DEPARTMENT OF THE NAVY
JOINT BASE PEARL HARBOR-HICKAM
850 TICONDEROGA ST STE 100

PEARL HARBOR Hi 96860-5102 JBPHHINST 1080.1
JBOO

26 Mar 12

JOINT BASE PEARL HARBOR-HICKAM INSTRUCTION 1080.1
From: Commander, Joint Base Pearl Harbor-Hickam

Subj: JOINT BASE PEARL HARBOR-HICKAM PERSONNEL MUSTER

INSTRUCTION
Ref: {(a) U.S. Navy Regulations, Art. 0808, Para. 4
Encl: (1) Divisional Muster Report

(2) Command Muster Report

1. Purpose. To establish procedures for accurately mustering and
accounting for Joint Base Pearl Harbor-Hickam (JBPHH) Navy
personnel.

2. Scope. Reference (a) requires daily muster reporting of
command military personnel. This instruction applies to all
military personnel assigned Permanent Change of Station (PCS),
Temporary Additional Duty (TAD), Temporary Duty (TEMDU), and
Limited Duty (LIMDU) to JBPHH. The procedures described herein are

intended to accomplish this objective with minimal administrative
workload. ‘

3. Delegation of Authority

a. The Joint Base Commander’s representative for military
muster is the Administrative Officer (AO).

b. Departmental Mustering Petty Officer’s are responsible for
mustering their personnel each work day utilizing enclosure (1).

4, Action

a. Departmental Mustering Petty Officers:

(1) All Departmental Mustering Petty Officers shall submit
a digitally signed muster report to the admin office each work day
prior to 0900 after muster report is signed by department head.

(2) Departmental Mustering Petty Officers shall maintain a
signed muster report personally signed by their respective

Department Heads each day.

b. Leading Chief Petty Officers (LCPO):

(1) Shall visibly ensure all personnel under their
cognizance are present and accounted for, and submit muster report
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to the Department Head for review and signature. Immediate action

shall be initiated to verify the locations of unauthorized absent
personnel .

c. Department Heads:

(1) Shall confirm that their personnel are all present and
accounted for.

(2) Shall check the gains and losses tracker provided by
Joint Base Admin, to ensure there are no discrepancies with regards
to prospective gains or losses. Any discrepancies should be
reported to the admin office LCPO, or AO via email and/or phone.

NOTE: E-mails or phone calls that do not receive
verification or feedback are not considered

positive communication.

d. Joint Base Admin Officer

(1) Shall ensure a list of all personnel who are potential

gains and losses to JBPHH each week is provided to the CSO and all
department heads.

(2) Shall ensure all departmental muster reports are
received prior to 0900 each normal work day.

(3) Shall notify the Joint Basge Commander, Chief Staff
Officer, and Command Master Chief when a military member is an
unauthorized absentee via the quickest means.
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Distribution:

JBPHH Department Heads

Electronic via,
https://g2.cnic.navy.mil/tscnrh/JOINTBASEPEARLHARBOR-
HICKAMHI /JBPHH%20Instructions/Forms/Instructions.aspx
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