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DUTIES OF OOUHABD AND STAFF OFFICERS

1 .  O e n e m l

The  p ra i se  o f  t h i s  cou rse  o f  i n s t r uc t i on  i s  t o  g i ve  t o  each
officer  o f  the  C iv i l  A i r  Pat ro l  a  praot ioa£ workAng knowledge o f
h is  dut ies  l ind  respons ib i l i t ies  and an appreo ia t ion  o f  the  nanner
in  wh lehMMm Im~k oheu l .d  fi t  toget~  w i th  the  work  o f  h is  ueoe la tes
~e feud out an organizat ion eapable of doing an effeet lve defense
Job.

T h e  ~  e a t ~  t o  b e  u s e d  i n  t h i s  o o t w s e  o f  I n s t r u e t i o n
l e  p rwea ted  ~  t he  f o l l ow ing  pages .

Cep ie8  o f  t bAs  D i r ee t l ve  ~  be  d i s t r i bu ted  on  t he  bas i s
of fear eels pea" Weadquarters.

A l l  Ce~andp Sta f f  and F l igh t  Persoane l  a re  requ i red to
t ake  t h l 8  cou rse .  I t  i s  des i r ab l e  t ha t  o t he r  pe r sonne l  a l so  be
f e ~  w i t h  t h e  ~ e x t .

5. lut.raotJ.on Froeeda~-e

£f~ex- eaoh nmnber ooaoor~d has read and thorough] under-
J tood the  tex t ,  eonCerenceo ~  be ca l led  fo r  o lassroou ine t ruot ton ,
whleh ~ Inel=de general  dlseusslons and ~uest lon-and-answe~
p e ~ .

l
B y  C e m a n d  o f  l l a J o ~  ( ] e n e m A  C O R I ~ ~

C onel,/ .r Corps
T ~  &  O p e r a t l o u  O f fi c e r
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i .  a .  T h e  C o n r ~ n g  O f fi c e r  o f  a  u n i t  i s  r e s p o n s i b l e  f o r  a l l
mat ters  w i th in  h is  command.  He is  he ld  so le ly  respons ib le  fo r  t ra in ing ,
d isc ip l ine ,  admin is t ra t ion ,  s~zpp ly  and opera t ions .  In  order  to  prov ide
the Commanding Officer with assistance in meeting these responsibi l i t ies
and wi th  cer ta in  spec ia l l y  sk i l led  adv isors ,  he  is  g iven a  Sta f f .  Members
of that Staff  do not exercise command in their  own name stud the orders
which they may issue are issued in the name of,  or by order of,  the
Com~,andin~ Officer.  The various Staff  Officers rel ieve the Commandlz~
Officer  o f  de ta i l  work  by  gather ing ,  a r rang ing,  and es t imat ing  fo r  h im
such mater ial  and data as he requires to reach the decisions involved
i n  c a r r y i n g  o u t  t h e  r e s p o n s i b i l i t y  o f  h i s  c o ~ n d .  T h e  S t a f f  O f fi c e r s
w i l l  f unc t i on  f u r t he r  i n  t he i r  spec i fic  fie l ds  as  r ep resen ta t i ves  o f
the Commanding Officer to see that his decisions and orders are being
car r ied  out  p roper ly.  Much s ta f f  work  is  accompl ished by  inspect ions
of the var ious units within the coa~an~. These inspect ions are made
both by the Conmander and by Staff  Officers.

b .  I t  i s  a n  o b v i o u s  d u t y  o f  a  S t a f f  t o  b e  t h o r o t ~
fami l ia r  w i th  orders  and d i rec t ives  rece ived f rom h igher  s~thor i ty  and to
see tha t  they  are  proper ly  executed.  Th is  is  an  admin is t ra t ive  deta i l  and
i t  shou ld  not  be  a l lowed to  in ter fe re  w i th  the  p lann ing and o ther  c reat ive
work  o f  the  Sta f f ,  the  ob jec t ive  o f  wh ich  is  to  fi t  the  command to  meet
whatever  respons ib i l i t ies  n~v be p laced upon i t .  A Sta f f  shou ld  a id
the Con= ~der  in  care fu l ly  es t imat ing  h is  potent ia l  loca l  p rob lems and,
wi th in  the  genera l  po l ic ies  la id  down f rom above,  p repare  p lans  and t ra in -

" ing program and required material for whatever m~v be foreseen.

2 .  The Reg iona l  Commander  is  respons ib le  fo r  the  e ffic ien t  func-
t ioning of the Wings within his Region under the pol icy sad orders issued
by the  Nat iona l  Headquar ters .  He wi l l  spend most  o f  h is  t ime in  the  fie ld
rather than in his Regional Office, working with the Wing Conmmn~s and
subord inate  un i ts  there in ,  to  in terpre t  ins t ruc t ions  f rom Nat iona l  Head-
quar ters  in  the  l igh t  o f  loca l  cond i t ions  and prob lems and adv is ing  and
assisti~; the Wing Commands in doing their work. The Regional Commander
wi l l  a lso  e f fec t  such contac ts  w i th in  h is  Reg ion as  ms~ be o f  ass is tance
in  t he  ope ra t i ons  o f  t he  C i v i l  A i r  Pa t r o l  i n  t ha t  Reg ion .  Th i s  w i l l  i n -
clude heads of federal ,  state, and important local agencies of government
and  c i v i l i an  o rgan i za t i ons .  The  ob jec t i ve  o f  t h i s  l i a i son  i s  t o  i n su re
a  f avo rab le  unde rs tand ing  o f  C i v i l  A i r  Pa t r o l  t h ro~u t  t he  Reg ion  an~
i t s  i n t e l l i gen t  use  and  suppo r t .

S. The CAP Wing Command. ~ GAP Wing has boundaries corer-
minus with the state after which i t  is named. The Wing Commander is ful ly
respons ib le  fo r  a l l  GAP mat ters  w i th in  h is  Wing,  bo th  tac t ica l  and
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administrat ive. As out l ined in paragraph 1 above, the Wing Commander
wi l l  u t i l i ze  h is  Wing Sta f f  to  ass is t  h im in  meet ing  these respons i -
b i l i t ies  and a  proper  d is t r ibu t ion  o f  work  among the Wing Sta f f
members  i s  r equ i r ed  i f  t he  r espons ib i l i t i e s  a re  t o  be  f u l l y  and  e f fi -
cient ly met.  The Wing Staff  is to aid the Wing Commander in preparing
p lans fo r  the  Wlug and subord inate  un/ ts  ~  to  see tha t  those p lans
are  proper ly  car r ied  out  th ro~hout  the  Wing.  A Wing Medica l  Officer,
fo r  ins tance,  is  in teres ted in  the  progress  and e ffic iency  o f  @roup
Medical Officers and aids them in conduct ing properly the responsibi l -
i t i e s  o f  t h e i r  o f fi c e .

4 .  The  @roup .  I n  add i t i on  t o  f unc t i on i ng  as  a  pa r t  o f  t he
planning and administrat ive staff  of  the Group Conm~der, each Group
Commander and his Staff  have responsibi l i t ies simi lar and paral lel  to
t hose  ou t l i ned  p rev i ous l y.  I t  w i l l  be  no ted  t ha t  as  we  p rog ress  f u r t he r
down the chain of command into the lower echelons, there is less respons-
i b i l i t y  f o r  po l i c y  de te rm i~ t i on  and  i n t e rp re ta t i on  and  a  heav ie r  r equ i r e -
m e n t  f o r  d e t a i l  e x e c u t i o n  o f  s p e c i fi c  i n s t r u c t i o n s  ~ t i n g  f r o m  h i g h e r
ranks. The Croup Commander and his Staff ,  under the direct ives emanating
from the Wing, ~ide and assist  the Squadron Conmmders in preparing for a~l
execut ing  the  respons ib i l i t ies  charged to  the i r  o rgan iza t ions ,  bo th  in
t ra in ing  and in  the  conduct  o f  miss ions.  Here  aga in  the  Sta f f  p lans ,
coopera tes  and inspects ,  fi rs t  as  a  group and then as  ind iv idua l  S ta f f
members ,  in  the  spec ific  fie ld  in  wh ich  the i r  p~ imar~ respons ib i l . i t y  l ies .

5 .  T h e  ~ o n .  I n  t h e  S q u a d r o n  S t a f f ,  d e s i g n a t i o n s  a r e :  S - l ,
Personnel;  S-2, Intel l igence; S-3, Operat ions and Training; S-4, St~pply.
T h e s e  a r e  f o u r  k e y  S t a f f  O f fi c e r s .  I n  a d d i t i o n ,  t h e r e  a r e  u s ~
special  Staff  Officers such as, Communicat ions, Transportat ion, and
~nde r  comba t  cond i t i ons  t he re  m igh t  be  an  ~n t  O f fice r,  a  Pho tog raph i c
O ffice r,  a  Mess  O ffice r,  e t c .

6 .  S t a f f  R e l a t i o n s .  a .  T h e  C o ~ e r  h a s  a  S t a f f  t o  a s s i s t  h i m
in the proper command funct ions with which he is charged. Al l  correspondence,
o rde rs ,  e t c . ,  whe the r  t hey  a re  r e l a t ed  t o  s~ l y,  m i ss i ons ,  o r  t r a i n i ng ,
are addressed to the Commanding Officer because he is responsible
for  every th ing.  There fore ,  he  sees a l l  cor respondence and h is  Ad ju tant
marks  i t  fo r  the  proper  Sta f f  Officer  ( to  be . l~ssed on to  the  Sect ion
Sta ff  Officer  th rough Commander  and Y~cut ive . )  When the Sta f f  Officer
takes ac t ion ,  he  prepares  i t  fo r  the  s ignature  o f  the  Con~uding Officer
or  a  des ignated Sta f f  Officer.  Th is  is  mi l i ta r7  procedure .  The Commandi~
Officer should organize his Staff  to best advantage and consider the personal
qua l ifica t ions  a~ i  p ro fess iona l  qua l ifica t ions  o f  men ~est  su i ted  fo r  the
Sta ff .  Yor  example ,  the  Opera t ions  Officer  shou ld  be an o lder,  more
exper ienced p i lo t  who wi l l  see tha t  inexper ienced p i lo ts  are  not  sent
on missions beyond their  capabi l i t ies.

b. The Commander should attempt to keep his pol ic ies as
defin i te  as  poss ib le  so  tha t  h is  Sta f f  n~v  hand le  rout ine  mat ters  w i thout
bavtn~ to  d iscuss  each deta i l  w i th  the  Commander.  Par t icu lar ly,  there
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should be no misunderstanding as to the degree of authori ty and responsibi l -
i t y  o f  each Sta f f  Officer.  I t  shou ld  be known defin i te ly  whose work  the
Sta ff  Officer  is  superv is ing  and he shou ld  coord inate  "h is  p lans  w i th
other Staff members.

c. When the Commander so desires, he m~y assign more than
one  s t a f f  du t y  t o  an  o f fice r.  Fo r  examp le ,  du r i ng  t r a i n i ng ,  one  o f fice r
ms,v  ac t  in  the  capac i ty  o f  bo th  Supp ly  Officer  and Transpor ta t ion  Officer.
Then, i f  the unit  were cal led ~pon for act ive missions, the Conmmnding
Officer might designate a separate Transportat ion Officer and he might
requ i re  th is  Transpor ta t ion  Officer  to  repor t  to  the  Supp ly  Officer  as
his assistant,  which would leave Transportat ion under Su'F~ly.  Or,  the
Con~.auder might have Transportation report to the Executive.

d .  The Chie f  o f  S ta f f .  Wi th in  GAP,  the  Execut lv@ Officer
funct ions  as  a  Ch ie f  o f  S ta f f  and there  sha l l  no t  be  des ignated a  Ch ie f  o f
S ta f f  w i t h i n  a  GAP un i t .  The  Execu t i ve  O ffice r  i n  a l l  CAP un i t s  i s  t he
second in command and succeeds to the command in the absence of the Command-
ing  Officer.  In  bus iness  par lance,  the  Commanding Officer  w i l l  be  the
President of a corporat ion and the Execut ive Officer the General Manager.
Whi le  the  Pres ident  is  respons ib le  fo r  the  enterpr ise  and very  la rge ly
decides matters of pol icy, the General  Manager is responsible for the
operat ion of the business under those pol icy determinat ions and makes
such dec is ion  as  are  necessary  w i th in  the  po l icy  determined.  A fu r ther
d iscuss ion o f  the  dut ies  o f  the  Execut ive  Officer  and o ther  ranks  w i l l
be  found to  fo l low.

e .  C o ~  C t m n n e ! . s .  N o r m a l l y,  t h e  Y l i ~ t  p e r s o n n e l
discuss operations with the Flight Commander. The Flight Oom~mncler takes
the mat ter  up  w i th  the  Opera t ions  Officer  and the Operat ions  Officer  w i th
h i s  h i ghe r  au tho r i t y.  I t  i s  no t  m i l i t a r y  p rocedu re  f o r  comba t  c rews  t o
take complaints or suggest ions direct to the Commander, nor should the
Commander make decisions on such detail matter and state them direct.
He should take such matters up through his Staff .  I f  the Commander expects
f u l l  coope ra t i on  f r om  h i s  S ta f f ,  he  w i l l  u sua l l y  t a l k  ove r  ope ra t i ons
mat ters  w i th  h is  Opera t ions  Officer,  and supp ly  mat ters  w i th  h is  Supp ly
O ffice r,  r a t he r  t han  l gno r i ~  t hem.  The re  f o l l ows  a  de ta i l ed  d i scuss i on
o f  t he  i nd i v i dua l  r espons ib i l i t i e s  o f  Compee rs  and  S ta f f  O f fice rs .  Each
officer  shou ld  be fami l ia r  w i th  the  duty  re la t ing  to  h is  Sta f f  ass ignment .

7 .  Du t i es  o f  t he  Un i t  Commande r.  a .  He  i s  r espons ib l e  f o r  t he
t a c t i c a l  e f fi c i e n c y  o f  t h e u n i t ;  t h a t  a s  a  r e s u l t  o f  t r a i n i n g ,  b o t h  b y
prac t ica l  exper ience and theore t ica l  ins t ruc t ions ,  a l l  personne l  o f  h is
unit  are capable of performing such missions as may be assigned in a
sat isfactory manner.

b .  He  i s  r espons ib l e  f o r  t he  t r a i n i ng  o f  a l l  t he  pe r sonne l ,
both commissioned and enl isted assigned or attached to his organizat ions for
duty; he is responsible that such schools are conducted as may be necessary
to  t r a i n  t he  pe rsonne l  p rope r l y.  He  i s  r espons ib l e  t ha t  a l l  O f fice rs  w i t h -
in  the  un i t  a re  ass igned to  dut ies  tha t  they  are  best  qua l ified to  per form.
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c .  He is  respons ib le  fo r  the  ~reoa~edness fo r  serv ice  o f
h is  organ iza t ion ;  tha t  i t  i s  p roper ly  equ ipped and rea~ to  move out  on
proper  not ice ;  tha t  as  a  resu l t  o f  p roper  t ra in ing  the  personne l  a re
pre t~ed to  per form the dut ies  requ i red o f  them;  and tha t  i t  be  an
effic ient  weapon to  a id  in  the  defeat  o f  the  ene~.

d .  He  i s  r espons ib l e  f o r  t he  adm in i s t r a t i on  o f  h i s  un i t ;
fo r  the  d isc ip l ine  there in ;  fo r  the  proper  per formance o f  the i r  du t ies
al l  of  his subordinates, both commissioned and enl isted; for the mess,
~ar racks  and ad jacent  areas;  fo r  the  c lo th iz~  o f  the  en l is ted  personne l ;
for the health of the command; for the proper prepsrat ion and disposit ion
of  a l l  cor respondence and repor ts ;  and fo r  a l l  mat ters  o f  an  admin is t ra-
t i ve  nature .

e .  He  i s  r espons ib l e  f o r  a l l  pub l i c  p rope r t y  ass i gned  o r
issued for  the  use o f  the  un i t  o r  the  personne l  thereof ;  fo r  the  proper
care and preservat ion of such property;  for the proper use thereof;
and he is  persona l ly  financ ia l ly  respons ib le  fo r  a l l  such proper ty  as  n~v
be in  use in  h is  organ iza t ion .

8 .  Du t i es  o f  t he  Execu t i ve  O ffice r.  a .  The  Y~ecu t i ve  O ffice r
is also second in command of the unit, and hence temporarily succeeds
antomatlcal lyto the command when the Connandir~0fficer is absent or
otherwise ceases to funct ion.

b .  He  i s  t he  p r i nc i t ~ l  ass i s t an t  and  adv i se r  t o  t he
Commander. He may transmit the decisions of the Commander to appropriate
Sta f f  Officers  fo r  p repara t ion  o f  the  necessary  orders ,  o r  t ransmi t  them
in  the  fo rm o f  o rders  to  those who execute  them.  He is  the  pr inc ips l
coord inat i~agencyof  the  commend.  He per forms the fo l l c~ i r~  spec ific
dut ies:

(1) Yormulates and announces pol ic ies for the
genera l  opera t ion  o f  the  Sta f f .

(2) Directs and coordinates the work of the general
az~ spec ia l  S ta f f  in  respect  to :

(a) Ac t i v i t i e s  o f  t he  sec t i ons  w i t h i n  t he
gene ra l  ~  spec i a l  S ta f f  g roups

(b) Relat ions between the general  and special
Staff  groups

(c) Relations between the general a.r.~ special
Staff  groups and the troops.

Keeps the  Conm~er  in formed o f  the  s i tua t ion
of the command as to locat ion, strength, morale,
training, eq~'10ment,  supply,  an~general
effect iveness.
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Receives decisions from the Commander a~i takes
the fo l lowing ac t ion :

Makes such additional decisions as may be
directecl by the Conmmder and gives neces-
sa : y  i ns t r uc t i ons  t o  t he  S ta f f  i n  f u r t he r -
ance of these decisions.

A l lo ts  the  deta i led  work  o f  p repar ing  p lans
an~ orders, and when time permits coordinates
t h e  r e s u l t i n g  d r a f t s  a n d  ~ t s  t h e m  t o  t h e
Commander for approval.

Takes s teps to  insure  tha t  a l l  ins t ruc t ions  pub-
l i shed to  the  comand are  in  accord  w i th  po l ic ies
a ~  p l a n s  o f  t h e  C o r r .

~rsona l  observat ion ,  and wi th  the  ass is tance
of  the  genera l  and spec ia l  S ta f f  sec t ions ,  sees
that orders a~ instruct ions of the Commander are
ezecuted.

(7) M a k e s  a  c o n t i n t w n s  s t ~  o f  t h e  c i t a t i o n  w i t h  £
vie~ of being lSrepared for future cont ingencies:

Assembles rout ine Staff  sect ion reports and after
t h e i r  a p p r o v a l  ~  t h e  C ~ ~ r  f o r ~ a r ~  r e q ~ r e d
c o p i e s  t o  h i g h e r  h e a t e r s .

In  genera l ,  the  ~ecut ive  Officer  meets  the  ac l -
min is t ra t ive  f~nc t ions  fo r  wh ich  the
Officer  is  he l¢ l  respons ib le  a~ l  does so  in  the
name o f  the  Co-m~, . /_  Officer.

9 .  Du t i es  o f  t he  JkL i u tan t  - .S -1 .  a .  The  ~ i Ju tan t  hand les  a l l
r o u t i n e  c o r r e ~ c e ,  e x c e p t  t h a t  p e r t a i n i D g  t o  o r d e r s  a n d  i n s t r u c t i o n s
concerning operat ion missions, in accordance with regulat ions and approved
pol ic ies of the higher command s~ his Commander. In cases for which no
po l i c y  has  been  es tab l i shed ,  he  i n i t i a t es  ac t i on  t o  secu re  f r om  the  ~cu t i ve
O ffice r  a  po l i c y  cove r i ng  such  cases .  ~  i n  bus i ness  pa r l ance ,  t he  Ad -
Jutant  wou ld  be the  Office Manager  opera t ing  thedeta i l  and rout ine  f~nct icns
of the office under the General  Manager a~ providing housekeeping funct ions
for  th~ Sta f f  members ,  such as  fi l ing  sys tems,  c le r ica l  he lp ,  s ta t ioner~
~ l i e s .  H i s  d e t a i l e d  d ~ t i e 8  i n c l u d e  t h e  f o l l o w i n g :

( I )  Au then t i ca t i on  and  d i s t r i bu t i on  o f  a l l  o rde r s  and
ins t ruc t ions  except  those per ta in i~  to  opera t ion
missions.

(s) of the  cords for the
quarters. ~ (A s~stem of staff  sect ion records is
essent ial  in order to have ~information avai lable

.  f o r :
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(a) C o ~  d e c i s i o n s  d u r l r ~  o p e r a t i o n s

(b) Higher headquarters

(c) H is tor ica l  record

Sta ff  sec t ions  temporar i l y  re ta in  cop ies  o f  docu-
ments needed in their  curreut work, returniz~ them
to the  Ad~utant  fo r  the  o ffice o f  records  when no
longer needed.)

Custody of the records of al l  personnel belonging
to the command which are not kept in some subor-
d i na te  un i t .

(5) Preparat ion and submission of reports on strength,
casus l t ies ,  and inc identa l  re turns .

Supp ly ing  b lank forms,  pub l ica t ions ,  and ins t ruc-
t ional matter furnished byNational Hea~lquarters,
OAP.
Operat ion of office procedure as regards adminis-
trat ive matters, including recommendations as to
simi lar arrangements in headquarters of subordinate
un i t s .

b .  Emphas is  shou ld  be p laced upon the  respons ib i l i t y  o f
the  Ad ju tant  as  the  o fficer  charged wi th  o ffice mansg~ent  and deta i l .

i 0 .  D u t i e s  o ~  t h e  O p e r a t i o n s  O f fi c e r.  a .  H e  i s  t h e  d i r e c t
ass is tant  o f  the  Commander  in  the  t ra in i r~  and in  the  d i rec t ion  o f  tac t ica l
opera t ions  o f  the  un i t .

b .  He coord inates  the  e f fo r ts  o f  each depar tment  o f  the  un i t
in such a manner as to avoid confusion and insure proper complet ion of as-
signed missions.

c .  He  ac t s  as  t he  t ac t i ca l  adv i se r  t o  a l l  fl y i ng  pe rsonne l
o f  t he  un i t  and  i s  r espons ib l e  f o r  t he i r  t ac t i ca l  i n s t r uc t i on .

d .  He ass igns  miss ions  and g ives  or  p rescr ibes  such in -
s t ruc t ions  as  are  necessary  to  insure  the  sa t is fac tory  comple t ion  o f  ever7
mission.

e .  He is  respons ib le  tha t  the  proper  l ia ison is  conductec l
with other Arms and Services snd that effect ive cooperat ion is maintained
with the other ~nits of the command.

f .  He  i s  r espons ib l e  t ha t  t he  Comm~de r  i s  con t i n~ l y  ad -
v ised as  to  the  s ta tus  o f  the  Tra in ing  Schedu le  as  out l ined in  Tra in iDg
Di rec t ives .  In  th is  connect ion  he shou ld  main ta in  proper  char ts  showing
the percentage of complet ion of the Training Schedule.
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g.  He i ,  i l l  ver i fy  the  qua l ifica t ions  o f  nmol ly  ass igned
fly ing personne l  to  determine the i r  p rofic iency  and ab i l i t ies  as  shown
by records, and reconL~.end assigrment and training.

h .  He wi l l  ma in ta in  an adequate  Bu l le t in  Board  whereon a l l
a va i l ab l e  t ac t i ca l  i n f o rma t i on  o f  i n t e res t  t o  t he  un i t  pe r sonne l  i s  pos ted .

i .  He  w i l l  ma in ta i n  a  fi l e  con ta i n i ng  ope ra t i ons  i ns t r uc -
t ions  cover ing  a l l  ava i lab le  i r~ format ion  per ta in ing  to  the  opera t ions  and
fl y i n g  o f  a i r c r a f t .  T b ~ s  fi l e  m u s t  b e  b r o u g h t  t o  t h e  a t t e n t i o n  o f  a l l
fly ing  personne l  and in i t ia led  by  them af te r  be ing read.

j .  He  i s  r espons ib l e  f o r  t he  p rope r  t r a i n i ng  o f  su f fic i en t
enl isted personnel in operat ions procedure and in the proper preparat ion
of  the  prescr ibed repor ts  and records  to  insure  the  e ffic ien t  opera t ion  o f
h is  sec t ion  under  a l l  poss ib le  cond i t ions .

k .  He wi l l  ma in ta in  c lose contac t  w i th  the  Opera t ions  Officer
in units above and below his and should confer with them frequent ly,  regard-
ins  the  fu ture  miss ions  to  be ass igned to  h is  un i t ,  in  o rder  tha t  he  ms~ be
assured that his personnel are properly prepared.

I .  He  w i l l  i s sue  such  o rde rs ,  r e l a t i ve  t o  ope ra t i ons  r o t t e r s ,
as rosy be directed by the Commander.

m. He is  respons ib le  fo r  the  fo l lowing rout ine  mat ters :

H e  w i l l  c o n f e r  w i t h  t h e  U n i t  C o ~ e r  r e l a t i v e  t o
the work  and miss ions o f  the  un i t  and wi l l  then
prepare the necessary flight and training schedule
there for.

He wi l l  insure  tha t  a l l  m iss ions  are  executed a t
the t ime scheduled and that the personnel are
properly prepared to perform the mission assigned.
He wi l l  requ i re  a  repor t  f rom the personne l
thereon after the complet ion of each mission.

He wi l l  check  and s ign  log  books o f  p i lo ts  in  h is
spec ific  un i t  and is  respons ib le  fo r  compl iance
w i t h  OAA ,  ~  and  Navy  r egu la t i ons .

He  w i l l  en te r  t he  fly i ng  t ime  o f  fl y i ng  pe r sonne l
in  h is  spec ific  un i t  on  such char ts  as  ma~ be
per t inent .

(5) He wi l l  de termine the  requ i rements  and ava i lab i l i t y
o f  a i r c r a f t .

He wi l l  keep operat ional records such as forced
landings, crashes, per iodic s~mmarlee of total  hours
flown by  h is  un i t ,  and to ta l  hours  flown on var ious
types of missions.
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n .  He  w i l l  ma in ta i n  a  fi l e  o f  a l l  d i r ec t i ves  and  ope ra t i on -
a l  o rders  f rom h igher  author i ty  and wi l l  be  respons ib le  tha t  the  subord inate
un i ts  main ta in  records  o f  fly ing  and ground t ra in ing .

o . He will keep an operations map.

p .  He wi l l  de termine weather  cond i t ions  in  areas in  wh ich
un i t  i s  conduct ing  aer ia l  opera t ions .

I i .  Du t i es  o f  t he  Eng inee r i r ~ ,  O f fice r.  a .  Keep  t he  Ope ra t i ons
Officer  adv ised as  to  s ta tus  o f  a i rp lanes.

-

b.  Recommend their  adaptabi l i ty and condit ion for performing
missions.

~ o n  t h e  l i n e .

c . In charge of hangar.

d . Supervision of work of al l  mechanics and crew chiefs

e. See that airplanes are complying with OAA inspect ion and
safe ty  regu la t ions .

f .  The dut ies of the Engineering Officer ms~y be summarized
as fu l l  knowledge o f  ava i lab i l i t y,  opera t ing  cond i t ions ,  range and s ta tus  o f
airplanes.

12.  Dut ies  o f  the  F l igh t  Commander.  a .  The F l igh t  Comr~nder  is
d i r ec t l y  r espons ib l e  f o r  t he  i ndoc t r i na t i on ,  d i s c i p l i ne ,  and  t r a i n i ng  o f  a l l
o fficers  ass igned to  h is  fl igh t ,  and the  care  and main tenance o f  a l l  equ ip-
s e n t  a s s ~ e d  t o  t h e  fl i g h t .

items:
b . The Fl ight Commander is responsible for the fol lowing

That  each p i lo t  and observer  w i th in  h is  fl igh t  com-
p l i es  w i t h  a l l  t r a i n i ng  r equ i r emen ts  as  se t  f o r t h
by  h igher  author i ty  and tha t  a  progress ive  p lan  o f
t ra in ing  is  employed a t  a l l  t imes.

He shal l  be thoroughly acquainted with each pi lot
and observer  o f  h is  fl igh t ,  knowing the  qua l ifica-
t i ons ,  l im i t a t i ons  and  ab i l i t y,  as  we l l  as  az~
persona l  p rob lems that  may a f fec t  the  p i lo t ' s
p rofic i ency.

(3) He is responsible for the maintenance, inspect ion
and  reco rds  o f  a l l  a i r p l anes  w i t h i n  h i s  fl i gh t .

I f  separated from his Squadron, he is responsible
for housing and messing and al l  other needs of his
officers and men.
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(5) He  sha l l  keep  ~wr i t t en  r eco rd  o f  t he  t r a i n i ng
(a i r  and ground)  o f  h is  fl igh t  and a~y char ts  as
ca l led  fo r  by  h igher  author i ty.

He wi l l  s tudy  the  defic ienc ies  in  techn ique,
ab i l i t y,  and  t r a i n i ng  o f  h i s  p i l o t s  and  wo rk
toward a  h igher  s tandsrd  o f  p rofic iency  a t  a l l
t imes .  He  i s  r espons ib l e  f o r  t r a i n i ng  bo th
a i r  and ground except  ins t ruc t ions  d i rec t ly
handled by higher authori ty.

He  w i l l  t a ke  s t eps  t o  see  t ha t  a l l  new  p i l o t s  r e -
por t ing  to  h is  fl igh t  a re  acqua in ted w i th  Squadron
rules and customs and flying regulat ions.

(8) He wi l l  s ign  a l l  c learances fo r  c ross-count ry
fl i gh t s  f o r  members  o f  h i s  fl i gh t .

~. I S .  D u t i e s  o f  t h e  I n t e l l i g e n c e  O f fi c e r.  a .  I n t i m a t e  c o o p e r a -
t i o n  b e t w e e n  t h e  I n t e l l i g e n c e  O f fi c e r  ( S - 2 )  a n d  t h e  P l a n s  a n d  Tr ~
Officer  (S-S)  is  essent ia l .  P lans fo r  t ra in ing  and opera t ions  depend for
their  success upon rel iable information provided by a good intel l igence
system. S-2 must know what S-S wants, and S-S must have free access to
the in format ion  obta ined by  S-2 .  The ~ .ecut ive  Officer  o f  each un i t  w i l l
coo rd i na te  S -2  w i t h  S -S .  Spec i fic  du t i es  o f  t he  I n t e l l i gence  O ffice r
insofar  ~  they  are  per t inent  to  CAP inc l~ le :

(1) P rov i d i r ~  confiden t i a l  i n f o rma t i on  f o r  t he  Un i t
Compiler as requested by him.

Ma in tenance  o f  con tac t  and  exc~  o f  i n f o rma t i on
wi th  in te l l igence sec t ions  o f  subord inate ,  h igher,
and neighboring ~mits.

 va l~ t ion  and in terpre ta t ion  o f  in format ion  o l>-
rained to determine i ts probable ~ccuracy, s i~-
nificance, and importance. (Coc ~£nat ion wit~~
a l l  s t a f f  sec t i ons . )

D i s t r i bu t i on  o f  m i l i t a r y  i n t e l l i gence  t o  t he
Oo~ander, interested staff  sect ions aucl,  when
appropriate, to higher,  subordinate and neigh~oring
~u~ts.

(5) Determtnat ion  o f  the  need for  mi l i ta~maps and
s ~ ;  r e c o m m e n ~ t i o n s  a s  t o  t h e ~ w n e r a l  c h a r a c t e r
of such ~pe as are to be produced; .supervision of
mp r~preduct ion  and d is t r ibu t ion .  (Coord inat ion
w i t h  a l l  s t a f f  sec t i ons . )

(6) Coo rd i na t i on  o f  r eques t s  f o r  ae r i a l  pho to~ l~
and  de te r~na t i on  o f  t he i r  d i s t r i bu t i on .
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(7) P l a n n i n g  f o r  a n d  s u p e r v i s i o n  o f  i n t e l l i g e n c e  t r a i n -
i n g  w i t h i n  t h e  u n i t .  ( C o o r d i n a t i o n  w i t h  S - 3 . )

(8) H a n d l i n g  p u b l i c i t y .  ( S e c u r e s  p u b l i c  u n d e r s t a n d i n g
o f  the  work  and  pu rpose  o f  the  GAP. )

(9) S u p e r v i s i o n  o f  t h e  p r e p a r a t i o n  a n d  u s e  o f  c o d e s
and  c iphers .

( i 0 ) R e s p o n s i b i l i t y  f o r  t h e  s a f e g u a r d i n g  o f  c l a s s i fi e d
i n f o r m a t i o n .

( I I ) S e c u r i n g  a l l  i n f o r m a t i o n  n e c e s s s a ' y  t o  c a r r y  o u t
t r a i n i n g  a n d  o p e r a t i o n  m i s s i o n s .  ( C o o r d i n a t i o n  w i t h

(12) R e c e p t i o n  o f  v i s i t o r s  a t  a l l  h e a d q u a r t e r s ,  u n l e s s
t h i s  f u n c t i o n  i s  o t h e r w i s e  d e l e g a t e d .

(13) S u p e r v i s i o n  o f  e s c o r t i n g  o f  v i s i t o r s .

b .  I n t e r r o g a t i o n :  W h e n  a  m i s s i o n  i s  c o m p l e t e d ,  t h e  I n t e l l i g e n c e
O f fi c e r  q u e s t i o n s  t h e  e n t i r e  c r e w  o n  w h a t  t h e y  s a w.  T h i s  i ~ o r m a t i o n  i s  p o s t e d
o n  a  s i t u a t i o n  m a p .  W h e n  m i l i t a r y  m i s s i o n s  a r e  b e i n g  fl o w n ,  t h e  I n t e l l i g e n c e
O f fi c e r  w i l l  k e e p  i n  c o n t a c t  w i t h  t h e  I n t e l l i g e n c e  O f fi c e r  o f  t h e  m i l i t a r y  t ~ i t
a n d  t r a n s m i t  t o  h i m  t h e  i n f o r m a t i o n  t h a t  i s  l e a r n e d  a b o u t  a n y  h o s t i l e  m o v e m e n t s ,
p o s i t i o n s ,  e t c .

c .  C  o u n t e r - I n t e l l i ~ e n c e :  ~ n e  I n t e l l i g e n c e  O f fi c e r  i s  r e s p o n s -
i b l e  f o r  t h e  e l i m i n a t i o n  o f ,  a n d  b a n d  l i n g  o f ,  m e m b e r s  o f  t h e  u n i t  s u s p e c t e d
o f  d i s a f f e c t i o n ,  d i s l o y a l t y ,  a n d  s u b v e r s i v e  a c t i v i t i e s .

1 4 .  D ~ t i e s  o f . t h e  S u p p l 2  O f fi c e r  -  S - 4 .  a .  T h e  S u p p l y  O f fi c e r  i s
c h a r g e d  w i t h  t h e  p r e p a r a t i o n  o f  p o l i c i e s  f o r ,  a n d  t h e  e x e c u t i o n  o f  a r r a n g e -
m e n t s  f o r ,  s t ~ o p l y,  t r a n s p o r t a t i o n ,  s a d  o t h e r  a d m i n i s t r a t i v e  m a t t e r s  r e l a t e d
t h e r e t o .  H e  a d v i s e s  t h e  C o m m a n d e r  o n  t h e s e  m a t t e r s ,  a n d  i s  f u r t h e r  r e s l 0 o n s -
i b l e  f o r  t h o s e  d e t a i l s  o f  a d m i n i s t r a t i v e  p l a n  w h i c h p e r t a i n  t o  s t ~ o p l y a n d
t r a n s p o r t a t i o n ,  t h e  p r e p a r a t i o n  o f  t h e  n e c e s s a r y  o r d e r s  a n d  t h e  s u p e r v i s i o n
o f  t h e i r  e x e c u t i o n .  ( T h e  C A P  o r g a n i z a t i o n  t a b l e  c a l l s  f o r  a  T r a n s p o r t a t i o n
O f fi c e r  w h o s e  d u t i e s  a r e  s e t  o u t  b e l o w .  I n  c a s e  a  T r a u s p o r t a t i o n O f fi c e r  i s
n o t  a p p o i n t e d  i n  a u n i t ,  h i s  d u t i e s  w i l l  b e  a s s u m e d  b y  t h e  S u p p l y  O f fi c e r . )

b .  T h e  s p e c i fi c  d u t i e s  o f  t h e  S ~ p l y  O f fi c e r  m ~ y  i n c l ~ l e  t h e
p l a n n i n g  f o r ,  a n d  s u p e r v i s i o n  o f ,  a c t i v i t i e s  c o n c e r n i n g :

P r o c u r e m e n t ,  s t o r a g e  a n d  d i s t r i b u t i o n  o f  a l l  s u p p l i e s ,
i n c l t ~ l i n g a i r p l a n e s ,  e x c e u t  t h o s e  a l l o t t e d  t o  t h e
T r a n s p o r t a t i o n  O f fi c e r .  ~ O o o r d i n a t i o n  w i t h  S - 3  f o r
p r i o r i t y  o f  a l l o c a t i o n  o f  s u p p l i e s . )

(2) Loc~ t ion  o f  s twpp lyandma in tenauce  es tab l i shmen ts .

(3) M a i n t e n a n c e  o f  e q u i p m e n t .  ( C o o r d i n a t i o n  w i t h  S - 3
f o r  p r i o r i t i e s . )
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( 4 )  S a l v a g e .

(5) P r o p e r t y  r e s p o n s i b i l i t y .

(6) F u n d s  a n d  p r i o r i t y  o f  e x p e n d i t u r e .

(7) Recommendations as to new types of equipment. (Co-
o r d i n a t i o n  w i t h  S - 3 . )

P r o c u r e m e n t  o f  r e a l  e s t a t e ,  s h e l t e r ,  a n d  f a c i l i t i e s ,
i n c l u d i n g  t h e i r  l e a s i n g ,  r e p a i r ,  m a i n t e n a n c e ,
d i s p o s i t i o n .

(9) A c q u i s i t i o n  a n d  i m p r o v e m e n t  o f  a i r p l a n e  b a s e s .

1 5 .  D u t i e s  o f  t h e  C o m m u n i c a t i o n s  O f fi c e r .  a .  T h e  C o m m u n i c a t i o n s
O f fi c e r  i s  a d v i s e r  t o  t h e  C o ~ z m n d e r  a n d  S t a f f  o n  a l l  m a t t e r s  C o n c e r n i n g  c o m -
m u n i c a t i o n s .  H i s  s p e c i fi c  d u t i e s  i n c l u d e :

P r e p a r a t i o n  o f  t r a i n i n g  p r o g r a m s  i n  c o m m u n i c a t i o n s  f o r
h i s  u n i t  a n d  s u b o r d i n a t e  u n i t s  a c c o r d i n g  t o . g e n e r a l
p o l i c i e s  l a i d  d o w a b y  C o m m a n d i n g  O f fi c e r .  ( C o o r d i n a t i o n
w i t h  S - 3 . )

(2) Organ iza t ion  and  superv i s ion  o f  commun ica t ion  schoo ls .
( C o o r d i n a t i o n  w i t h  S - 3 . )

(3) P r e p a r a t i o n  o f  r o u t i n e  a n d  o p e r a t i o n a l  o r d e r s  r e l a t i n g
t o  c o m m u n i c a t i o n s .  ( C o o r d i n a t i o n  w i t h  S t a f f . )

P r e p a r a t i o n ,  p u b l i c a t i o n ,  s t o r a g e ,  a c c o u n t i n g  f o r  a n d
d i s t r i b u t i o n  o f  c o d e s  a n d  c i p h e r s .  ( C o o r d i n a t i o n  w i t h
S-2 .)

De te rm ina t ion  o f  requ i remen ts ,  p rocu remen t ,  s to rage
and  d i s t r i bu t i on  o f  commun ica t ion  equ ipmen t  and  sup-
p l i e s .  ( C o o r d i n a t i o n  w i t h  S - 4 . )

(6) Procurement  and  opera t ion  o f  co~n tm ica t ion  ma in tenance
a n d  r e p a i r  f a c i l i t i e s .  ( C o o r d i n a t i o n  w i t h  S - 4 . )

Te c h n i c a l  i n s p e c t i o n  o f  c o ~ m m i c a t i o n  e q u i p m e n t  w i t h -
i n  l i m i t s  p r e s c r i b e d  b y  t h e  C o m m a n d e r,  a n d  t e c h n i c a l
superv i s ion  o f  commmica t ion  opera t ions  o f  t he  command ,
i n c l u d i n g  c o o r d i n a t i o n  o f  t h e  e m p l o y m e n t  a n d  o f  t h e
t r a i n i n g  o f  c o m m u n i c a t i o n  a g e n c i e s  o f  s u b o r d i n a t e  u n i t s .
( C o o r d i n a t i o n  w i t h  S - B  o n  g e n e r a l  t r a i n i n g  p r o g r a m  a n d
f o r  g e n e r a l  o p e r a t i o n a l  m a t t e r s . )

S u p e r v i s i o n  o f  t h e  i n s t a l l a t i o n ,  m a i n t e n a n c e ,  a n d
o p e r a t i o n  o f  t h e  c o m m u n i c a t i o n  s y s t e m ,  i n c l u d i n g  t h e
m e s s s g e  c e n t e r  o f  t h e  u n i t .
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b .  Respons ib i l i t y  f o r  s t r i c t  comp l i ance  t ha t  a l l  r ad i o  com-
municat ions are within the prescr ibed war regulat ions of both Armed Forces
and Federal Comsnmications Comm4ssion.

c .  He  w i l l  keep  a  comp le te  fi l e  on  a l l  FCC d i r ec t i ves  pe r -
t inent to communicat ions operat ion in the Squadron.

16 .  Du t i es  o f  t he  Transpo r t a t i on  O ffice r.  a .  The  Transpo r t a t i on
O ffice r  w i l l  be  i n  cha rge  o f  a l l  g round  t r anspo r t a t i on  ma t t e r s ,  and  i n  r e l a -
t ion  there to  per form a l l  o f  the  dut ies  tha t  wou ld  o therwise be the  respons i -
b i l i t y  o f  t he  S~pp l y  O f fice r  (S -4 ) .  He  w i l l  wo rk  i n  t he  c l oses t  coope ra t i on
w i t h  S -4 .  Spec i fica l l y,  t he  du t i es  o f  t he  Transpo r t a t i on  O ffice r  w i l l  i n -
clude:

Procurement, storage, end maintenance of all means
of ground transportat ion, vehicular and otherwise,
r equ i r ed  f o r  t he  use  o f  h i s  un i t .

(2) Transportat ion of personnel and suppl ies by land and
water.

Tra ffic  cont ro l  inc lud ing a  map and route  des ignat ions
for road movements. Convoy rules.

(4) Recommendations to the Commandimg Officer on all
mat ters  re la t ing  to  ground t ranspor ta t ion .

(5) Construct ion and maintenance of roads, trai ls,  aud docks.

(6) Organ iza t ion  and t ra in ing  o f  the  t ranspor ta t ion  sec t ion
o f  h i s  un i t  ~  supe rv i s i on  o f  t ha t  o f  subo rd i na te  un i t s .

(7) He wi l l  see tha t  h is  dr ivers  have l i censes.

17.  D~t leq  o f  the  Personne l  and Medica l  Officer.  The Medica l  and
Personne l  Officer  is  respons ib le  fo r  the  menta l  and phys ica l  fi tness  o f  h is
un i t ,  and  f o r  keep ing  t he  pe r sonne l  r eco rds .  Spec i fica l l y,  h i s  du t i es  i n -
c lyde opera t ion ,  in  accordance wi th  approved po l ic ies ,  o f  ac t iv i t ies  o f  head-
quarters pertainiz~g to:

a .  C l a s s i fi c a t i o n  o f  a l l  i n d i v i d u a l s  J o i n i n g  t h e  u n i t ,  t h e i r
subsequent assi~nme~t,  reclassificat ion, reassignment,  their  promotion, t rans-
fer,  re t i rement ,  and d ischarge.

b . Procurement and replacement of personnel.

c . Leaves of absence and furloughs.

d. Recreat ion an~ wel~are an~ al l  other morale matters not
spec ifica l ly  charged to  o ther  agenc ies .

personnel°
e . Report  to Gommanding Officer on discipl ine and att i tude of



Tra i n i~  D i r ec t i ve  No .  20

f . C losest  coord inat ion  th ro~hout  w i th  the  Ad ju tant .  (S-1 . )

g. When desired, personnel matters may be separated fr~n
medica l  by  the  appo in tment  o f  an  ass is tant  ad ju tant ,  who is  usua l ly  ca l led
the "Un i t  Personne l  Officer" .

18 .  Dut ies  o f  the  Photoeranh i¢  Officer.  The Photograph ic  Officer
is  respons ib le  fo r  the  t ra in ing  and ass ig~ment  o f  du t ies  o f  the  personne l  in
the Photogra~c Sect ion .  Whi le  cameras are  not  permi t ted  in  p lanes or  on
many  a i r po r t s ,  t he  en t tms iasm and  t r a i n i ~  i n  pho to~  shou ld  be  ca r r i ed
on with the view that the unit  may be requested at some t ime to perform aerial
photograph ic  miss ions .  I t  i s  des i rab le  to  enro l l  amateur  photographers  in
th is  sec t ion .

19 .  Du t i es  o f  t he  Depu t y  S t~ f f  O f fice r.  The  Depu t y  S ta f f  O f fice r
is  the  ass is tant  to  the  Squadron Sta f f  Officer  in  the  sec t ion  to  wh ich  he is
ass i gned .  He  sheu ld  be  ass i gned ,  f r om  a  fl i gh t  w i t h  pa r t i cu l a r  ab i l i t y  f o r
the dut ies in the sect ion to which assigned. When so desired by the Commander,
he nmy a t tend Sta f f  Meet ings  in  the  absence o f  the  Sect ion  Sta f f  Officer.
Normal ly Deputy Staff  Officers are assigned duty only in the Squadron.

20.  Dut ie~ o f  the  F l igh t  Deputy.  The Y l igh t  Deputy  is  nex t  in  com-
mand to  the  F l igh t  Leader  in  h is  F l igh t .  He leads the  F l~ht  in  the  absence
o f  t he  Y l i ~h t  Leade r.  He  ass i s t s  t he  F l i gh t  Leade r  i n  a l l  F l i gh t  du t i es .


