deployment.

    j.  Personnel.  Upon arrival, the battery will be tasked with providing Marines for support billets within the battalion, the Fleet Assistance Program (FAP), Internal Division Staffing (IDS), Camp Augmentation Program (CAP) and Continuation of PCS Requirements (CPCS) in Camp Fuji.  The battalion support personnel are reassigned to Headquarters Battery at 0800 on the 4th full working day after arriving on island.  
  

    k.  Postal.  Each battery on Okinawa will use the mailing address assigned by the MCB post office.  Your battalion postal officer should initiate the rerouting of battery's mail prior to deployment.

2.  Points of contact.  Point of contact for the S-1 section is the Adjutant at DSN 623-7764 or the Admin Chief at DSN 623-7007.

S-2 INFORMATION

Encl:  (1) Clearance Certification Letter and Security Roster
1.  General.  Intelligence requirements are limited.  Our primary focus is complete rosters for language, training, and security requirements.

2.  Language Rosters.  Prior to departure, obtain a current foreign language roster.  This roster should be delivered to our battalion S-2 section.

     a. Foreign language rosters will include the name, rank, SSN, language tested in and proficiency scores.

     b. The roster should also include personnel who claim a foreign language capability, but have not been tested.

3.  Required Training.  In order to assist source battalions in the fulfillment of their annual training requirements, we request that the deploying battery bring a list of uncompleted annually required intelligence training. 

4.  Security Requirements 


a.  General.  Security management is a priority in the command.  To help ensure that personnel requiring access to classified material are not denied or delayed access, every effort should be made to ensure that they are cleared prior to their departure for Okinawa.


b.  Investigations and Clearances.  In accordance with the SECNAVINST 5510.30A, all service members are required to have on file a completed security clearance package regardless if they retain a clearance or not.  If you currently have Marines that do not have a package recorded on the unit diary, ensure you update and send them in prior to their departure for Okinawa.  Those personnel requiring access to classified material should be listed in the format provided at the end of this section.

        (1) The following listed MOS's are required to maintain a security clearance by this battalion:  0231, 0411, 0431, 0491, 2512, 2519, 2531, 2537, 2591, 2841, 2861, 0844, 0848, and 0861s.  All SNCO's and Officers are required to maintain eligibility for Secret access. Additionally, all personnel working in the armory require Secret eligibility. 

        (2) Prior to advance party deployment, a clearance roster should be e-mailed via SIPRNET to the Battalion S-2 (1stLt Newberger, S.M.).  Your e-mailed roster should have the following information: RANK, NAME, SSN, MOS, DOB, POB (city and state), Clearance Held, Investigation Type, investigation completion date and billet.  An electronic copy must be brought with your advanced party also.  Do not terminate any clearances for this deployment; they must transfer with the individuals.

        (3) Due to ongoing DOD-wide problems, ensure your security roster is screened and that any necessary periodic reinvestigations are conducted prior to deployment.  Failure to do so will result in a termination of clearance until the reinvestigation is initiated and forwarded to DSS.  As a reminder, Periodic Reviews and Secret Periodic Reviews are required based upon Investigation Completion Date and not Adjudication Date. If the DON CAF issued a clearance based upon an expired investigation, the clearance is invalid.

    c.  Access.  Access to classified material will be granted locally by the battalion Security Manager upon receipt of the clearance roster and after determination of access requirements.

    d.  Courier Cards.  Courier Cards are now optional and will be issued on a case-to-case basis.

    e.  Point of Contact.  The Intelligence Officer/Assistant Security Manager can be contacted at DSN 623-7742/4777.  Our fax number is DSN 623-7765.  

COMMAND HEADING
                                                        5510

                                                        SYMBOL

                                                        DATE

From:  Security Manager, (Your Unit)

To:    Security Manager, 3d Battalion, 12th Marines

Subj:  CLEARANCE CERTIFICATION OF (YOUR UNIT NAME) PERSONNEL

Ref:   (a)  OPNAVINST 5510.30A

       (b)  DivO 5510.9K

Encl:  (1)  Clearance roster

1.  Per the references, SNMs are certified to possess the clearances indicated in enclosure (1).

2.  Grant access locally as required.


Security Manager Signature

Copy to:

Files

S-3 INFORMATION

1.  Artillery and Small Arms Firing.  Artillery live-fire training is no longer conducted on Okinawa due to an agreement between the United States and the Government of Japan.  The agreement stipulates that off-island artillery live-fire training will be conducted in fire and maneuver areas located in mainland Japan.  The Battery will normally participate in a serveral off-island exercises.  Small arms firing is permitted on Okinawa but may be limited due to ammunition availability and range restrictions.  

2.  Artillery Safety.  UDP units deploying to Okinawa must pass the local range regulation portion of the artillery safety test per the Joint Regimental Safety SOP (JtRegtO 3570.1B).  Battery personnel should study the Safety SOP and Fuji Range Regulations prior to arrival.  Additionally, all battery personnel must deploy with current safety certification from their parent command.  This certification must remain current during the entire UDP cycle.  Testing for re-certification is available through the Battalion S-3.  Proof of this safety qualification is required by the S-3 shop upon arrival.

3.  Training Management.  The unit must bring updated information rosters that contain current training statistics.  A Marine Corps Total Force System (MCTFS) print-out reflecting rifle, pistol, swim, and gas chamber statistics should accompany the advance party.  The Battery Commander should be ready to brief the Battalian Commander about the level of unit training and readiness. (Event numbers BT-FG-301 thru BT-FG-309 Of MCO 3501.26A, Training and Readiness Manual). 

4. Rifle/Pistol Requalification.  Annual weapons re-qualification may be conducted for UDP units on Okinawa. The Battery is required to provide (properly documented, school-trained) coaches, for the re-qualification course.  Deployments and other commitments provide very limited opportunities for requalification during the UDP cycle.  Units are highly recommended to complete annual training requirements to include Rifle and Pistol Requalification prior to deployment.

5.  Marine Corps Institute (MCI).  UDP Batteries deployed to Okinawa have experienced problems in receiving the materials in a timely manner.  A change of address must be sent to MCI prior to the Battery’s deployment.  The Battery should also conduct a comprehensive UAR audit prior to deployment.

6.  Advance Party Schedule.  The typical advance party schedule is outlined below.  This is schedule will be adjusted to meet the specific needs/concerns of the Battery.  Changes to this schedule should be directed to the appropriate shop and coordinated with the S-3.

FIRST WEEK




Check enlisted billeting




Turn in SRB/Medical/Dental Records




Resolve Pay Problems




Meet with S-3:  TEEP, Training Stats, Artillery 



Firing policies




Meet with S-4:  Turnover procedures and schedule




Meet with S-1:  Turn in rosters and RSPA roster




Check mailing address




Meet with Bn CO




Advance party member conduct initial familiarization 


with commodity areas




Drivers take SOFA test/begin driving time

SECOND WEEK




OBTAIN COPY OF CMR




Meet with Supply Officer - CMR procedures




Meet with MMO -review DPR, TAM report, LM2




Check DPR/EROSLs for short funds orders




Arrange officer/SNCO billeting




Arrange supply/NBC draw




LTI of all gear begins




Begin inspection of end items and SL-3 gear

THIRD WEEK




Inventory and inspect end items and SL-3 gear




Arrange for remedial maintenance




Order missing SL-3




Inventory garrison property




Arrange enlisted room/racks




Receive school quotas




Arrange transportation of main body




Inventory/order pubs




Submit Training schedule

FOURTH WEEK




Confirm welcome aboard schedule




Reconcile CMR/DPR




Inspect remedial maintenance




Complete weapons custody cards




Brief staff on turnover




Set up linen issue




Inspect field day 




Arrange SOFA testing




Sign up for Officer/SNCO rooms




Finalize supply/NBC draw

6. Points of Contact.  All POCs may be reached at DSN 623-4795.

S-4 INFORMATION

1.  Turnover Philosophy.  The frequent turnover of equipment between Unit Deployment Program (UDP) batteries and numerous deployments mandate that responsible officers actively manage their accounts to ensure equipment readiness and accountability.  The account you will be receiving will have been inspected by battalion staff area experts and we will provide an unbiased report capturing the readiness and accountability of equipment, to include SL-3 discrepancies and LTI sheets for all equipment.  The point of our inspection process is to hold the outgoing responsible officer accountable for his equipment and requisition missing or unserviceable items.  Upon completion of the inspection and compilation of the results, the battalion will facilitate the turnover of the account to the incoming responsible officer.  This information is provided to let you know what you can expect upon arrival

2.  MOTOR TRANSPORT  


a. Drivers should be SOFA qualified prior to arrival.  The Okinawa driver’s manual should be studied by all personnel required to drive on Okinawa.  Copies of the drivers hand book may be obtained from your regimental MTO.  If the manuals are missing at the regimental level, let us know and we shall replace them.  Drivers, including those from previous UDP deployments, are required to take the Status of Forces Agreement (SOFA) drivers test.  Your MT section can administer the SOFA test.  The actual road time portion of the SOFA testing can be coordinated by the MT section upon arrival on Okinawa.  SOFA testing is inconvenient and time consuming if not accomplished prior to deployment.


b.  Tactical vehicle drivers are required to complete eight hours of additional driving (four hours on base, four hours off base) with a qualified operator before they are allowed to drive on their own in Okinawa.  Advance Party drivers will be instructors for the main body once it arrives; therefore, it is recommended that your advance party be “driver heavy.”  Third Battalion operates the MTVR, M923, M925 and M998 vehicles.


c.  Driver’s licenses must indicate the specific vehicle type that the driver can operate, i.e. MTVR, M998, M1038, M1035, M923, etc.  Gun drivers must also have M198 stamped or marked on their license.  Unlike in the US, GME licenses require specific stamps for each type of vehicle.  For example, an operator whose license is stamped with authorization for 44-Pax bus does not have the authority to operate a commercial van until his license has been stamped with authorization specifically for a commercial van.  The battery should arrive on the island with a minimum of the following:



-(5) mechanics



-(12) HMMWV drivers



-(16) MTVR/5-ton drivers



-(4) explosive qualified drivers at least 21 years of 


     age 



-(6) drivers qualified to tow the M198 howitzer



-(3) bus drivers (44 passenger bus)

          -(3) commercial van drivers



-(2) forklift operators (explosive qualified)

     d.  Truck Drivers. It is essential that batteries come to Okinawa with dual liscensed MTVR/5-Ton drivers. The Battalion has been fielded with the MTVR and operates this vehicle on a normal basis. The Camp Fuji PEARP as well as the MPF pool will not be upgraded to MTVR’s for some time thus requiring the battalion to remain capable of operating 5-ton trucks during the forseeable future.  

2.  ORDNANCE / ARMORY.  Ensure that the T/O billet for a 2111 armorer is filled prior to your deployment.  It is critical that the 2111 and at least one (1) 2131-Artillery mechanic  be included as part of the UDP advance party so that LTI's of equipment can be conducted prior to a Responsible Officer's acceptance.

3.  MEDICAL
    a.  Corpsmen must report to the Battalion Aid Station(BAS) as soon as possible after arrival.  Corpsmen will fall under the administrative control of the Battalion Surgeon.  Corpsmen are assigned Battalion collateral duties and will also be assigned to subordinate units to ensure medical coverage.  Corpsmen will stand duties at the Regimental Aid Station.

    b.  Historically, batteries have arrived with many discrepancies in medical readiness.  The list below contains common discrepancies that must be corrected prior to deployment as per NAVMED P-117, NAVMEDCOMINST 6150.1, and NAVMEDCOMINEST 6320.2.


  (1) Health records not verified or screened for worldwide deployability.

       (2)  Immunizations not up to date or current with PHS 731 and SF 601.  Japanese Encephalitis (JEV) shots are required.  JEV is a three shot series taking 30 days to fully administer.

    
  (3)  Eye exams and prescription eye wear (to include M40 gas mask glasses) not ordered or updated.


  (4) Yearly audio gram not current.

       (5) Physical exam not completed at five year requirement.

       (6) Marines arrive as dental class III and IV's or fall in that category within three months of arrival.

       (7) Non-deployable Marines arriving on island without prior screening.


  (8) Not deploying with the required number of Corpsmen.

     c.  U.S. Naval Hospital on Okinawa has very limited orthopedic capability.  We strongly recommend that Marines with orthopedic problems not deploy.  


d.  All corpsmen assigned to the battalion are required to maintain their Unit Ones, Fives, and Sixteens at the BAS supply room at all times until needed.  At no time will medical bags be left in corpsmen's rooms per the Division Surgeon's policy and Regimental Order.


e.  At least one corpsman should be M998/M1123 qualified.  Due to high operational tempo and shortages of drivers within Headquarters Battery, the BAS routinely has to provide its own ambulance driver for deployments.  Upon arriving on Okinawa, the BAS will ensure that all SOFA requirements are completed before the corpsman will drive in Okinawa.  Possessing a M998/M1123-qualified corpsman will preclude your battery from being tasked to provide an ambulance driver during your battery-level exercises.   

4.  SUPPLY.  The advance party will be required to sign for all battery equipment prior to the main body's arrival on Okinawa. For this reason, it is imperative that the advance party consists of those personnel necessary to inspect and accept equipment while turning over the account CMR (e.g. MT and Artillery mechanic, armorer, Guns Platoon Sergeant, Comm-Elec rep, Motor Transport Chiefs and Battery Gunnery Sergeant).  The advance party must provide an accurate "Alpha Roster" which includes all sizes of standard issue for each Marine (i.e. gas mask, boots, helmet, etc.).  This roster will enable us to ensure that all gear is on-hand upon the arrival of the main body.  Additionally, with the cancellation of Career Length Issue (CLI), your battery should plan on turning in all Individual Equipment (782 gear, ALICE Packs, sleeping bags, etc.) to your parent battalion’s supply section prior to your UDP deployment.  Upon arrival here to 3/12, you will be issued all Individual Equipment from this battalion for the duration of your UDP cycle.  The CIF is currently in preparation here on Camp Hansen for initial operation in the near future.  This will affect your Battery since you drew gear from 3/12 and should be turning it in to the CIF, therefore insure that your Marines verify all sizes and quantities carefully before signing for all 782 gear.  Shortly after issue, be prepared to have the Battalion Commander and Sergeant Major conduct a 782 gear inspection of the battery in order to ensure that all personnel are outfitted with proper, serviceable equipment.

5.  MESSMEN.  The Regiment operates a consolidated Dining Facility.  The Battalion Headquarters is staffed to provide cooks to the chow hall.  Messmen duties have been taken over by Japanese contract labor and is no longer required; however, during field exercises/deployments, each battery normally provides 1 messman per 25 Marines.  

6.  WORKING PARTY PERSONNEL.  Regimental guard duty, camp police, ACM support, and duty drivers are some of the additional duties that will be assigned to your battery upon your arrival. These quotas are assigned on a monthly basis.  Be prepared to provide these additional duty personnel one week after arrival.

7.  AMMUNITION DRIVERS.  Regardless of driving experience, the minimum age for ammunition drivers in Japan is 21 years.  Battery Commanders must ensure that sufficient drivers are available to meet their requirements.

8.  AMMUNITION HANDLING AND ACCOUNTABILITY.  A copy of DivO P8000.5E (Ammo SOP) for 3d MarDiv is maintained at your home battalion headquarters.  Please ensure that all ammo techs and officers are thoroughly familiar with this SOP prior to arrival on Okinawa.  Additionally, AA&E policies require that all personnel handling ammunition must be screened by this battalion.  Accordingly, all armorers, armory custodians, ammo techs, and ammo drivers must bring a copy of the following items to be screened by the Battalion AA&E Officer:

    a.  SRB, Page 11

    b.  SRB, Page 12

    c.  BIR

    d.  BTR

    e.  Proof of favorable NAC or ENTNAC.

9. POINTS OF CONTACT.  POCs for the S-4 section can be reached at DSN: 623-7723/4709.  Other key personnel include:

a. Supply Officer (623-4456)

b. Motor Transport Officer (623-7455)

c. Ordnance Officer (623-4067)

d. Ammo Chief (623-4796)

e. Messhall Manager 623-7767

S-6 INFORMATION

1.  Gear turnover  

    Outgoing Battery Procedures:  A deadline is established for Outgoing Battery to conduct LTI (Limited Technical Inspection, deficiencies identified, and ERO’s opened).  The Battalion S-6 team will assist in testing and inspecting all SINCGARS equipment to include all MRC and VRC assets as well as OE-254 antenna functionality.  The Outgoing Battery will bring all PRC-119, VRC-88, MRC-145, and OE-254 assets to the Battalion S-6 Maintenance Bay for complete inspection and LTI by the Battalion Comm-Elect Maintenance Team.  The time will be coordinated with the Bn Maintenance Chief.  Items found to be missing or in need of repair will be inducted into Battalion Communications Platoon Maintenance Section as required.  Battalion Communications Platoon will induct items into maintenance cycle and will be reflected on MIMMS within 24 hours of completion.

    Incoming Battery Procedures: All communications equipment will be laid out with record jackets, publications, and SL-3 gear.  The Battery Comm Chief, Battalion S-6 and Battalion Comm-Elect Maintenance Chief will then inspect the equipment to ensure accountability and serviceability.  Prior to the turnover, the old and new responsible officers will accompany the S-6 as he briefs the Battalion Commander on the condition of the equipment.  This process will ensure accountability and serviceability of the gear for all parties concerned.

2.  Battalion Tech shop support.  The Battery Communications section should coordinate with the Battalion Maintenance Chief for shop procedures, equipment turn in times,  and technical support.  It is advised that the Battery Comm Chief consistently review the DPR (Daily Process Report) for Battery Comm Equipment inducted for maintenance.  Point of contact can be reached at DSN 623-4284.

Note:  All MARES reportable items can be inducted at anytime needed.  All other gear must be turned in for maintenance between the hours of 0700-1130 Monday through Friday.

3.  Computers.  The Battery will have (2) Microsoft Office  capable computers and (1) laser printer.  3/12 utilizes the Microsoft computer package, primarily using Microsoft Word  processing.  LAN access is provided to the Battery.  

    E-Mail/LAN Account. The Incoming Battery must provide the S-6 as soon as possible, the names, ranks, and billets of those Marines who wish to have a LAN account on Okinawa.  Point of contact is the Information Systems Coordinator (ISC), at DSN 623-4315/4284.

    ISMO.  For all questions or troubleshooting problems regarding the LAN accounts should call DSN:  623-4294.

4.  Battery and Communications Equipment Requests.  Prior to field operations, the Battery Communications Chief  will submit Battery or equipment requests to the Battalion Communications Platoon, (Attn:  Communications Chief, DSN:  623-4332).

Note:  3d Battalion 12th Marines operates under the strict guidelines that you must work within your Table Of Equipment. Requests for additional Communications gear during operations will be closely reviewed.

5.  Crypto.  3/12 will cover all battalion voice and digital nets and will use frequency hopping on all nets except range safety.  All nets used in conjunction with the MCFSS LCU (digital) will be covered.  The Battalion S-6 and CMS Custodian will coordinate all effective crypto for covered nets prior to Battalion level exercises, and disperse accordingly.  Point of contact (Battalion CMS Custodian) at DSN 623-7183.

6.  Comm-Elect Equipment Maintenance.  It is expected that the Incoming Battery treat the Communications gear with respect and perform consistent and correct preventative maintenance.  Any problems that arise from the communications gear that fall outside of usual “wear and tear” will be investigated for abuse.

7.  Radio Procedures and Battalion Communications SOP.  The Incomming Battery is required to familiarize themselves with the Battalion Communications SOP as outlined in the Battalion Combat SOP.  Additionally, you will be provided a list of administrative and combat conduct of fire radio procedures that the Battalion uses during operations.  It is expected that you train your radio operators accordingly.  Additionally, we will be giving several classes throughout the month on radio procedures.

6.  Points of Contact.  The POC for the Communications Section is the S-6 or the Comm Chief, at DSN 623-4315/4605.
FSCC INFORMATION

   It is essential that the inbound battery be ready to deploy their Liaison sections soon after arriving on Okinawa.  The Battery Liaison Section is readily employed throughout the deployment period.  Within 30 days of arrival on island, the Liaison section must stand an Operational Readiness Inspection. There are also numerous on-island CPXs and field exercises planned throughout your deployment.

   In the past, several trends have appeared throughout UDP units, affecting their ability to function properly in the field and in support of maneuver units.  In order to prevent problems in the area of fire support, the following issues should be resolved prior to deployment to Okinawa: 1) Proper staffing of Liaison billets is imperative to a successful tour. 2) Your operators must be proficient in the use of AFATDS. 3) Forward Observers must be proficient in the employment of the DMS.  

   The Liaison section should also familiarize itself with the 3/12 Combat SOP.  The SOP has digital as the primary means of communications and voice as the backup.  We currently operate with AFATDs in the FSCC approval mode.
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