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UNITED STATES MARINE CORPS

MARINE CORPS BASE HAWAII

BOX 63002

KANEOHE BAY, HAWAII 96863-3002
                                                                                                                                                IN REPLY REFER TO:

                                                                               BaseO 5216.1B

                                                                               CG 

                                                                               20 NOV 2001

BASE ORDER 5216.1B
From:  Commanding General

To:    Distribution List

Subj:  AUTHORITY TO SIGN CORRESPONDENCE USING FACSIMILE STAMP OR “BY DIRECTION”

Ref:   (a) SECNAVINST 5216.5D

       (b) SECNAVINST 5212.5D

       (c) MCO P5215.1G

       (d) MARCORMAN

Encl:  (1) Listing of Billet Assignments Authorized to Sign Correspondence using “By 

           direction”

1.  Purpose.  To promulgate information and instructions concerning the signing of official correspondence.

2.  Cancellation.  BaseO 5216.1A.

3.  Summary of Revision.  This revision delegates authority to sign correspondence pertaining only to matters under their cognizance using Facsimile stamp or “By direction.”

4.  Authority to sign using Facsimile Stamp.  Those individuals issued facsimile stamps will only use them in accordance with the references and per the direct guidance of the Commanding General, Marine Corps Base Hawaii.

5.  Authority to sign “By Direction”
    a.  Authority is granted to the individuals assigned as the primary billet holders listed in enclosure (1), as per references (a) through (d), to sign “By direction” on correspondence pertaining to matters under their cognizance.  Those listed in enclosure (1) are reminded that their signature constitutes the complete concurrence of the Commanding General.  All correspondence should accurately reflect the style and intentions of the Commanding General.

    b.  Any previous appointment to sign “By direction” that is not in compliance with this order is no longer authorized.

    c.  Only those listed in enclosure (1) are authorized “By direction” authority by billet.

    d.  In the absence of the primary billet holder, individuals temporarily holding a billet will have correspondence signed by the first officer or civil servant equivalent, in enclosure (1), in their chain of command.

    e.  The Commanding General reserves the right to assign “By direction” authority to any individual within Marine Corps Base Hawaii.

BaseO 5216.1B

6.  Commanding General’s signature.  The following correspondence will normally be prepared for the Commanding General’s signature.

    a.  Matters of policy or any changes to establish policy.

    b.  Personal awards, decorations, and expressions of appreciation or commendation.

    c.  Replies to endorsements or correspondence signed by flag/general officers in the chain of command.

    d.  Any correspondence that contains any degree of censure to subordinate unit.

    e.  Any correspondence directly taking a position contrary to that of higher headquarters.

    f.  Endorsements that are at a variance with endorsements of subordinate units.

    g.  Recommendations that concern the administrative separation of personnel.

7.  Correspondence.  All official correspondence prepared by staff sections will be from the “Commanding General, Marine Corps Base, Hawaii” and will be prepared in accordance with reference (a) using the appropriate originator’s code listed in enclosure (1).

8.  Required Action.  Each individual with “By direction” authority will forward a copy of each document signed “By direction”, to the Staff Secretary and the Adjutant office.  The Adjutant is responsible for ensuring these files are maintained in accordance with reference (b).

                                             J. A. LEMOINE

                                             By direction
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                                                                               BaseO 5216.1B

LISTING OF BILLET ASSIGNMENTS AUTHORIZED TO SIGN CORRESPONDENCE USING

“By Direction”

Section








Originator’s Code

Deputy Commander.......................................................DC

Chief of Staff.........................................................COS

Deputy Chief of Staff..................................................DCOS

Staff Secretary........................................................SSEC

AC/S G-1...............................................................G1

Base Adjutant..........................................................ADJ

Head, Information Management Division..................................PSC

Head, Personnel Management Division....................................PSC

Head, Orders Management Division.......................................PSC

AC/S G-2...............................................................G2

AC/S G-3...............................................................G3

AC/S G-4...............................................................G4

Director, Base Safety..................................................SO

Director, Facilities Dept..............................................LF

Public Works Officer...................................................PW

Director, Family Housing Dept..........................................LH

Director , Supply Dept.................................................LS

Director, Unaccompanied Personnel Housing Division.....................UPH

Director, Environmental Compliance and Protection Dept.................LE

AC/S G-6...............................................................G6

Staff Judge Advocate...................................................SJA

Base Inspector.........................................................IS

AC/S MCCS..............................................................MCCS

Director, Personal Services, MCCS......................................PS

Base Comptroller.......................................................CR

Deputy Comptroller.....................................................CR

Director, Public Affairs Office........................................PAO

Business Management Office.............................................BMO

                                                                               ENCLOSURE (1)
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