DEPARTMENT OF THE NAVY
UNITED STATES NAVAL ACADEMY
COMMANDANT OF MIDSHIPMEN
ANNAPOLIS MARYLAND 21402-5100
COMDTMIDNINST 1310.1B
25 Aug 2003

COMDTMIDN INSTRUCTION 1310.1B

From: Commandant of Midshipmen, U.S5. Haval Academy

Subj: APFLICATION RAND ASSUMPTION OF DUTIES FOR OFFICER REFRESENTATIVES OF
EXTRACURRICULAR ACTIVITIES (ECAS)

Ref: (&) COMDTMIDNINST 4653.1F (Movement Orders and Excusal Tist)
(b} Commandant of Midshipmen memo Ser 1531 of 24 Aug %9

Bncl: {1} OGfficer Representative Application Form
{2} Cfficer Representative Turnover Form

1. Purpose. To issue data concerning the application and selection
procedures and responsibllities for Officer Representatives of extracurricular
activities.

2. Cancellation., COMDTMIDNINST 1310.1A.

3. Information. B&An Officer Representative for each extracurricular activity
iz approved annually by the Commandant of Midshipmen. The Officer
Hepresentative is & commissioned or noncommissioned ocfficer who assists. the
Operations Officer and the Commandant of Midshipmen in the financial
administration, organization, and cperation of each activity. Serving in the
capacity of Officer Representative provides an excellent opportunity to
associate with midshipmen ocutside the gcademie, athleties, and professional
environmsnt.

4, Action

a, MNominations will be based on the recommendations of the previous
Dfficer Representative and will be forwarded by the Midshipmen Activities
Officer to the Commandant of Midshipmen for approwval.

b. BApplipation for the position of Officer Representative of an
extracurricular activity must be forwarded to the Midshipmen Activities
Officer, Yard Mail Stop 334, Bancroft Hall Boom 3007 using snclosure (1).

c. All applicants will be notified of their selection/non-selscticon. The
currant listing of all Officer Representatives is held by the Midshipmen
Aotivities Officer and can be sccessed on tha U. 5. Naval Academy (USHA)
wehpage.

d. Incumbent Officer Representatives ars required to notify ths
Midshipmen Rotivities ©fficer in writing of their intentiens to relinguish
their duties as Qfficer Representatives and provide their reason(s) why they
intend to relinguish their duties (i.e. PCS, lack of interest, etc).

e. Offirer Representatives who resign should coerdinate with the
midshipmen in the appropriate activity to neominate a replacement and complete
enclosure (2).
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5. Officer Representative Duties and Responsibilities include.

a,. Maintenance of Naval Academy standards of conduct and appearance of
the midshipmen.

b: Financial management and asccountability of equipment purchased through
the Midshipmen Welfare Fund. The responsibilities will be exercised
throughout the midshipmen organization as defined by the ECA constitution and
by-laws., The Dfficer Representative may delegate certain authority within the
midshipmen organization, but is not relieved of the financial management and
the sgquipment acecountasbility responsibilitiss by any such delegation of
anthority. Officer Representatives will ensure that no approval is given for
the expenditure of funds exceseding the amounts allgeated to the activity's
dccount and that no approval is given for purposes eother than those aunthorized
by the Midshipmen Welfare Fund Bosrd. Reguests for an avgmentation of funds
or rzallocation of approved funds will bhe submitted in writing to the
Operaticns Qfficer via the Midshipmen Welfare Fund (MWFE) Managerzx.

c. Supervise enforcement and compliance with Maval Academy rules,
regulations, and guidelines. To ensure ECA regulations are issued to
midshipmen members, the 0Officer Representative will personally sxplain the
regulations governing ECARs at the first gensral meeting.

d. Ensurs reports applicable to the activity are propercly prepared and
submitted in time to reach the Commandant of Midshipmen prior to the due datsa.

equipment with a value of 550 or mors or that which is considered highly
pilferable. The Officer Representative will be responsible for taking
necessary initial jeint inventories with each new president, ensuring custody
records are prepared and properly maintained for all egquipment, and providing
sccountability and adeguate security for equipment. The Officer Repre-
sentative will establish a sign-in/sign-out procedurs if eguipment is kept in
ECA space,

e. Supervise the establishment of custody récords for all the activity's

f. Signing all activity movement orders end ensures ensure a commissioned
or non-commissicned officer is assigned to serve as an escort officer 1f the
Officer Representative is unable to go opn the movement order. For all
movement orders, the Officer Representative will ensure the midshipmen are
inspected in their approved travel uniferm prior te departure from the Naval
Academy. Additionally, the Officer Representative or the sscort officer must
call the Officer-af-the-W atch (DOW) (x32701) prior to departure and relay the
following information:

- movement order number

- pams of the group

- inspection complete

- any Unauthorized Abssnces (UA's)
- departure tims

Upon completion of the movement order and arrival back at the Naval Rcademy,
the Dfficer Representative or the escort officer shall call the QOW and relay
the following information:

- movement order number
- name of the group
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= return time
- any incidents/problems

g. Act as the Commandant's representative while the group iz away from
the MWaval Academy. Responsibilities while away from USHNA include:

(1) Safety of perscnnel and egquipment.
(2} Maintenance of good order and USHE standards of decorum.

(3) Taking gn—scene action in emergencies to protect life and property
gnd making reports to proper autheority.

(&) Reporting any discrepancies which may occur during the movement to
the COW.

H. Enasure special requests initiated by midshipmen are processed in a
timely manner. All reguest chits will be individually certified by the
Company Officer or Senior Enlisted, werifying that midshipmen reguesting to go
on movement orders are eligible in aceordance with reference (a), and that the
latest Projected Semester Quality Point Kating (PSQPR) i= indicated on their
clitts,

i. The Officer Representative will review and get approval from the MHF
Manager for all items to be imprinted for distribution (i.e.; t-shirts,
websites, posters..). The Officer Representative will gnsure the items to be
distributed are of good taste; non-sexual in nature and midshipmsn are
represented as the fine upstanding young men and women that they are.

. Ensure the membership roster is kept current in the ECA*** program and
eligibility rules are upheld. Failure to update rosters via ECA *** on.a
monthly basis may result in disestablishment of the ECA.

k. Ensure midshipmen do not devote an excessive amount of time to the
activity to the detriment -of their academic curriculum.

1. BReview all correspondence, speeches, and material for geood taste,
quality and content that would reflect craditably on the author and the Naval
Zcademy prior to any releases, presentations or publication. In addition, the
classification of the materiasl mpst be reviewed. The @fficer Representative
is directly responsible to the Commandant of Midshipmen for a discriminating
review and the demcnstration of goed judgment in editing.

m. Ensure no cbligation is incurred and ne invitation is extended by the
activity without prior written approval from the Commandant of Midshipmen.

n. Responszible for maintenance of high standards of safety and
cleanliness in spaces being used by the ECA. The 0fficer Representative will

perform monthly inspectiens of ECA spaces.




COMDTMIDNINST 1310.1B
25 Aug 2003

o. Adhere to the policy regarding administration of gift funds as stated
in referance (B).

By direction

Distributicn;

£-1

Midn Activities Ofcr (5)

All current Ofcr Reps of active ECAs
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OFFICER REFRESENTATIVE APPLICATION FORM

{Date}

From:
To: Operations Officer
Via: Midshipmen Activities Officer

Subj: APPLICATION FOR EXTRACURRICULAR RCTIVITY OFFICER REPRESENTATIVE

1. I desirs to be considersd for the position of OFficer Representative of
the following extracurricular activity:

2% The fellowing information is prowvided:

Mames/Rank:

Division or Department:

Exi: Yard Mail Stop number:

Home address:

Home number:

Date reported to USHA:

FRD:

Oualifications/Reasons for
interest:

{signature)

BEncl

(13
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OFFICER REPRESENTATIVE TURNOVEER FOEM

From:
Tot Operations COfficer
Via: Midshipmen Activities Officer

Subj: OFFICER BREPRESENTATIVE TURNOVER EFORM

1. I am relinguishing my duties as Officer Representatiwve of the following
extracurricular sctivity:

2. T have completed a thorough turnover and nominate the following Officer
Representative to assome my duties:

Name/Rank:

Division/Rank:

‘Phone number:

(Signature)

Encl

{2}




