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Encl: (1) Station Duty Officer/Duty Clerk for the Month of August 2020

1. Purpose. To assign personnel as the Staff Duty Officer (SDO) and Duty 
Clerk per reference (a), and to assign personnel to execute command colors 
per reference (b).

2. Cancellation. ASBul 1601 of 30 Jul 19.

3. Background

a. Officers, staff noncommissioned officers, and noncommissioned
officers listed in the enclosure are assigned as the SDO and Duty Clerk on
the dates indicated.

b. SDOs assigned herein who become unavailable shall notify the Station 
Adjutant. If such an absence is of an emergency nature, personnel assigned as 
the supernumeraries will be utilized.

c.  SDOs will be guided in the performance of duty by the instructions 
contained in reference (a) and other instructions that may be issued at time 
of posting. The seasonal Marine Corps combat utility uniform will be the 
uniform of the day for duty personnel.

4. Action

a. Station Duty Officer

(1) On weekdays, the SDOs must report to the Station Executive
Officer (XO) in building 601 at 0730 for posting unless otherwise directed.

(2) For weekend and holiday duties, SDOs must report to the Station 
XO in building 601 at 0730 on the last workday to confirm their duty 
assignment and to receive any special instructions.

(3) The SDO is responsible for ensuring the timely and proper 
execution of morning and evening colors. The SDO is required to inspect the 
Colors detail prior to the sounding of the five minute warning.

(4) SDOs will ensure that all devices for conducting Colors are 
present and working properly and will operate the music for Colors.
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(5) Over weekends and holidays, oncoming and off going SDOs will 
conduct an informal post and relief at 0730.

b. Supernumeraries

(1) The supernumerary must provide a recall phone number to be
retained at the duty desk. This number will not be posted on this Bulletin.
It will be kept as an emergency contact number in the case of emergencies. 

(2) The supernumerary will only be used in case of a bona fide
emergency. If a replacement is required prior to the day of duty it is the 
responsibility of the duty and their section to furnish a replacement and 
notify the Adjutant immediately.

5. Reserve Applicability. This Bulletin is applicable to Headquarters and 
Headquarters Squadron, Marine Corps Air Station Beaufort. 

  J. D. BIRD
By direction
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