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SECRET
DETACHITYT H
2, June 1968
STAYDARD OPERATING PRCCEDURE
H=20-3 This Supersedes H=20-3 deted 21 June 1967

WEFKEY'D AND HOLIDAY
STAFF DUTY OFFICER

I, Purpose: This SOP establishes procedures for maintaining an adequate
and proper Detachment reaction capability on non-working days.

i, Scops: The provisions of this SOP will govern the functions anc
agtablish the responsibilities of the Staff Duty Officer assigned.
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Responsibility: Staff Duty Officers assigned will be responsible for
adherence to the provisions of this S0P,

iVY. Definitions:

staff Duty Officer: The tern Staff Duty Officer as used herein
refers to the individuazl who has the svecific responsiblility for
acting as the focal and/or action point for decisions and

- subseguent actions on off-duty days,

V. Procedures:
Staff Duty Cfficer Assignment:

i.. ‘The Diractor of Supvort shall publish, as far in advance as
srucbical, a schedule of Staff Duty Officer assigmments.
Individuals subject to this duty may arrange arong thimcelves
o exchange periods of duty provided the Director of Support
i3 informad in advance of the change no-later than 1200 of
the last work day. The Director of Support must notify the
Sacurity Office and Signal Center of any changes.

1, Periods of Duty: On Weekends the periods of duty shall be
a3 jollows:

1700 Friday to 1700 Saturday

1700 Saturday to 0800 Monday

SECRET

Approved For Release 2001/08/26 : CIA-RDP33-02415A000600040039-8



Approved For Release 2001/08/26 : CIA-RDP33-02415A000600040039-8

Do

SFCRET

For a one day holiday falling on a Tuesday, “‘ednesday, or
Thursday, the tour of duty shell be from 1700 the day
preceding the holiday until OO0 the mornine followins the
holidey.

For a two day holiday fallinz during the period Tuesday,
t.ednesday, or Thursday, the two tours will corresvond to
the normel weekend tours.

For holidays coupled with a weekend, each tour will be
tuenty-four hours (1700 to 1700) except the tour of the last
duty officer which will last from 1700 of the day preceding
the last non-workday until 0800 of the first workday
immediately following the non-=workday.

The Director of Support shall maintain a Staff Duty Officer

Procedures/log Hook {this book is to be kept in the Signal
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Center when not in use b the Staff Duty Officer). Included
therein will be:

SOP H=20~3, Veekend and Holiday Staff Duty Officer.
SOP He20-4, Persormel Recall to Duty.

SOP H=20=5, Instructions for Cable Prenaration.
Cony of memorandum fi'om Netachment Commander to
Chief, Communications, Subject: Cable Releasing
futhorigation, ) .

Home telephone listing of all Detachment personnel,

Listing of Primary/Alternate non-duty day recall
personnel., . , _

Duty Officer's Log Sheet.,

List of personnel and hostel room assignments.

NOTE: A CCMPLETE SET OF DETACHMENT SOP'S WILL BT MAINTAINED OM FILE IN THE

SIGNAL CENTER .

: D, The Staff Duty Officer's Directorate is responsible for
providing a vehicle for use by the Staff Duty Officer during
his tour of duty, ‘ ’
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E. Speeific Functions of Staff Duty Officer:

o
Lo

‘tl- )

S

The Staff Duty Officer shall be readily available to
the 3ignal Center and the Hangar Security Guard and he
shall keep these individuals informed of his location ,
on the Base, The Staff Nuty Officer rmst remain on the
Base during the tour of duty.

He shall be premred to react to any and all situations
affecting the Detachment by taking action or rendering
decisions not affecting volicy or operations (flying
activity), In the event a policy decision (other than
operational/flying matters) is required the Detaciment
Commander or the Executive Officer will bs contacted if
at all possible prior to action being taken, In the
event an operational (flying activity) decision is
required the Detachment Commander or the Director of
Operations will be contacted if at all possible urior
to action being taken, In either of the foregoing
situations, if neither the Detachment Carmander, the
Executive Officer or Director of Operations (whichever
is appropriate) can be contacted the Staff Nuty Cfficer
will render & decision to the bast of his ability and
will take appropriate action., As soon thereafter as
poesible the Staff Duty Officer will notify either the
Dotachment Cormander, the Fxecutive Officer, or the
Director of Cperations of the action taken,

He shall be prepared to implement the Detachment persomel
rzcall procedure in event of mission alert or other
appropriate reason.

It is the responsibility of the Staff Duty Officer to
check incoming message traffic by 0645 on a non~work day.
The Detachment Commsnder rst be notified of a mission
alert no later than 0700 (See SOP H-20-i,, Personnel
Recall to Duty).

The Staff Duty Officer is to maintain a chronological
record/log (local time and date) of events occuring
during his tour of duty. The approvriate form (Attachment
#1) thereforeiill be a part of the Procedures/Log Rook.

F., Delepation of Authority:
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The Staff Duty Officer will act on behalf of the
Detachment Cormander and is hersby delesated the
authority to take approoriate actions (ircluding
release of cable traffic) in the best interest of
the Froject and the Detachment when neither the

; Detachment Commander, the Fxecutive Officer, nor
the Director of Operationa can be contacted,

G. kecess to Cable Traffie:

The staff Duty Officer will be afforded accesa
to all cable traffic except ST
and speelal code word cables. In the event
imediste action must be taken on above tyve
troffiec the Detachment Commander and any personnel
suthorized access to particular type traffic
invelved will e contacted immediately. The
comnunicator on duty may pass partial information
to the Staff Duty Officer if timing of required
actions is so critical as to preclude awaiting the
arrival of the Detachment Commander or other
a2ppropiiately suthorized personnel.

Distribution:

Conies i - Detachment Cormarnder
pLA E_a/cecu’r.ive Officer _
i-5 .- D/Operations 25X1A
o D/Materiel
-~ I/Support
-2-13 - (/Security

Attachment , i: Staff Duty Officer log
A
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STAFF DUTY OFFICHR 10G

ATTAG 2 0T 1

SUP heiie3y 24 Jun 6o

RECCRD ALL SIGHIFICANT FVRI TS/HAVIENINGS DURITC TOUR IVCLUDTHG THE TIIF. VHER
HESSAGH TRAFFIC IS READ
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