[image: image1.png]



UNITED STATES MARINE CORPS

MARINE CORPS BASE HAWAII
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KANEOHE BAY, HAWAII 96863-3002
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                                                        CG
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BASE ORDER 11000.3
From:
Commanding General, Marine Corps Base Hawaii

To:
Distribution List

Subj:
STANDING OPERATING PROCEDURES FOR ASSIGNMENT OF THE PRESIDENTIAL COTTAGE AT MARINE CORPS BASE HAWAII

Ref:
(a) MCO PllOOO.22

        (b) OPNAVINST 1710.7 DTD 17 July 1979

1.
Purpose.  To publish the reservation policy for The Presidential Cottage aboard Marine Corps Base Hawaii (MCBH)

2.
Background.  The Presidential Cottage, building 1607, located on Marine Corps Base Hawaii, is for the primary use of the Commander, Marine Forces Pacific (COMMARFORPAC), in the execution of his official duties.  It will be managed by the Commanding General, MCBH who shall maintain the facility, administer the reservations, and perform all routine duties associated with its operation.

3.
Information.  The Presidential Cottage is a government transient facility and is therefore maintained and operated in accordance with reference (a).  Reference (b) is the Social Usage and Protocol Handbook which prescribes the precedence for official positions in the United States Government and shall  be the primary guide used in determining occupancy of the Presidential Cottage.  In extraordinary circumstances the Commanding General, MCBH may refer occupancy decisions involving high visibility guests to the Commander, MARFORPAC.

4.
Precedence.  Reservations for the cottage are accepted on the following priority:

a.
Protocol guests.  Any guests specifically designated by the Commander, MARFORPAC; and the Commanding General, MCBH may make reservations as far in advance as required.

b.
Active duty Temporary Additional Duty (TAD) Naval Service and Naval civilian equivalent, 0-7 and above.  0-7 and above for Naval Service branches and civilian equivalents may make reservations up to 90 days in advance.

c.
Active duty Naval Service, non-official guests, 0-7 and above.  0-7 and above for Naval Service branches on a non-official visit may make reservations up to 60 days in advance.
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d.
Retired USMC, non-official guests, 0-7 and above.  Retired USMC 0-7 and above may make reservations up to 45 days in advance.

e.
Active duty, other Service guests, 0-7 and above.  0-7 and above for other Service personnel may make reservations up to 30 days in advance.

f.
Retired, other Service guests, 0-7 and above.  Retired 0-7 and above for other Service personnel may make reservations 20 days in advance.

g.
Active duty Naval Service guests, 0-6.  Active duty Naval Service 0-6 may make reservations up to 20 days in advance.

h.
Active duty Naval Service, field grade and company grade guests. Active duty Naval Service field grade and company grade may make reservations up to 15 days in advance.

i.
Retired field grade and company grade guests for Naval Services. Retired Naval Service field grade and company grade may make reservations up to 5 days in advance.

5.  Action
a.
Director, Unaccompanied Personnel Housing Division
(1)
Maintain the facility.

(2)
Perform all routine duties associated with its operation (e.g., check-in, check-out and housekeeping)

b.
Staff Secretary/Protocol Office
(1)
Administer reservations strictly in accordance with paragraph 4.

(2)
Provide a weekly reservation status briefing to the Commanding General/Deputy Commander, MCBH and status report to the Commander,

MARFORPAC.

c.
Guests
(1)
Request reservations for The Presidential Cottage with the MCBH Staff Secretary/Protocol office in accordance with paragraph 4.

(2)
Reconfirm reservations and availability of the Cottage with the MCBH Staff Secretary/Protocol office three days prior to the desired check-in date.

(3)
Make alternate billeting arrangements in case a protocol guest or Commander, Marine Forces Pacific guest requires the Cottage.
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6.  Coordinating Instructions
a.
A reservation does not constitute a guarantee of occupancy. All

reservations are subject to cancellation for designated protocol requirements.

b.
In the event of a priority protocol requirement, guests may be required to vacate the Cottage on short notice.  Every effort will be made to provide a minimum of twelve hours notice.

c.
Occupancy of the Presidential Cottage is limited to seven days. Requests for extensions may be granted on a space available basis.

d.
Check-in is 1400 or later at the front desk of the MCBH Bachelor Officers’ Quarters.  Check-out is no later than 1000 on scheduled day of departure.

e.
The MCBH Protocol office will submit a weekly report to the MARFORPAC Protocol office that lists all approved reservations to The Presidential Cottage and any change to previous reservations and the reason for that change. The MFP Protocol office will provide MCBH pertinent information on incoming protocol guests to facilitate the administrative reservation process.

ARNOLD FIELDS

DISTRIBUTION:
A

SPECIAL all 0-7's and above USMC active/retired

Copy to:
COMMARFORPAC
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