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INTRODUCTION 
 
1.  Chain of Command.  Chief of Naval Operations (CNO); 
Commander, U.S. Atlantic Fleet (COMLANTFLT); Commander, Navy 
Region, Mid-Atlantic (COMNAVREG MIDLANT). 
 
2.  Definitions 
 
    a.  Senior Officer Present Afloat (SOPA).  Commander of any 
force of the operating forces of the Navy in the locality.  
COMLANTFLT will exercise the command functions of SOPA Hampton 
Roads Area.  COMLANTFLT will exercise the functions of the SOPA 
when present.  In COMLANTFLT’s absence, SOPA will be the Senior 
Line Officer of the Navy on active service, eligible for 
command at sea, who is present and with primary duty as 
Commander of any unit or force of the operating forces of the 
Navy in the locality or within an area prescribed by competent 
authority, whether afloat or based ashore.  SOPA Hampton Roads 
exercises command over all forces present afloat through 
subordinate Subarea SOPAs, each of whom has a SOPA Subarea 
(ADMIN) assigned to assist him.  Subarea SOPAs change 
frequently.  A message is promulgated one time a week by SOPA 
(ADMIN) Hampton Roads to identify SOPA and all Subarea SOPAs 
for the respective period.  In the Norfolk Subarea, whenever 
COMSECONDFLT is present in his Flagship, he will assume the 
duties of SOPA, and in his absence, SOPA will be assigned to 
the next senior embarked command.  Subarea SOPA (ADMIN) 
assignments are permanent.  These are listed in paragraph 2e 
below. 
 
    b.  SOPA HAMPTON ROADS AREA.  Geographical area extending 
to inland navigable water areas and naval activities within a 
circle of 50-mile radius centered at Naval Station (NAVSTA), 
Norfolk. 
 
    c.  SOPA (ADMIN) HAMPTON ROADS.  SOPA (ADMIN) Hampton Roads 
is COMNAVREG MIDLANT.  The area of responsibility of SOPA 
(ADMIN) Hampton Roads is defined in paragraph 2b, above. 
 
    d.  SOPA (ADMIN) SUBAREAS  
 
        (1) Little Creek Subarea SOPA (ADMIN) is Commanding 
Officer, Naval Amphibious Base (NAVPHIBASE), Little Creek,  
whose area of responsibility is NAVPHIBASE Little Creek; Naval  
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Air Station (NAS), Oceana; Training Support Center 
(TRASUPPCEN), Hampton Roads, Dam Neck Annex, Virginia Beach, 
VA; NAS Oceana, Fentress Field; and Lynnhaven anchorages. 
 
        (2) Norfolk Subarea SOPA (ADMIN) is Commanding Officer, 
NAVSTA Norfolk; Area of responsibility is NAVSTA Norfolk; NAS 
Oceana, Air Detachment (Chamber’s Field), Norfolk (NAVSTA 
Norfolk); COMLANTFLT Compound; Craney Island, Portsmouth, VA; 
Deperming Crib; Golf Anchorages; and St. Julien’s Creek Annex 
for destructive weather discovery. 
 
        (3) Portsmouth Subarea SOPA (ADMIN) is Commander, 
Norfolk Naval Shipyard (NAVSHIPYD), in Portsmouth VA; Area of 
responsibility is NAVSHIPYD Norfolk; Naval Medical Center 
(NAVMEDCEN), Portsmouth; Naval Support Activity (NAVSUPPACT), 
Norfolk, Northwest Annex; St. Julien’s Creek Annex; and private 
shipyards in the Norfolk and Portsmouth areas. 
 
        (4) Yorktown Subarea SOPA (ADMIN) is Commanding 
Officer, Naval Weapons Station (WPNSTA), Yorktown; Area of 
responsibility is WPNSTA Yorktown, Cheatham Annex, and York 
River anchorages. 
 
        (5) Newport News Subarea (when activated) SOPA (ADMIN) 
is Supervisor of Shipbuilding, Conversion and Repair (SUPSHIP), 
Newport News; Area of responsibility is SUPSHIP Newport News 
and NAVMARCORESCEN Newport News. 
 
3.  Authority.  SOPA (ADMIN) performs his duties under the 
authority of his SOPA.  In carrying-out his duties and 
responsibilities, SOPA (ADMIN) is authorized to deal directly 
with Fleet Units.  Despite the designation of a SOPA (ADMIN), 
the SOPA retains full authority and responsibility as set forth 
in Navy Regulations.  SOPA (ADMIN) supplies continuity of 
procedures, directives, and orders for SOPA as well as for 
units, activities, and commands reporting to SOPA. 
 
4.  Functions.  The functions of COMNAVREG MIDLANT as SOPA 
(ADMIN) Hampton Roads are to: 
 
    a.  Provide logistic support to Fleet Units and other naval 
activities, and to act as SOPA (ADMIN) Hampton Roads. 
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    b.  In order to accomplish this function, COMNAVREG MIDLANT 
exercises authority over various Regional Commanding Officers, 
who are responsible for providing shore support to the Fleet.  
These include: 
 
PORT OPERATIONS  Commanding Officer, NAVSTA Norfolk  

(Program Director, Port Operations  
(PD Port Ops)) 
 

AIR OPERATIONS   Commanding Officer, NAS Oceana (Program 
Director, Air Ops (PD Air Ops)) 
 

PUBLIC SAFETY   Program Director, Public Safety  
(PD PS), COMNAVREG MIDLANT (N3) 

 
REGIONAL ENGINEER Commanding Officer, Naval Facilities 

Engineering Command, Mid-Atlantic 
(NAVFAC MIDLANT) (Program Director, 
Facilities/Regional Engineer (PD 
Facilities or REG ENG)) 

 
INFORMATION TECHNOLOGY Commanding Officer, Naval Computer and  

Telecommunications Area Master Station  
LANT (NCTAMS LANT) (Program Director, 
Information Technology (PD IT))  
 

SUPPORT SERVICES Commanding Officer, Naval Support 
Activity (NAVSUPPACT), Norfolk (Program 
Director, Support Services (PD SS)) 

 
SUPPLY-LOGISTICS  Commanding Officer, Fleet and  

Industrial Supply Center (FISC), 
Norfolk (Program Director, Supply and 
Logistics (PD S&L)) 
 

ORDNANCE    Commanding Officer, Atlantic Ordnance  
Command (LANTORDCOM) (Program Director, 
Ordnance (PD Ordnance)) 

 
    c.  Managed regionally, each service’s responsiveness and 
product is consistent, and each of the above commanding officers 
retains the implicit delegation of COMNAVREG MIDLANT in order to 
set policy and guidelines on his behalf for commands present in 
Hampton Roads. 
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5.  Tasking 
 
    a.  SOPA (ADMIN) Hampton Roads and/or SOPA (ADMIN) Subareas 
will: 
 
        (1) Perform SOPA Administrative duties: 
 
            (a) Prepare and issue local SOPA instructions. 
 
            (b) Maintain a permanent file of SOPA matters. 
 
            (c) Assign military and medical guard. 
 
            (d) Require personnel from forces afloat, when 
necessary, to augment shore personnel in support of the Fleet. 
 
            (e) Provide a shore patrol and beach guard, 
augmented by Fleet personnel, as necessary. 

 
            (f) Assist SOPA with legal matters. 
 
            (g) Provide a convenient U.S. Mail Center. 
 
            (h) Coordinate all liberty and uniform ashore 
matters with SOPA. 
 
        (2) Make representative reports to each new SOPA 
whenever SOPA changes. 
 
        (3) Coordinate services furnished by shore activities 
to Fleet units present (including anchorages and berthing 
assignments). 
 
        (4) Maintain an up-to-date instruction providing for 
Fleet disaster control teams to augment the shore establishment 
disaster control force.  Such emergency duties are not to 
interfere with the primary mission of the Fleet. 
 
        (5) Render assistance, as required, to host ships for 
visits of Foreign Naval Ships. 
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    b.  COMNAVREG MIDLANT as SOPA (ADMIN) Hampton Roads will: 
 
        (1) Maintain effective liaison with appropriate local 
units of the Atlantic Fleet, Army, Air Force, Coast Guard, and 
other Federal agencies, and appropriate local civil officials 
and agencies. 
 
        (2) Coordinate search and rescue assistance as 
directed, utilizing component activities having Search and 
Rescue (SAR) capabilities. 
 
        (3) Be responsible for and coordinate all matters 
affecting perimeter and internal area security in situations 
where both military Sentries and civil service police officers 
or guards are employed on an installation. 
 
        (4) Be responsible for Naval Control of Shipping in the 
Hampton Roads Area. 
 
        (5) Coordinate Navy comment and response to the Army 
Corps of Engineers and the Coast Guard on waterway projects and 
navigation safety issues, such as dredging, anchorage 
relocations, navigational aid changes, construction, etc., 
which may affect naval facilities for operations. 

 
    c.  For additional administrative information, see Subgroup 
5400 of this manual. 
 
6.  Control and Coordination.  The following are the major 
activities in the Hampton Roads Area providing Fleet support.  
Those marked by an asterisk are subordinate to COMNAVREG 
MIDLANT; the others are subject to the area coordination 
authority of COMNAVREG MIDLANT. 
 
  *Naval Air Station, Oceana 
  *Naval Amphibious Base, Little Creek 
  *Naval Station, Norfolk 
  *Naval Support Activity, Norfolk 
  *Naval Support Activity, Norfolk, Northwest Annex 
  *Naval Weapons Station, Yorktown 
  *Navy Information Operations Command, Sugar Grove, WV 
   Atlantic Ordnance Command, Yorktown 
   Defense Finance Accounting Service, Operations  

  Center, Norfolk 
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   Fleet Accounting and Disbursing Center, U.S. Atlantic  
  Fleet 

   Fleet and Industrial Supply Center, Norfolk 
   Fleet Anti-Submarine Warfare Training Center, 

  Atlantic 
   Marine Corps Security Force Battalion, Atlantic 
   Marine Corps Security Force Company, Norfolk 
   Naval Computer and Telecommunications Area Master 

  Station LANT 
   Naval Dental Center, Mid-Atlantic 
   Naval Facilities Engineering Command, Atlantic 
   Naval Facilities Engineering Command, Mid-Atlantic 
   Naval Medical Center, Portsmouth 
   Naval Safety Center, Norfolk 
   Naval Surface Warfare Center, Port Hueneme Det,  

  Dam Neck 
   Norfolk Naval Shipyard, Portsmouth 
   Personnel Support Activity, Norfolk 
   Training Support Center, Hampton Roads, Dam Neck 
 
7.  Manual Organization.  Subject groups in this manual are 
numbered to correspond with Department of the Navy Standard 
Subject Identification Codes (SSIC) (SECNAV M-5210.2). 
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PROPOSED CHANGES TO SOPA MANUAL 
 
 
Submit any proposed changes to this manual in the following 
format: 
 

SAMPLE 
 
           SSIC 
           SER 
           DATE 
 
 
 
From:  _____________________________________ 
       (Activity Title) 
To:    Commander, Navy Region, Mid-Atlantic (N31) 
 
Subj:  PROPOSED CHANGE REQUEST 
 
Ref:   (a) COMNAVREGMIDLANT/SOPA(ADMIN)HRINST 5400.1A 
 
1.  The following is submitted for consideration as a (change/ 
deletion/addition/other) to Subject Group ____________________ 
of reference (a). 
 
 
 
 
        (CO/XO Signature) 
 
 
 
 
 
 
 
 
 
 
 
 
 

SAMPLE 
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APPENDIX A 
 

Mid-Atlantic Regional Operations Center (ROC) 322-2609 
  
Environmental, Navy On-Scene Coordinator (NOSC) 268-6413 
  
Naval Criminal Investigative Service (NCIS)   
  NCIS Field Office 444-7327 
  NCIS Duty Agent Pager 475-2481 
  
  
Commander, Navy Region, Mid-Atlantic  
Chief of Staff 322-2800 
Aide 322-2800 
Admin/Management Services/Security 322-2816 
CACO 322-2817 
Deputy Operations 322-3062 
NCIS Agent 322-3063 
Program Director, Public Safety/Operations 322-2791 
Regional Chaplain 322-2939 
Regional Emergency Manager 322-2859 
Regional Environmental 444-3009 
Regional Fire Chief 322-2798 
Regional Public Affairs 322-2853 
Regional Safety Director 322-2960 
Regional Security Director/ATFP Officer 322-2370 
Regional Staff Judge Advocate 322-2934 
SOPA (Admin) Manual Coordinator 322-2885 
Additional numbers listed at:  http://www.cnrma.navy.mil/  
  
  
Naval Station, Norfolk  
Quarterdeck/Command Duty Officer 322-2365/6/7 
Chambers Field, NAS Oceana Det, Norfolk, Air Traffic 
  Control 

444-7598/2442 

Commanding Officer 322-2302 
Degaussing Facility 444-3862 
Emergencies 444-3333 
Fleet Industrial Supply Center (FISC), Command Duty  
  Officer 

544-2321 
443-1155 (AWH) 

Hazardous Material/Waste Disposal 444-7528 
Mid-Atlantic Regional Maintenance Center (MARMC) 443-2650 
Morale, Welfare and Recreation (MWR) 444-2225/2276 
Naval Facilities Engineering Command, Mid-Atlantic  
  (NAVFAC MIDLANT), Utilities, Ship Support Office 

445-7447 (WH)  
445-6868 (AWH) 

Personnel Support Activity (PERSUPPACT), Duty 
  Officer 

445-5200 
613-1002 (AWH) 
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Personnel Support Activity (PERSUPPACT) - Afloat  
  Division, Duty Officer 

646-7033 

Port Ops Duty Officer, Scheduler 444-1121/2646 
Port Ops, Cranes 444-1158 
Naval Facilities Engineering Command, Mid-Atlantic  
  (NAVFAC MIDLANT), Duty Officer 

445-6868 

Transient Personnel Unit (TPU), CDO/Duty Officer 444-4777 
444-1640 (AWH) 

Additional numbers listed at:  http://www.navstanorva.navy.mil/  
  
  
Navy Amphibious Base, Little Creek  
Quarterdeck/Command Duty Officer 462-7385/6 
Commanding Officer 462-7231 
Emergencies 462-4444 
Morale, Welfare and Recreation, Director 462-7905 
Naval Facilities Engineering Command, Mid-Atlantic 
  (NAVFAC MIDLANT), Utilities, Ship Support Office 

462-4090 (WH)  
445-6868 (AWH) 

Personnel Support Activity (PERSUPPACT), Duty 
  Officer 

462-8063 
462-0215 (AWH) 

Port Services Tower 462-7791 
Additional numbers listed at:  http://www.nablc.navy.mil/  
  
  
Naval Air Station, Oceana  
Quarterdeck/Command Duty Officer 433-2366/7 
Commanding Officer 433-2922 
Emergencies 433-9111 
Morale, Welfare and Recreation, Athletic Department 433-2049 
Personnel Support Activity (PERSUPPACT), Duty 
  Officer 

433-2184/6 

Naval Facilities Engineering Command, Mid-Atlantic 
  (NAVFAC MIDLANT), Trouble Desk 

433-2847 (WH) 
433-2366 (AWH) 

Additional numbers listed at:  http://www.nasoceana.navy.mil/  
  
  
Norfolk Naval Shipyard, Portsmouth, VA  
Quarterdeck/Command Duty Officer 396-3221 

396-8615/16 
Commander 396-9333 
Emergencies 396-3333 
Morale, Welfare and Recreation, Information 396-3835 
Port Operations 396-7366 
Port Services 396-8615 
Naval Facilities Engineering Command, Mid-Atlantic  
  (NAVFAC MIDLANT), Trouble Desk 

396-8142 

Additional numbers listed at:  http://www.nnsy1.navy.mil/  
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Naval Weapons Station, Yorktown  
Quarterdeck/Command Duty Officer 268-5250 
Commanding Officer 887-4141 
Emergencies 887-4911 
Port Operations 887-4375/4359 
Port Services 887-4375 
Morale, Welfare and Recreation, Information 877-4601 
Additional numbers listed at:  http://www.nwsy.navy.mil/  
  
  
Naval Medical Center, Portsmouth  
Quarterdeck/Command Duty Officer 953-5008 
Commanding Officer 953-5106 
Emergencies 953-5555 
Fleet Liaison 953-7524/7540 
Appointments and additional numbers:  
http://www-nmcp.mar.med.navy.mil/dirinfo/phone.asp 

 

  
  
Frequently visited Web sites:  
Fleet and Family Support Center:  http://www.ffscnorva.navy.mil/ 
Fleet Industrial Supply Center:  http://www.nor.fisc.navy.mil/ 
Morale, Welfare and Recreation:  http://www.nsa-norva.navy.mil/mwr/ 
Personnel Support Activity:  http://www.psalant.navy.mil/indexbw.htm 
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APPENDIX B  
 

SOPA ADMIN LITTLE CREEK SUBAREA VA 
 
1.  Regional Supply Office (RSO) 
 
    a.  RSO Oceana 
 
        (1) Mission.  Provide general and aviation support, 
including receiving, storing, issuing, packing, shipping, and 
inventory services to the installation, Fleet and Fleet 
Squadrons, and organizational and intermediate level aircraft 
maintenance operations at various sites in the Norfolk area.  
Provide and operate fuel storage, distribution, and servicing 
facilities. 
 
        (2) Fleet Functional Support 
 
            (a) Procurement. 
 
            (b) Requisition Processing. 
 
            (c) Fuel Services. 
 
            (d) Material Receipt and Delivery. 
 
            (e) Pack-up Support. 
 
            (f) Deployed Aviation Support.  
 
        (3) Points of Contact (POC) 
 

BLDG   DSN/COMM 
 
Regional Supply Officer  730   433-2297 

(757) 433-2297 
 
Assist (RSO)    730   433-2298 

(757) 433-2298 
 
Procurement    730   433-3371 

(757) 433-3371 
 
Requisition Processing  730   433-2971 
         (757) 433-2971 
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Fuel Services    603   433-5102/5777 
         (757) 433-5102 
 
Material Receipt/Delivery 720   433-2394 

(757) 433-2394 
 
Pack-up Support   720   433-2393 

(757) 433-2393 
 
Deployed Aviation Support 513   433-4674/4616 
         (757) 433-4674 
 
Inventory     730   433-2635 
         (757) 433-2635 
 
Duty Supply    730   433-2642 
         (757) 433-2642 
 
        (4) Hours of operation 
 
      DAYS    TIME 
 
Weekdays 
 
Main Supply    M – F   0730-1600 
 
Customer Service   M - F   0700-1600 
 
Procurement    M - F   0730-1600 
 
Fuel      M - F   24 hours 
 
Material Receipt/Delivery M - F   0700-1600 
 
Pack-up Support   M - F   0700-1600 
 
Deployed Aviation Support M - F   24 hours 
 
Inventory     M - F   0730-1600 
 
Duty Section    M - F   24 hours 
 
Evening/Weekends/Holidays 
 
Duty Section (24 Hours)      433-4616 
          (757) 433-4616 
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SOPA ADMIN NORFOLK SUBAREA VA 
 
2.  Regional Supply Office (RSO) 
 
    a.  RSO Norfolk 
 
        (1) Mission.  Provide general and aviation support, 
including receiving, storing, issuing, packing, shipping, and 
inventory services to the installation, Fleet and Fleet 
Squadrons, and organizational and intermediate level aircraft 
maintenance operations at various sites in the Norfolk area.  
Provide and operate fuel storage, distribution, and servicing 
facilities. 
 
        (2) Fleet Functional Support 
 
            (a) Procurement. 
 
            (b) Requisition Processing. 
 
            (c) Fuel Services. 
 
            (d) Material Receipt and Delivery. 
 
            (e) Pack-up Support. 
 
            (f) Aviation Support.  
 
        (3) Points of Contact (POC) 
 
       BLDG  DSN/COMM  
 
Regional Supply Officer   V-53  564-7676/ 
         (757) 444-7676 
 
Deputy (RSO)     V-53  564-7676/ 

       (757) 444-7676 
 
Procurement     LF-18 564-3872/ 
         ext. 1283 

       (757) 444-3872 
 
Requisition Processing   V-53  564-3276/ 
         (757) 444-3276 
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Fuel Services     SP-89 564-8821/ 
         (757) 444-8821 
 
Material Receipt/Delv   IAA  564-3751/ 
         (757) 444-3751 
 
Pack-up Support    SP-89 565-9995/ 
         (757) 445-9995 
 
Deployed Av Supt    SP-312 564-7166/ 
         (757) 444-7166 
 
Inventory      SP-89 565-9811/ 
         (757) 445-9811 
 
Duty Supply      SP-312 564-7770 
         (757) 444-7770 
         Cell 403-6158 
 
        (4) Hours of operation 
 

      DAYS   TIME 
 
Weekdays 
 
Main Supply     M – F  0700-1600 
 
Customer Service    M - F  0700-1600 
 
Procurement     M - F  0700-1600 
 
Fuel       M - F  0700-1600 
 
Mat’l Recp't/Delv    M - F  0700-1600 
 
Pack-up Support    M - F  0700-1600 
 
Deployed Av Supt    M - F  0700-1600 
 
Inventory      M - F  0700-1600 
 
Duty Section     M - F  24 hours 
 
Evening/Weekends/Holidays 
 
Duty Section (24 hours)  
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NAVPHIBASE LITTLE CREEK SITE 
 

BLDG   COMM/DSN 
 
Site Manager    3015   (757) 462-7430/ 

253-7430 
 
Customer Support   3015   (757) 462-7514/ 

253-7514 
 
Minor Plant Property  3015   (757) 462-8934/ 

253-8934 
 
Receiving/Delivery   3090   (757) 462-8706/ 

253-8706 
 

Fuels (Contr Mgr)   3860   (757) 462-7492/ 
253-7492 

 
Fuels (Cor)    3015   (757) 462-7514/ 

253-7514 
 
Fuels (Records)   3015   (757) 462-8938/ 

253-8938 
 
Procurement    3015   (757) 462-7499/ 

253-7499 
 
Shipping     3090   (757) 462-7228/ 

253-7228 
 
Hours of Operation 
 

      TIME   DAYS 
 
Main Supply      0700-1600  M - F 
 
Customer Support    0730-1600  M - F 
 
Receiving/Delivery     0700-1600  M - F 
Fuels      0700-1630  M - F 
 
Procurement      0700-1630  M - F 
 
Shipping       0700-1630  M - F  
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HAZARDOUS SITE 
 

BLDG   COMM/DSN 
 
Site Manager    NH-140  (757) 836-1893/ 
         836-1893 
 
Customer Service   NH-140  (757) 836-1890/ 
         836-1890 
 
Receiving/Warehouse   HM-35  (757) 836-1777/ 
         836-1777 
 
Hours of Operation 
 

      TIME   DAYS 
 
Customer Service    0730-1600  M – F 
 
Receiving/Warehouse    0730-1600  M - F 
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SOPA ADMIN PORTSMOUTH SUBAREA VA 
 
3.  Regional Supply Office (RSO) 
 
    a.  RSO Portsmouth 
 
        (1) Mission.  To provide supply support to the 
Installation Commander and to Program Directors with storefronts 
at the installation. 
 
        (2) Fleet Functional Support (NAVSHIPYD Norfolk) - None. 
 
    b.  FISC Norfolk/FISC Supply Annex NAVSHIPYD Norfolk 
 
        (1) Mission:  See Subgroup 4400.   
 
        (2) Fleet Functional Support (NAVSHIPYD Norfolk) 
 
            (a) The source of supply for ships at NAVSHIPYD 
Norfolk is the FISC Supply Annex, NAVSHIPYD Norfolk.  
FISCNORVAINST 11000.1, Service T Seapower, and Subgroup 4400 of 
this manual provide instructions for requisitioning material and 
services from that activity. 
 
            (b) FISC Supply Annex, NAVSHIPYD Norfolk, 
(established to support NAVSHIPYD Norfolk) is not a general 
stocking activity and is authorized to issue supplies to forces 
afloat only in cases of emergencies, which prevent obtaining the 
material from FISC Norfolk.  Shipboard personnel requiring 
supplies or having supply related problems during normal working 
hours are to call the FISC Norfolk Customer Assistance Branch 
(IPG 1) or Customer Service Center (Bearer Pick-up) (see 
paragraph 4400.1 of this instruction for more details).  The 
FISC Annex main office, Bldg. 1500, 2nd Floor, can also be 
contacted during normal working hours for general assistance and 
guidance; telephone 396-8800. 
 
                1.  Emergency Requirements Outside Normal 
Working Hours.  NAVSHIPYD Norfolk Supply Annex duty section is 
stationed on the 2nd Floor, Bldg. 1500, 396-8893, and is 
available as follows: 
 
                    Monday thru Friday  - 1530 – 2330 
                    Saturdays           - 0800 – 1630 
                    Sunday & Holidays   - 0800 - 1630 
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    Outside of these hours, the Supply Duty Officer may be 
reached through the shipyard Watch Office at 396-8615. 
 
                2.  Delivery of Supplies 
 
                    a.  DDNV Norfolk:  Under normal conditions, 
ships in repair will coordinate pickup/deliveries of 
requisitioned materials with DDNV. 
 
                    b.  Shipyard Annex:  The shipyard annex 
(Code 561.1, 396-3231) will make arrangements with vessels in 
repair to pick-up ship requisitioned material that periodically 
arrives at Bldg. 276. 
 
                    c.  Local Deliveries:  For local deliveries 
of material, contact NAVFAC MIDLANT at 444-7141.  For packaging 
and shipment of material, contact DDNV Norfolk at 444-2512.  
NAVSHIPYD Norfolk (Code 561.4) may provide packing and shipping 
services if workload permits; call 396-7211. 
 
                3.  Personal Property.  See SOPA manual, 
TRANSPORTATION. 
 
                4.  Shipment of Material.  Contact NAVFAC 
MIDLANT at 444-2088 for vehicles. 
 
                5.  Space Ashore, Temporary Storage.  FISC 
Norfolk Supply Annex, NAVSHIPYD Norfolk, provides temporary 
storage, known as courtesy storage, as space is available.  Code 
560 is the point of contact located in Bldg. 276 at 396-3141.  
 
                6.  Technical Assistance.  FISC Norfolk Supply 
Annex, NAVSHIPYYD Norfolk, maintains a complete current 
technical library, and its Technical Branch is staffed with 
qualified technicians.  Technical assistance is available to 
representatives of other activities, ships, etc.  The Technical 
Branch, Code 514, is located in Bldg. 1500, 2nd Floor.  Although 
personal contact is normally more beneficial, ship personnel may 
contact the Technical Division by telephone at 396-8400/8401.  
 
                7.  Materials Returned To Store.  Vessels 
desiring to return material to store must contact the FISC 
Norfolk repairables coordinator, Code 102, at 444-4423.  
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                8.  Clothing 
 
                    a.  Atomic, Biological, and Chemical (ABC) 
WARFARE Protective Clothing.  Submit requisition for ABC 
clothing to the Fleet Service Office, Bldg. W-135, FISC Norfolk. 
 
                    b.  Special Clothing.  Submit requisitions 
for special clothing to the Fleet Service Office, Bldg. W-135, 
FISC Norfolk.   
 
                    c.  Renovation of Special Clothing.  See 
FISCNORVA INST 11000.1.   
 
                    d.  Material and Services Under Open-ended 
Contract.  Obtain the following material and services in 
accordance with FISCNORVAINST 1100.1:  Dry Cleaning; Gases, 
compressed; Ice; Laundry Services; Mattresses, renovated; 
Cleaning Provisions; and Repair of Labor Saving Devices.  
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SOPA ADMIN YORKTOWN SUBAREA VA 
 
4.  Regional Supply Office (RSO) 
 
    a.  RSO Peninsula 
 
        (1) Mission.  Provide supply support to fleet & shore 
customers located at Cheatham Annex (CAX) and WPNSTA Yorktown.  
 
        (2) Fleet Functional Support 
 
            (a) Procurement. 
 
            (b) Requisition Processing. 
 
            (c) Fuel Services. 
 
            (d) Temporary/long term storage space. 
 
            (e) Personal Effects Processing. 
 
        (3) Points of Contact (POC) 
 
       BLDG  DSN 953/COMM 

Regional Supply Officer (CAX)  108  (757) 887-7100 
 
Asst RSO (CAX)     108  (757) 887-7108 
 
Customer Svc (CAX)    Whse 1 (757 )887-7111 
 
Customer Svc (Yorktown)   Shed 8 (757) 887-4644 
 
Duty Section     W143  (757) 443-1155 

FISC Norfolk 
 
        (4) Hours of operation 
 
       DAYS  TIME 

 
Weekdays 
 
All Services     M – F 0700-1630 
 
Evening/Weekends/Holidays:  call FISC Norfolk Duty Section (See 
paragraph 4400.10). 
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APPENDIX C 
 

FACILITY INCIDENT COMMANDERS 
 

Points of Contact 
 

First call should be made to the * number. 
 
 
NAVSTA Norfolk 
 
*Emergency Communications Center    444-3333 
Commanding Officer       322-2302 
CDO          322-2866/7 
 
 
FISC Norfolk 
 
*FISC Duty Officer       322-9044 
Craney Island Fuel Division Director   322-9000(Day) 
Naval Station Fuel Division (0800-1630)   444-3450/2037 
Yorktown Fuel Division      898-3079 
 
 
NAVPHIBASE Little Creek 
 
*Emergency Dispatch       462-4444 
Commanding Officer       462-7231 
CDO          462-7385/6 
Port Services Tower       462-7791 
 
 
NAVSHIPYD Norfolk 
 
*Port Services        396-8615 
Commanding Officer       396-9333 
 
 
WPNSTA Yorktown/Cheatham Annex 
 
*Emergency Dispatch       887-4676 
Commanding Officer       887-4141 
Command Duty Officer      592-5961 
WPNSTA Yorktown Emergency Service calls   887-4900/4289 
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NAVMEDCEN Portsmouth 
 
*Fire Department       953-5443/4 
OOD          953-5008 
Systems Control (24 HRS)      953-0014/0050 
 
 
NAVFAC MIDLANT 
 
*Dispatcher        444-7428 
Emergency Trouble Desk (1530-0700)    445-6868 
Night/Weekend Duty Supervisor     650-4148 
Command Duty Officer      650-4147 
 
 
COMNAVREG MIDLANT Naval On-scene Coordinator (NOSC), N45 
 
Business Hours        322-3064 
24 HR Pager        1-888-958-4322 
 
 
NAS Oceana, Fentress, Dam Neck, Pendleton 
 
Commanding Officer, NAS Oceana    433-2922 
CDO          433-2366/ 

438-3159 
* Emergency Dispatch      433-9111 
 
 
NAVSUPPACT Norfolk, Northwest Annex 
 
Commanding Officer       421-8200 
OIC, NAVSUPPACT Norfolk, NW Annex    421-8200 
CDO          421-8334/5 
* Emergency Dispatch     911(Chesapeake) 
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INDEX  
  
Accidents 1770, 1772, 5102, 

5720 
Admission and Access to Regional Installations 5512, 5520, 5820 
Aerial Photography 5290 
Agent Letters for Base Access 5512 
Aircraft 11320, 13000 
Aircraft Engines; Operation of 13000 
Airline Tickets 4650 
Alcohol and Drugs 3128, 5102, 5353, 

9510  
Amateur Radios 2100 
American Red Cross 1754, 5760 
Ammunition 2710, 3110, 3170, 

4460, 5560, 5820, 
8000, 8010, 8011, 
8020, 8028, 11320 

Animals (Possession of Pets) 10570 
Antiterrorism/Force Protection 2041, 3006, 3170, 

9475 
Armed Forces Disciplinary Control Board  5800 
Automotive 11240 
Azalea Festival 1020, 5720 
  
Bachelor Housing 5300, 5820, 7010, 

11103 
Barges 3170, 4027, 11320 
Base Communications Office (BCO) 2060 
Berthing 3170 
Bilges 5090 
Biological/Chemical Agents 3006, 3400, 9510 
Blowing Tubes 3170 
Booms 3170 
Branch Medical Clinics 6000, 9510, 10570 
Brig and Confinement 1000, 1640 
Brows 3170, 4650 
Building Occupancy 11300 
Bunkering 4027 
Burn Bags 5510 
Buses, School (Navy) 11240 
  
Cafeterias, Messes, and Clubs 1746, 4061, 5353 
Calibration 3141, 9475, 9690 
Call Signs (Hecklar) 2041 
Camels 3170 
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Camera Possession and Use 5290 
Casualty Assistance and Command Responsibilities 1770, 1772, 5360 
Cell Phones 5102 
Ceremonial Cakes, Sale of 4061 
Ceremonies, Honors, and Colors 3110, 4061, 5060 
Chaplains and Religious Ministry 1730 
Circuits 2710 
Civil Authorities 1000, 1630, 1772, 

3006, 5820, 5822 
Clubs, Messes, and Cafeterias 1746, 4061, 5353 
Coast Guard 3000, 3120, 3170, 

5090, 5400, 5800 
Collimation Services 3521 
Colors, Ceremonies, and Honors 3110, 4061, 5060 
Command and Control Net 2041, 2710 
Command Relationships and Organization 5400 
Commercial Transportation Office (CTO) 4650 
Communication Guard 2319 
Communications Security (COMSEC) 2200, 5510 
Community Relations 5720 
COMNAVREG MIDLANT as SOPA (ADMIN) 3128, 5400 
Confinement and Brig 1000, 1630, 1640 
Counseling 1730, 1754 
Counter-Intelligence 5820 
Courier Services/Routes 5130 
Court Continuance Policy 1630, 5822 
Court Liaison Program 1630, 5822 
Courtesies, Traditions, and Customs 5060 
Courtesy Turnover Program 1630, 5822 
Court-Martial 1000, 1630, 5800, 

5820, 5822 
Court-Martial Jurisdiction; Officer Exercising 
  General 

5800 

Craft and Equipment, Securing of 3170 
Cranes, Floating and Mobile 3170, 4650, 11240, 

11320 
Crypto Repair Facilities 2200 
CTO, Commercial Transportation Office 4650 
Customs, Courtesies, and Traditions 5060 
  
Damage Reports:  Naval Vessels, Private Vessels, 
  Waterfront Structures and Personal Property 

3170 

Death 1770, 1772, 5360 
Death, Misconduct, and Line of Duty  
  Investigations 

5814 

Decedent Affairs 1772 
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DECORAMA 5720 
Defense Switched Network (DSN) 2060 
Degaussing and Deperming 3170, 9475, 11320 
Dental Services 6600 
Deperming and Degaussing 3170, 9475, 11320 
Destructive Weather 3006, 3141 
Disable Machinery 3170 
Disaster Preparedness, Response, and Recovery 1772, 3006, 3400, 

5400, 5720 
Distinctions, Salutes, and Honors 5060 
Diving Operations (Inport) 3170, 3522, 6000 
Domestic Violence 5820 
Driver Education 5102 
Driving (Maximum Driving and On-Duty Time) 5102 
Drugs and Alcohol 3128, 5102, 5353, 

9510 
  
Education and Training 1500, 1560, 1754, 

3141, 3523, 5102, 
5353 

Education, Voluntary 1560 
Electronic Field Engineers Service 3523 
EMCON (Communication and Radar Electromagnetic 
  Radiation Control 

3521 

Emergency Communications Center (ECC) 2041, 5090, 10570, 
11320 

Emergency Drills 3170 
Environmental Compliance in the Hampton Roads  
  Area 

5090, 9510 

Environmental Coordinator, Ashore 5090 
Environmental Spills 3006 
Explosive Ordnance Disposal (EOD) 8027 
Explosive Safety Program, Regional 8010, 8020 
Explosive Truck Routes 8028 
Explosive Vehicle Escorts 8028 
Explosives 8000, 8010, 8028 
  
Facilities 11000 
Family Advocacy Program Services 1754 
Family Housing 5560, 5820, 11101 
Family Support Programs 1754 
Feed Water 3170 
Fingerprinting Services 5512 
Fire Lanes 11320 
Fire Protection and Firefighting 5102, 5500, 11320 
Fire Regulations, Waterfront 11320 
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Fire Safety Requirements 11320 
Firearms and Weapons 5820, 8010, 8020 
Firefighting and Fire Protection 5102, 5560, 8028, 

11320 
Firefighting Coordination 11320 
FLAGSHIP, THE (Official Newspaper) 5720 
Fleet and Family Services, Key Functions/Services 1754 
Fleet Landings 3141 
Fleet Liaison Section (Supply) 4400 
Flight Operations 13000 
Food Services 4061, 4491 
Foreign Naval Vessel Port Visits 1630, 3128, 3170, 

7010  
Frequencies 2710, 3521, 13000 
Fuel Deliveries 4027, 11320 
Fueling 3110, 3128, 3170, 

4027, 8020, 11320 
Funeral Honors Support 1770, 5360 
  
Garbage, Trash, and Refuse Service 3120, 3128, 3170, 

9510 
Government Air Transportation 4650 
Grinding and Scraping; Vessel 5090 
Gun Salutes 3128, 5060 
  
Hampton Roads Enterprise Network (HREN) 2060 
Hampton Roads Naval Museum 5720 
Hazardous Material (HAZMAT) Handling 3170, 5090, 9510 
Hazardous Materials Response 11320 
Hazardous Processes 11320 
Headphones, Earphones, or Other Listening  
  Devices; Prohibition of 

5102 

Heavy Equipment 11240 
Hecklar (Call Signs) 2041 
HERO (Hazards of Electromagnetic Radiation) 3521, 8010, 8028 
Holiday Rooms Program 5720 
Honors, Colors, and Ceremonies 3110, 4061, 5060 
Honors, Distinctions, and Salutes 5060 
Host-Tenant Relationships (Intra-Navy) 7050 
Household Goods, Shipment of 4600, 5353 
Housing Welcome Center, Navy 11101 
HREN (Hampton Roads Enterprise Network) 2060 
Hull Inspection Request (Security) 5530 
  
ID and Passes 5512, 5520, 5560 
IFF Test Interrogator and Transponder Usage 35621, 9690 
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Incline Tests 3170 
Infectious Waste Management Program 9510 
Initial Review Officer 1640 
Initial Review Officer (IRO) Program 5800 
  
Land Use 11000 
Landing Stages 3170 
Landline Connectivity 2060 
Leave and Liberty 1000, 4650, 5822 
Line of Duty, Death, and Misconduct  
  Investigations 

5814 

Line-Handling Parties 3170 
Liquid Oxygen 11320 
Liquid Storage Tank Facilities, Shore  
  Installations 

5090 

Logistics Requirement Reports 3170 
LOGREQs, Arrival/Departure 3128, 3170, 3522 
  
Magnetic Silencing Facilities 2710, 9475 
Mail and Postal Affairs 5110 
Mandatory Turn-In of Repairables (MTR) 4400 
Materials Handling 4460 
Media Relations  5720 
Medical Guardship Assignments 6000, 6600 
Medical Issues 1000 
Medical Substance Categories (Controlled/Non- 
  Controlled) 

9510 

Medical Treatment Facilities 6000 
Medical Waste (Regulated) 9510 
Messages, Format and Procedures 2319, 3000, 3128, 

3170, 3521, 3522, 
5060, 5090, 8011, 
13000 

Messes, Clubs and Cafeterias 1746, 4061, 5353 
Military Police and Shore Patrol 1630, 1710, 1772, 

3128, 5400, 5560, 
5820, 5822 

Minesweeper Ranges Checks 9475 
Misconduct, Line of Duty, and Death 
  Investigations 

5814 

Moorings 3170 
Morale, Welfare, and Recreation (MWR) 1710, 7010 
Motor Vehicles 4600, 5102, 11240 
Motorcycles 5102, 5520 
MTR (Mandatory Turn-In of Repairables) 4400 
Museum (Hampton Roads Naval Museum) 5720 
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Naval Criminal Investigative Service (NCIS) 1772, 3128, 5820 
NAVPTO (Navy Passenger Transportation Office) 4650 
Navy Environmental and Preventive Medicine Unit  
  No. 2 

9510 

Navy Passenger Transportation Office (NAVPTO) 4650 
Navy-Marine Corps Relief Society 1754, 5760 
NCIS (Naval Criminal Investigative Service 5820 
Newspaper, Official (THE FLAGSHIP) 5720 
Non-Appropriated Fund (NAF) Personnel Office 5300, 7010 
Nuclear Weapons Accidents/Incidents 3006, 3400 
  
Occupancy of Buildings 11300 
Occupational Safety and Health 5500 
Officer Exercising General Court-Martial  
  Jurisdiction 

5800 

OMBUDSMAN 1754 
Operation DECORAMA 5720 
Ordnance 3170, 4027, 4460, 

8000, 8010, 8011, 
8020, 8028, 11320 

OTSR Program 3141 
  
Paint Removal and Painting (Environmental  
  Compliance) 

5090 

Pallets 3120, 3170 
Parking and Traffic 1630, 3120, 3170, 

5560, 11320 
Parking Lot and Pier Cleanliness 3110, 3120 
Parties; Station or Ship 1710, 3128 
Passports; Official 4650 
Pedestrian Safety 5102 
Personal Effects of Absentees and Deserters 4400 
Personnel that Cannot Get Underway; Ships with 1000 
Pets, Possession of 10570 
Photographic Services 5290 
Physical Security 5500, 5530 
Pier and Parking Lot Cleanliness 3110, 3120 
Pier Sentries 3110, 5560 
Pier SOPA 3110, 3120, 3128, 

3141, 5560, 8028 
Piers 2015, 2060, 2319, 

3110, 3120, 3128, 
3141, 3170, 3521, 
4027, 4460, 5560, 
8020, 8028, 11320, 
13000 
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Pilots and Tugs 2710, 3128, 3141, 
3170, 8010, 11320 

Platforms 3170 
Pollution 4027, 5090, 9510 
Port Services 3141, 3170, 3172, 

3521, 4650, 8011, 
9475, 11320 

Postal Affairs and Mail 5110 
Preventive Maintenance; Transportation Equipment 11240 
Privacy Program – 28 Jun 2007 5211 
Property Management; Real 11000 
Property Seized and Withheld by Security 5530 
Public Affairs 5060, 5720 
Public Safety Mission:  Fire Service, Physical  
  Security Service; Occupational Safety and  
  Health Service 

5500 

  
Quiet Hours 5060 
  
Radar Operating Restrictions and Guidance 3521 
Radio and Television Service 3170 
Radio Communications for Ships 2710 
Railroad Crossings (Vehicles Required to Stop) 5102, 5560 
Real Property Management 11000 
Recompression Chamber Guard 6000 
Refuse, Garbage, and Trash 3120, 3128, 3170, 

9510 
Regional Support Offices (Supply) 3128, 3170, 4400 
Religious Ministry and Chaplains 1730 
Requisitions 4027, 4400, 4491, 

8011 
Rescue 11320 
Retreats 1730 
  
Salutes, Honors, and Distinctions 5060 
Safety Belts 5102 
Sandblasting Operations; Vessel 5090 
Salutes, Honors, and Distinction 5060 
School Buses (Navy) 11240 
Schoolhouses, Formal Navy (Training) 1500 
Scraping or Grinding; Vessel 5090 
Securing of Craft and Equipment 3170 
Security, Physical 5500, 5530 
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Ships  1772, 2060, 2319, 
3000, 3110, 3120, 
3170, 5060, 5090, 
7010, 9475, 11320, 
11340 

Ships Arriving from Foreign Ports 3170, 7010 
Ships Present List 2100 
Ships Requisitions 4491 
Ships; Safety and Control of Welcoming  
  Family/Guests 

5060, 5720 

Shore Patrol and Military Police 1630, 1710, 1772, 
3128, 5560, 5820, 
5822 

Shredder Facility 5510 
Signal Watches, Visual 2015 
Small Boat Operations 3141, 3170 
Smoking 11320 
Sonar 3522 
SOPA 5400, 5560 
SOPA, Pier 3110, 3120, 3128, 

3141, 5560, 8028 
SORTIE 3141 
Space Assignment/Requirements 11000 
Speakers Program, Navy and Marine Corps 5720 
Speeds, Ship 3170 
Spills 3006, 5090 
Stock, General Categories (Materials Handling) 4460 
Stores, Hazardous and Non-Hazardous 4452, 4470 
Subsistence Requisitions 4491 
Super SERVMART 4400 
Super-Chlorination 9510 
Supply Deliveries/Distribution 4452, 4470, 4491 
Supply Support/Regional Support Offices 4400, 4491 
Survivor Benefits 1772 
  
TACAN Testing Capabilities 9690 
Telegrams 3523 
Telephone and Telecommunications Services 2319, 2060 
Traditions, Customs, and Courtesies 5060 
Traffic and Parking 3120, 3170, 5560 
Training and Education 1500, 1560, 1754, 

3141, 3523, 5090, 
5353, 6280 

Training, Formal Navy Schoolhouses 1500 
Training, Local Training Authority Hampton Roads 1500 
Transfer Evolutions 3170 
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Transient Personnel Unit (TRANSITPERSU);  
  Interaction with 

1000 

Transient Personnel, Command Requirements 1000 
Transportation and Travel 4600, 4650, 5353 
Transportation Equipment, Preventative  
  Maintenance 

11240 

Trash, Refuse, and Garbage 3120, 3128, 3170, 
9510 

Travel and Transportation 4600, 4650, 5353 
Tugs and Pilots 2710, 3128, 3141, 

3170, 8010, 11320 
  
Uniforms 1020, 3110 
Urinalysis Program Coordinator Course 5353 
Utilities, Connection/Disconnections 3170, 11300 
Utility Services, Temporary Waterfront 3128, 11300 
  
Vehicle Access and Control Aboard Installations 5520 
Vehicle Decals and Permits 5520 
Vehicle Usage 5560, 11240 
Vehicles, Motor (Navy Owned) 9475, 11240 
Vessels 3170, 3172, 5090 
Veterinary Support Service 4491 
Video Family Gram 5290 
Visitors Pass 5520 
Visual Signal Watches 2015 
Voluntary Education 1560 
  
Waste Disposal Requirements 5090 
Waste, Medical (Regulated) 9510 
Weapons and Firearms 5820, 8010, 8020 
Weather and Weather Services 3141, 3170, 8028 
Weight Testing 3170 
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SUBJECT GROUP 1000-1999 MILITARY PERSONNEL 
 

SUBGROUP 1000 - GENERAL 
 
1000.1  Transient Personnel.  The Transient Personnel Unit 
(TRANSITPERSU), Naval Station, Norfolk, VA, is responsible for 
processing Sailors through administrative, transfer, discipline, 
and medical pipelines for commands that, because of deployed 
status or overseas location, cannot provide appropriate 
facilitation themselves.  Specific guidance and procedures 
regarding transients are detailed in the following paragraphs. 
 
1000.2  Authority to Transfer Personnel to TRANSITPERSU Norfolk 
 
    a.  The Naval Military Personnel Manual (MILPERSMAN) and 
Enlisted Transfer Manual (ENLTRANSMAN) govern procedures for 
transferring service members to TRANSITPERSU. 
 
    b.  Review these manuals and the following paragraphs before 
sending servicemembers to TRANSITPERSU for processing. 
 
    c.  If the servicemembers are not transferred to 
TRANSITPERSU, in accordance with the MILPERSMAN and ENLTRANSMAN, 
or prior arrangements with TRANSITPERSU, and have not been made 
in accordance with the procedures outlined in this chapter, the 
servicemember may be returned to his/her parent command or ISIC 
for processing. 
 
1000.3  Transient Personnel Reporting Procedures 
 
    a.  Officer.  Transient officers reporting to a shore unit 
or to an afloat unit that is in port will report directly to 
that unit.  Officers reporting to deployed submarines will 
report to Submarine Squadron Support Unit, Building CEP-86.  All 
other officers will report to the TRANSITPERSU Assignments 
Office, Bldg. J-50.  This office is open 24 hours per day, 
including holidays.  The TRANSITPERSU Assignments Office will 
instruct officers on check-in procedures.   
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    b.  Enlisted.  All transient enlisted personnel, including 
those reporting for separation processing, will report to 
TRANSITPERSU Assignments Office, Bldg. J-50.  This office is  
open 24 hours per day, including holidays.  The TRANSITPERSU 
Assignments Office will instruct transients on check-in and 
berthing assignment procedures.   
 
    c.  Procedures.  Timely processing of transient personnel 
requires them to report with all records and documentation 
required for their specific situation.  To ensure that  
servicemembers’ transitions are completed as quickly and 
efficiently as possible, the following procedures will be 
followed: 
 
        (1) The Executive, Administrative, Personnel, or Legal 
Officer should normally make calls from Fleet units requesting 
assistance. 
 
        (2) Calls should be made during core working hours  
(0700-1600), whenever possible. 
 
            (a) For Administrative Separation (ADSEP), or post 
court-martial prisoners awarded more than 30 days confinement 
but not awarded a Bad Conduct Discharge (BCD). 
 
            (b) For returned unauthorized absentees, deserters, 
courts-martial, or civil court cases, and post court-martial BCD 
cases, call the Discipline Officer. 
 
            (c) If, during normal working hours, you cannot 
contact the foregoing, contact the TRANSITPERSU Regular 
Transient Officer.  
 
            (d) After normal working hours, contact the 
TRANSITPERSU Command Duty Officer. 
 
        (3) Calls concerning Naval Brig (NAVBRIG), Norfolk, 
confinees (with adjudged sentences of 31 days or more)/personnel 
TAD for courts-martial should be made to the TRANSITPERSU 
Discipline Officer. 
 
        (4) Calls concerning all transient matters after hours 
should be made to the TRANSITPERSU Duty Officer. 
 



                      COMNAVREGMIDLANT/SOPA(ADMIN)HRINST 5400.1A 
                      03 APR 2006 

 

1000-3 

    d.  Requirement.  All personnel sent to TRANSITPERSU, 
whether Temporary Additional Duty (TEMADD) or Temporary Duty 
(TEMDU), must have funded orders, a current separation physical 
with an HIV screening filed in their medical record, SERANDA, 
and full sea bag in their possession.  The transferring activity 
must ensure members are briefed on why they are being 
transferred to TRANSITPERSU and the status of discipline, 
administrative, or separation processing in which the 
servicemember is involved.  Members are not eligible to 
liquidate travel claims while in a TDY status.  If the pay 
account does not accompany the member, the servicing disbursing 
officer is not at liberty to pay the member without proof of the 
member’s projected daily norm. 
 
1000.4  Hurricane/Emergency Underway.  All personnel returning 
from Liberty or Leave during a hurricane dispersal of 
ships/squadrons or other emergency underway conditions should 
report to the command’s ISIC for messing and berthing assignment 
until their units return to Norfolk. 
 
1000.5  Leave Expiration.  All personnel granted emergency leave 
by their units to expire at TRANSITPERSU because their parent 
unit is underway must be instructed that leave extensions, 
except in an emergency, are not normally granted by 
TRANSITPERSU.  Units granting personnel emergency leave while 
outside CONUS must ensure personnel are instructed, in writing, 
to contact the Navy Passenger Transportation Office (NAVPTO), 
Norfolk, upon arrival CONUS to arrange for return transportation 
to their parent command.  
 
1000.6  Transfers.  If the unit’s operational schedule requires 
earlier transfer than directed in the transfer directive, comply 
with ENLTRANSMAN, Chapter 24 (request modification of orders 
from order issuing authority).  Units will not transfer 
personnel to TRANSITPERSU for further transfer or reassignment 
to other CONUS duty station.  This type of transfer wastes 
travel/Per Diem Funds, is detrimental to good morale, 
contributes to overcrowding, and results in needless receipt, 
transfer, and accounting actions. 
 
1000.7  Temporary Additional Duty.  Parent activities are 
responsible for arranging round trip transportation for 
personnel on TEMADD orders from their command.  These personnel 
should not be directed to report to TRANSITPERSU for travel 
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arrangements.  Orders issued must have accounting data and TANGO 
numbers from the parent activity.  If cost orders for TEMADD are  
not issued, and the parent command is underway, TRANSITPERSU has 
no alternative but to hold the servicemember on board while 
requesting TANGO numbers and accounting data from the parent 
activity or ISIC. 
 
1000.8  Separation/Retirement/Fleet Reserve.  Activities sending 
personnel to TRANSITPERSU are to ensure that the following 
requirements are carefully observed.  Failure to observe these 
requirements may cause undue delay in separation processing or 
could result in personnel being returned to the transferring 
activity: 
 
    a.  The unit must be about to deploy with the probability of 
not returning to CONUS before the expiration date of the 
individual’s active, obligated service or the requested date of 
separation/retirement. 
 
    b.  The Type Commander’s (TYCOM) exemption must have been 
granted in accordance with MILPERSMAN 1910-102. 
 
    c.  All requirements of MILPERSMAN 1910-102, 1910-812, and 
3640478, and ENLTRANSMAN, Addendum 1, must have been met. 
 
    d.  The member must have a current separation physical, with 
an HIV screening, in his/her medical record. 
 
    e.  All records must be forwarded with reenlistment 
recommendations. 
 
    f.  The service record must contain transfer evaluations for 
computation of final trait averages. 
 
    g.  Records must reflect no erroneous recommendations for 
reenlistment when the subject’s evaluation marks do not meet the 
minimum requirements of MILPERSMAN Chapter 1910 or the member 
has not met the minimum professional growth criteria in 
accordance with OPNAVINST 1160.5C. 
 
    h.  Enlisted personnel who are entitled to transportation of 
dependents and/or household effects upon separation at 
Government expense must have been provided with individual  
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transfer orders (MILPERSMAN 2640485) upon transfer.  This is 
also applicable to members being transferred for Fleet Reserve 
or Retirement processing. 
 
    i.  All personnel transferring in connection with Fleet 
Reserve must have the complete NAVPERS 1830/2 (Transfer to Fleet 
Reserve Authorization) included in the service record, along 
with copies of the completed NAVCOMPT 2272, in accordance with 
ENLTRANSMAN, Addendum 1. 
 
    j.  All personnel transferring in connection with retirement 
must have the COMNAVMILPERSCOM Retirement Authorization message 
included in their service record, along with copies of the 
completed NAVCOMPT 2272, in accordance with ENLTRANSMAN, 
Addendum 1. 
 
    k.  Service, pay, health (medical and dental) records, and 
personal effects must accompany the member upon transfer, and 
the service record must contain all applicable pages. 
 
    l.  Personnel sent to TRANSITPERSU for separation will, in 
accordance with MILPERSMAN 1910-808, have a separation physical 
completed.  Physicals are good for 6 months.  If a servicemember 
is sent to TRANSITPERSU without a separation physical completed, 
including HIV test, the servicemember will be retained beyond 
their EAOS or retirement date.  Routinely, physicals take at 
least 30 days to schedule. 
 
    m.  Servicemembers arriving at TRANSITPERSU for separation 
will, if the separation package is complete, be separated within 
7 to 10 working days, in accordance with ENLTRANSMAN,  
Addendum (b), unless prior arrangements have been made with 
TRANSITPERSU.  Contact TRANSITPERSU by telephone, naval message; 
or E-Mail (Figure 1000-1). 
 
    n.  Closing of the service record, in accordance with 
ENLTRANSMAN, Addendum 1, will be accomplished by the separation 
activity. 
 
    o.  TRANSITPERSU recognizes that operational requirements 
may occasionally preclude some or all of these requirements 
being met.  On those occasions wherein a command can not comply 
with the procedures listed above (particularly pertaining to 
completed separation physicals), please notify TRANSITPERSU as 
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much in advance of the member’s transfer as possible.  
TRANSITPERSU will then try to set-up necessary appointments on 
behalf of the member before his/her arrival. 
 
1000.9  Transfers to TRANSITPERSU for Administrative Discharge 
Processing 
 
    a.  Personnel who have been processed for an Administrative 
Discharge, in accordance with this instruction and MILPERSMAN, 
Chapter 1910, may not be transferred TEMADD to TRANSITPERSU 
without prior liaison.  TEMDU transfer of administrative 
discharge personnel requires prior approval of both the Bureau 
of Naval Personnel (BUPERS) and TRANSITPERSU, and must comply 
fully with the provisions of MILPERSMAN, Chapter 1910.  The 
NAVOP that authorized Fleet units to send crew members to 
TRANSITPERSU, if units were within 21 days of underway operation 
of 10 days or more, was cancelled.  MILPERSMAN, Chapter 1910-
206, now governs transfer of servicemembers to TRANSITPERSU for 
administrative separation processing.   
 
    b.  Unit-Held Administrative Board or Member-Waived 
Administrative Board.  Commands may send administrative 
separation cases to TRANSITPERSU on cost/TEMADD to await action 
by BUPERS (PERS-832) if the administrative board has been done 
before the ship is underway or deployment, or the servicemember 
has waived his/her administrative board.  In both instances, the 
transferring command must have already submitted the transfer 
package to BUPERS (PERS-832) by message or mail, and the 
following must be completed: 
 
        (1) Command has contacted TRANSITPERSU who has agreed to 
accept the member.  Servicemember must be transferred during 
core working hours (0730-1600) at least 2 working days and not 
more than 5 working days before the unit’s departure. 
 
        (2) Complete copy of administrative discharge 
package/message has been filed in member's service record.  
Member’s service, health, dental, pay records, and transfer 
evaluation must accompany member.  Current separation physical, 
with HIV screening, and drug or alcohol dependency evaluation, 
if applicable, must accompany member. 
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        (3) Command will ensure PERS-832 or PERS-814 (for 
personality disorders) is aware that TRANSITPERSU should be 
included as ACTION or INFO addressee on all messages or as “copy 
to” addressee on all correspondence concerning member’s  
case; including member’s discharge authority.  Parent command 
will immediately readdress any messages to TRANSITPERSU if 
TRANSITPERSU is not an ACTION or INFO addressee. 
 
        (4) If BUPERS directs reprocessing because of 
deficiencies in the ADSEP package, the servicemember may be 
returned to the parent command or its ISIC for reprocessing. 
 
        (5) Member will be transferred to TRANSITPERSU on COST 
TEMADD orders if TEMDU authority from BUPERS (PERS-83) has not 
been received.  Put “AWAITING ADSEP DISCHARGE AUTHORITY” in 
nature of duty block on orders.  If discharge authority has been 
received and ship is deployed, member may be transferred to 
TRANSITPERSU TEMDU for separation.  A copy of the discharge 
authority should be placed on top of left side of service 
record, date time group of BUPERS message should be referred to 
on the TEMDU orders, and nature of duty should read “TEMDU FOR 
ADMINISTRATIVE SEPARATION.” 
 
        (6) In those cases where unit is deployed, the 
commanding officer has authority to authorize separation 
(MILPERSMAN 1910-010), and member is transferred to TRANSITPERSU 
for separation, a copy of the Letter of Notification/Statement 
of Awareness (LON/SOA) indicating that the member does not 
object must be placed on top of the left side of service record.  
In cases of hardship discharge, commanding officer’s approval 
should be placed on top of the left side of service record. 
 
        (7) Figure 1000-2 is a checklist to help units transfer 
to await ADSEP discharge authority. 
 
    c.  Unit Desires to Transfer Members TEMDU to TRANSITPERSU 
for Administrative Board and Processing.  MILPERSMAN 1910-232 
outlines procedures for a command to request BUPERS  
(PERS-83 or 245) transfer a crew member to another command for 
administrative separation processing.  The procedures are: 
 
        (1) Contact the Administrative Discharge Supervisor at 
TRANSITPERSU (Figure 1000-1) to discuss the case. 
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        (2) Make TEMDU request to the BUPERS (PERS-83).  This 
request must identify the ADSEP reason(s) for processing, 
including a brief summary of the circumstances warranting the 
transfer, the identity and concurrence of the command to which 
member is to be transferred, and the name and telephone number 
(if applicable) or point of contact at both parent command and 
gaining command. 
 
        (3) Members must be fully qualified for separation under 
the reason(s) cited prior to requesting transfer and must be 
processed for all reasons for which minimum criteria are met. 
 
        (4) If TEMDU authority is granted, prepare the Standard 
Transfer Order (STO) and comply with provisions of the 
MILPERSMAN and ENLTRANSMAN.  Orders should indicate nature of 
duty as “AWAITING ADMIN DISCHARGE BOARD AND PROCESSING.”   
Figure 1000-3 is a checklist to help units transfer members to 
TRANSITPERSU for an Administrative Board and Processing. 
 
1000.10  Cases Where Personnel May Not Get Underway With Unit 
Due to Medical Reason or Training/Schools Ashore 
 
    a.  Authorization.  Personnel who have medical, dental, or 
physical therapy appointments, or for whom a medical officer 
recommends to not get underway, will be sent to the parent 
command’s ISIC, not TEMADD to TRANSITPERSU. 
 
    b.  Pregnancy Restrictions.  Unless a commanding officer 
determines that servicemember’s pregnancy is endangered onboard 
or the ship is preparing for major deployment, pregnant  
servicemembers cannot be transferred to TRANSITPERSU for further 
assignment before their 20th week of pregnancy.  In such cases, 
the parent command needs TRANSITPERSU approval for transfer.  If 
the required approvals are obtained, transfer the member to 
TRANSITPERSU “TEMDU FFA” with transfer evaluation, all 
personnel, medical, dental, pay records, and copy of the 
availability request (OPNAVINST 6000.1B). 
 
    c.  Other.  Servicemembers will not be transferred to 
TRANSITPERSU for berthing and accounting purposes to attend 
school or go to medical appointments. 
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1000.11  TEMDU Transfer To TRANSITPERSU For Courts-Martial 
 
    a.  TEMDU transfers of servicemembers to TRANSITPERSU for 
courts-martial will be handled on a case-by-case basis, and will 
generally, only be approved for highly unusual circumstances. 
 
    b.  If an operational command desires to transfer a member 
to TRANSITPERSU to conduct the court-martial, contact the 
TRANSITPERSU Discipline Officer (Figure 1000-1) to discuss the 
case.  Figure 1000-4 summarizes the basic information 
TRANSITPERSU needs to make a decision.   
 
    c.  If TRANSITPERSU agrees to take the member TEMDU and 
conduct the courts-martial, TRANSITPERSU will request TEMDU 
authority.  The transferring command will ensure that 
TRANSITPERSU is an INFO addressee on all correspondence/messages 
regarding the member’s case and his/her subsequent transfer to 
TRANSITPERSU. 
 
    d.  If a unit is underway and desires to have TRANSITPERSU 
process a member who has returned from an unauthorized absentee 
or deserter status, the unit may request a Deserter Information 
Point (DIP) Waiver, MILPERSMAN 1600-030.  Ensure TRANSITPERSU is 
an INFO addressee on the message.  If TEMDU authority is 
granted, forward SERANDA, transfer evaluation, STO, and the 
information requested in Figure 1000-3 to Commanding Officer, 
Transient Personnel Unit, 1683 Gilbert St., Norfolk, VA  
23511-2794, by returning ship’s company personnel, if possible, 
or by certified mail.  Notify TRANSITPERSU by priority message 
of the date and method of transfer.  If the records and required 
documents are in the local area, deliver them to the 
TRANSITPERSU Discipline Officer during normal working hours. 
 
1000.12  Cases of Personnel Held By Civil Authorities Where 
Units Desire To Have Them Transferred To TRANSITPERSU TEMDU 
 
    a.  PAYPERSMAN 10375 provides procedures for servicemembers 
held by civil authorities.  Members may not be transferred TEMDU 
to TRANSITPERSU without prior approval of BUPERS and 
TRANSITPERSU. 
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    b.  Contact TRANSITPERSU Discipline Officer (Figure 1000-1) 
to discuss case.  Figure 1000-5 summarizes the information 
TRANSITPERSU needs to know before accepting TEMDU individual who 
is in the hands of civil authorities. 
 
    c.  If the transfer is approved by BUPERS, records, 
accounts, and personal effects of the member held by civil 
authorities should be hand delivered or mailed to the Commanding  
Officer, Transient Personnel Unit, 1683 Gilbert St., Norfolk, VA  
23511-2794.  An entry should be made on a Page 13 of the service 
record as to the exact date, hour, and circumstances of the 
unauthorized absence or arrest - full details of the trial and 
civil convictions, if any, and the present location of the 
individual.  Compliance with PAYPERSMAN 10375 is mandatory.  
Orders and records stating simply “HELD BY CIVIL AUTHORITIES” 
are not sufficient to enable the TRANSITPERSU to promptly 
follow-up and dispose of the case, in accordance with the 
MILPERSMAN. 
 
1000.13  Cases Involving Pending Court-Martial or Civil 
Proceedings - Transfer in Temporary Additional Duty TEMADD 
Status 
 
    a.  In cases where personnel have been referred for trial by 
court-martial by afloat units or are pending civil court, 
personnel may be transferred TEMADD to TRANSITPERSU if the unit 
will be underway on the date the court (martial/civil) is 
scheduled to convene.  Contact TRANSITPERSU Discipline Officer 
(Figure 1000-1) to make arrangements.  All orders must be 
TEMADD/COST with court-martial or civil trial date, and defense 
counsel names indicated on the orders.  Liaison with the Type 
Commander, and Naval Legal Service Office, Mid-Atlantic 
(NAVLEGSVCOFF MIDLANT), will be made prior to transfer of 
personnel awaiting court-martial proceeding.  Transfer will be 
affected during core working hours (0730-1600), at least  
2 working days prior to departure of afloat units.  Full 
compliance with ENLTRANSMAN, Chapter 23, is mandatory.  All 
records, accounts, and personal effects will accompany  
servicemember upon transfer. 
 
    b.  The servicemember who is found innocent at court-martial 
or civil court will be returned to the parent command. 
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    c.  If the case is continued, and the parent command is 
underway, TRANSITPERSU will return the member to the parent 
command unless the continued court date is before the command’s 
return date. 
 
    d.  Other arrangements regarding the disposition of court-
martial cases will be handled on a case-by-case basis, in 
accordance with paragraph 1000.11, above. 
 
    e.  TEMDU transfers of servicemembers awaiting civil court 
will be handled on a case-by-case basis.  Contact the 
TRANSITPERSU Discipline Officer (Figure 1000-1) to discuss the 
case. 
 
    f.  If servicemember is in pretrial confinement, and the 
parent command gets underway, copies of the confinement order 
and magistrate’s letter must be included in the member’s service 
record.  SERANDA will be delivered to Naval Brig (NAVBRIG), 
Norfolk Brig.  Member’s personal effects will also be delivered 
to the Brig.  Member’s parent command or ISIC will be 
responsible for Brig visits while member is in pretrial 
confinement. 
 
    g.  If a servicemember is convicted at court-martial/civil 
court of an offense processable under the provision of 
MILPERSMAN, Chapter 1910, and the parent command is deployed, 
TRANSITPERSU will, if the parent command desires, request TEMDU 
authority from BUPERS (PERS-83), and process the member for 
ADSEP.  If the unit deploys, ensuring the member’s SERANDA has 
been delivered to NAVBRIG Norfolk, if the member is confined 
there, or to TRANSITPERSU, if the member is awaiting civil court 
on charges that could result in ADSEP, will significantly speed 
ADSEP processing should the servicemember be convicted. 
 
    h.  Figure 1000-4 is a checklist for sending members to 
TRANSITPERSU TEMADD for civil or military court. 
 
1000.14  Cases of Personnel Transferred TAD for Confinement.  
Personnel confined at NAVBRIG Norfolk for 30 days or less 
(without discharge pending) are normally sent on NO-COST TEMADD 
confinement orders.  However, if the ship/squadron departs and 
is not scheduled to return to Norfolk prior to the date the 
member is due to be released from confinement, the command will 
deliver member’s pay records with TEMAD/COST orders to 
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TRANSITPERSU, Discipline Officer, Bldg. J-50, NAVSTA Norfolk, 
prior to departure.  TRANSITPERSU will deliver the orders to the 
servicing PERSUPP DET.  This procedure is in accordance with 
MILPERSMAN 1640-050 through 100, and, if followed, will enable 
TRANSITPERSU to pay members any pay due and facilitate the 
member’s expeditious return to the parent command. 
 
1000.15  Personnel Adjudged a Bad Conduct Discharge (BCD).  
Personnel who are adjudged a BCD regardless of whether or not 
they are awarded confinement will be transferred to TRANSITPERSU 
in a TEMDU status.  Member will be transferred with STOs 
(MILPERSMAN 1640-050 through 100), and SERANDA (if not left at 
Brig prior to deployment), as soon as possible after completion 
of court-martial.  Reason for transfer will be “FOR CONFINEMENT 
AND APPELLATE LEAVE PROCESSING,” when confinement is involved, 
and “FOR APPELLATE LEAVE PROCESSING,” when no confinement is 
involved.  For those cases tried at NAVLEGSVCOFF MIDLANT, they 
will normally forward the service record directly to the 
TRANSITPERSU.  Send records certified mail - not registered mail 
- if they have to be mailed.  If the unit is in port, have a 
runner deliver SERANDA to the TRANSITPERSU Discipline Officer 
during core working hours (0700-1600). 
 
1000.16  Personnel Confined in Excess of 30 Days.  Personnel who 
have been adjudged an adjusted sentence of 31 days or more will 
be transferred to TRANSITPERSU in a TEMDU status.  (The adjusted 
sentence is computed by subtracting any pretrial confinement 
credited from the actual sentence or the maximum sentence the 
convening authority has agreed to in any pretrial agreement.)  
Member will be transferred with STOs (MILPERSMAN 1640-050 
through 100), and SERANDA (by certified mail if deployed), as 
soon as possible after completion of court-martial.  Reason for 
transfer will be “FOR CONFINEMENT AND ADMINISTRATIVE 
PROCESSING.”  For those cases tried at NAVLEGSVCOFF MIDLANT, 
they will normally forward the service record directly to 
TRANSITPERSU.  Timely receipt of records expedites the ADSEP 
process. 
 
1000.17  Cases of Personnel Hospitalized on No-Cost Orders.  
Personnel transferred for treatment on no cost TAD orders 
without any records in their possession frequently experience 
financial hardship, which severely hampers their quality of 
life.  When the member’s ship or squadron departs the immediate 
vicinity of the medical facility, ENLTRANSMAN, Chapter 19, 
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directs that the no cost orders be modified to cost orders, and 
records be delivered to the uniformed service medical facility 
where the member is undergoing treatment.  If these procedures 
are followed, it will enable the servicemember to be paid, and 
facilitate his/her return to the parent command. 
 
1000.18  Personnel Transferred for Medical Reasons.  Personnel 
who have been found unfit for sea duty will be directed to check 
out of their command and report to TRANSITPERSU by Naval Medical 
Center (NAVMEDCEN), Portsmouth.  NAVMEDCEN Portsmouth will issue 
Memorandum Orders to the member.  After reporting to 
TRANSITPERSU, and 5 working days from the date of the Memorandum 
Orders, the command must prepare STOs for the member.  Ensure 
that the member is transferred with a detaching Evaluation/ 
Fitness Report. 
 
PLAD for messages:  TRANSITPERSU NORFOLK VA//insert proper 
office code(s)// 
Correct UIC for transients is:  32002 
 
TRANSITPERSU mailing address:  COMMANDING OFFICER 
       TRANSIENT PERSONNEL UNIT 
       {OFFICE CODE} 
       1683 GILBERT STREET 
       NORFOLK VA 23511-2794 
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TRANSIENT PERSONNEL UNIT TELEPHONE GUIDE 
 
 
EXECUTIVE DEPARTMENT   TELEPHONE NUMBER 
 
Commanding Officer    444-4004 
 
Executive Officer    444-4568 
 
Transient Officer    444-4477 
 
Administrative Officer   444-3875 
 
Command Master Chief   444-1640 
 
 
DISCIPLINE DEPARTMENT 
 
Discipline Officer    444-3594 
 
Chief Master at Arms   444-9291 
 
 
ADMINISTRATIVE SEPARATIONS 
 
ADSEP Clerk     444-3915 
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ADMINISTRATIVE DISCHARGE CHECKLIST 
(MEMBER WAIVES ADMIN BOARD) 

 
1.  ______ Prior to deployment or underway period of greater 
than 30 days, contact TRANSITPERSU, ADSEP Division (see figure 
1000-1), 757-444-1340/3915 (DSN prefix 564), message, E-mail or 
INMARSAT, to discuss case. 
 
2.  ______ Ensure member has been issued, and has signed the 
receipt for, the LON. 
 
3.  ______ Ensure member has elected rights and signed the 
SOA.  Note:  If member elects, member cannot sign SOA until 2 
days after receipt of LON.  BUPERS will reject the package and 
require reprocessing. 
 
4.  ______ Ensure that each reason for processing is 
documented. 
 
5.  ______ Ensure that TRANSITPERSU is an INFO addressee on 
all messages sent to BUPERS; and that in all non-message 
correspondence regarding this case BUPERS is notified that the 
member has been transferred to TRANSITPERSU.  This discharge 
authority will be sent to TRANSITPERSU vice the transferring 
unit. 
 
6.  ______ Ensure Drug Dependency/Alcohol Dependency 
Evaluation is completed if the member has had drug or alcohol 
related misconduct. 
 
7.  ______ Make sure transfer evaluation and service record 
pages are complete. 
 
8.  ______ Place a copy of ADSEP Package in members service 
record. 
 
9.  ______ Ensure member has a completed separation physical 
in his/her record (physicals are good for 6 months, and HIV 
tests for 3 months).  If a separation physical cannot be 
completed, state the reason why, and request TRANSITPERSU to 
schedule one. 
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10.  _____ If awaiting discharge authority, prepare 
TEMADD/COST orders to send member to TRANSITPERSU.  When unit 
receives discharge authority and TRANSITPERSU is INFO addressee, 
member may be dropped from EDVR.  If TRANSITPERSU is not INFO 
addressee, readdress message to TRANSITPERSU priority 
precedence.  Place “AWAITING ADMINISTRATIVE AUTHORITY” in nature 
of duty block of TEMADD orders. 
 
11.  _____ If discharge authority is received prior to 
transfer, place a copy of discharge authority message on the 
left side of the service record.  Cite the DTG of message 
granting discharge authority as authority to transfer member 
TEMDU and place “TEMDU FOR ADMINISTRATIVE SEPARATION” in the 
nature of duty block on the orders. 
 
12.  _____ Deliver SERANDA to TRANSITPERSU prior to 
deployment or underway period of greater than 30 days.  If 
necessary to mail SERANDA, send certified mail. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



                      COMNAVREGMIDLANT/SOPA(ADMIN)HRINST 5400.1A 
                      03 APR 2006 

 

Figure 1000-3 

ADMINISTRATIVE DISCHARGE CHECKLIST 
(ADMINISTRATIVE DISCHARGE BOARD REQUESTED BUT NOT HELD) 

 
1.  ______ Contact TRANSITPERSU ADSEP Division (Figure  
1000-1) at 757-444-1340/3915 (DSN prefix 564), by message,  
E-mail, or INMARSAT, to discuss the case. 
 
2.  ______ Make TEMDU request to BUPERS (PERS-83).  As 
directed in MILPERSMAN 1910-232, include the following 
information in this request: 
 
    a.  _____ Reasons for processing. 
 
    b.  _____ Summary of circumstances warranting transfer to 
TRANSITPERSU. 
 
    c.  _____ Identity and concurrence of command to which 
servicemember will be transferred. 
 
    d.  _____ Name and telephone number of POC at both parent 
and gaining command. 
 
3.  ______ Include the following with all cases sent to 
TRANSITPERSU for administrative discharge boards. 
 
    a.  _____ Any investigations to be presented to board. 
 
    b.  _____ Copy of any counseling or warnings given on 
department or division level. 
 
    c.  _____ Documenting evidence and complete copies of mast 
cases. 
 
    d.  _____ Comments of CO, XO, Department Head, Division 
Officer, etc., regarding servicemember’s potential for further 
service. 
 
    e.  _____ Urine Sample Log (drug cases). 
 
    f.  _____ Chain of Custody (drug cases). 
 
    g.  _____ Message from Drug Lab indicating positive 
analysis (drug cases). 
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    h.  _____ Copies of all mast packages. 
 
4.  ______ If local, transfer servicemember prior to 1500,  
3 working days prior to unit’s departure. 
 
5.  ______ Complete the separation physical.  If unable to 
complete the separation physical, state reason, and request 
TRANSITPERSU schedule one. 
 
6.  ______ Make TRANSITPERSU INFO addressee on all messages 
regarding the servicemember. 
 
7.  ______ Prepare STO and other documents required by the 
MILPERSMAN and ENLTRANSMAN, and, if deployed, make TRANSITPERSU 
an INFO addressee on all port call requests made for the member.  
Reference DTG of BUPERS message granting TEMDU authority. 
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CHECK LIST 
TEMDU TRANSFER FOR COURT MARTIAL 

 
1.  ______ Contact TRANSITPERSU Discipline Officer (Figure 
1000-1) at 757-445-6776 or 444-0192 (DSN prefix 564/565), 
message, E-mail, or INMARSAT, to discuss the case: 
 
    a.  _____ Note reason why the command cannot court martial 
the individual. 
 
    b.  _____ Note charges for which member is being referred 
to court martial. 
 
    c.  _____ Note past disciplinary history. 
 
    d.  _____ Note name and location of material witnesses, 
including addresses and phone numbers. 
 
    e.  _____ Provide case number and supervising agent for any 
NCIS investigation relevant to the case. 
 
    f.  _____ List names of defense (civil/military) and trial 
counsels. 
 
    g.  _____ Has member been in pre-trial restriction or 
restraint?  If so, how long, and is member in the brig now? 
 
2.  ______ If TRANSITPERSU agrees to take the case, 
TRANSITPERSU will request TEMDU authority from BUPERS. 
 
3.  ______ If TEMDU authority is granted, ensure that all 
information relevant to the case, including the following, is 
forwarded to TRANSITPERSU by certified mail. 
 
    a.  _____ For drug cases, Drug Lab message, relevant chain 
of custody log pages, etc. 
 
    b.  _____ Statements from supervisors or others that could 
be used by the prosecutor to strengthen the case. 
 
    c.  _____ Any matters in aggravation that could be used by 
the prosecution. 
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     d.  _____ Copies of all court results or previous mast 
packages relevant to the individual. 
 
    e.  _____ Prepare STO and other documents required by the 
MILPERSMAN and ENLTRANSMAN, and, if deployed, make TRANSITPERSU 
an INFO addressee on all port call requests made for member.  
Reference the BUPERS message granting TEMDU authority or 
conversation with TRANSITPERSU contact including their name, and 
place the words "FOR COURT-MARTIAL" in the “reason” blocks on 
the STO. 
 
    f.  _____ Ensure member has a completed separation physical 
in his/her record (physicals are good for 6 months, and HIV 
tests for 3 months).  If a separation physical cannot be 
completed, state the reason and request TRANSITPERSU schedule 
one. 
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CHECKLIST FOR CIVIL OR MILITARY COURT 
(MEMBER CHARGED WITH A SERIOUS OFFENSE AND IN HANDS OF CIVIL 

AUTHORITIES AND UNIT DEPLOYING OR DEPLOYED) 
 
1.  ______ Prior to deployment, contact TRANSITPERSU 
Discipline Officer (Figure 1000-1) at 445-6776 or 444-0192 (DSN 
prefix 564/565), message, email, or INMARSAT, to discuss the 
case.  TRANSITPERSU will need to know the following information: 
 
    a.  _____ Charges against the individual. 
 
    b.  _____ Date, type, and place of court. 
 
    c.  _____ Name of military counsel. 
 
    d.  _____ Name of civilian counsel. 
 
    e.  _____ Location of incarceration, date incarceration 
began, contact name and telephone number at correctional 
institution. 
 
2.  ______ If TRANSITPERSU agrees to take member, request 
TEMDU authority from BUPERS (PERS-83), referencing your 
communication with TRANSITPERSU, including the name and phone 
number of the TRANSITPERSU contact. 
 
3.  ______ Execute a Page 13 entry and place it in the 
member’s record stating the exact date, hour, and circumstances 
of the unauthorized absence or arrest; full details of the trial 
and civil convictions, if any; and any other information deemed 
relevant to the case. 
 
4.  ______ Transfer member to TRANSITPERSU in accordance 
with provision of the MILPERSMAN and ENLTRANSMAN.  The “reason” 
code on the STOs should read "IN THE HANDS OF CIVIL 
AUTHORITIES". 
 
5.  ______ Deliver SERANDA to TRANSITPERSU, if in port.  
Mail SERANDA by certified mail, if deployed.  If member is 
convicted of the offense and the offense requires administrative 
processing, TRANSITPERSU will request TEMDU authority and 
process the individual accordingly. 
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SUBJECT GROUP 1000-1999 MILITARY PERSONNEL 
 

SUBGROUP 1020 - UNIFORMS 
 
1020.1  Uniform Regulations.  See U.S. Navy Uniform Regulations 
(NAVPERS 156651) and COMNAVREGMIDLANT/SOPA(ADMIN)HRINST 1020.3 
for inclusive Fleet and shore establishment uniform information. 
 
1020.2  Uniform Control.  Commander, Navy Region, Mid-Atlantic 
(COMNAVREG MIDLANT) is assigned responsibility for establishing 
and controlling uniform policies for the Hampton Roads Area and 
for prescribing uniforms for the season, day, or special 
occasion which will provide the greatest uniformity of 
appearance.  The Commander may designate geographical Subareas 
and may assign area coordinators or commanding officers the 
delegated authority to prescribe uniforms of the day, which are 
compatible with local climate, mission, and public exposure.  
SOPA in area waters is required, insofar as practicable to 
follow the uniform policy and regulations established by 
COMNAVREG MIDLANT with regard to liberty parties and personnel 
operating ashore. 
 
1020.3  Navy Uniforms.  All military personnel while on board a 
naval shore activity within SOPA (ADMIN) Hampton Roads Area 
shall be in the prescribed uniform of the day (dress or working) 
or appropriate civilian attire.  Commanders, commanding 
officers, and officers-in-charge shall ensure compliance with 
this uniform guidance by personnel under their cognizance.  
Continuous command attention shall be directed to ensure that 
uniforms are properly worn and maintained, thereby enhancing the 
proper image of the military member.  Personnel at all levels 
must ensure that personal appearance and that of their 
subordinates conforms to uniform regulations and grooming 
standards.  Pride in appearance is the mark of a responsible 
military member, officer and enlisted alike, and a prime 
indicator of morale and discipline in a command. 
 
1020.4  Seasonal Uniform Periods 
 
    a.  Summer/Winter Uniform Periods.  Past experience makes it 
desirable to maintain flexibility in commencement of summer/ 
winter uniform periods.  Accordingly, to ensure the most 
comfortable and suitable uniform of the day, weather patterns 
will be closely monitored, and at the appropriate time, SOPA 
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(ADMIN) Hampton Roads will direct the shift to the summer/winter 
uniform.  For planning, it is anticipated the shift to the 
summer uniform will occur between 15 April and 1 May; winter 
uniform, between 15 October and 1 November.  Advance notice will 
be provided; however, all hands should be prepared to shift 
uniforms on 15 April/15 October.  Commands scheduling changes of 
command, retirements, etc., which require advance notification 
to guests, should prescribe the summer uniform for events on or 
after 15 April, and the winter uniform for events on or after  
15 October.   
 
    b.  Azalea Festival and Navy Day Uniform.  The uniform for 
participants at all official events of the Annual Azalea 
Festival and all official Navy Day/Week functions is service 
dress blue/service dress blue jumper. 
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SUBJECT GROUP 1500-1599 TRAINING AND EDUCATION 
 

SUBGROUP 1500 – GENERAL 
 
1500.1  Hampton Roads Offers a Broad Variety of Navy Training 
and Education  
 
    a.  Background.  In order to assist customers in finding 
and accessing training more efficiently, local Navy training 
and education sources can be located through Internet Websites.  
They have been divided into four major categories:  Local 
Training Authority Hampton Roads (LTA HR); Formal Navy 
Schoolhouses (COMLANTFLT and Chief of Naval and Education and 
Training (CNET)); Navy Training Course Databases (Catalog of 
Navy Training Courses (CETARS) and Navy Training Synergy 
Database); and the Navy College Program/Volunteer Education 
Programs.   
 
        (1) Local Training Authority Hampton Roads (LTA HR) 
(www.lta-hr.navy.mil).  Acts as CNET’s agent in identifying, 
certifying, and managing sources of non-traditional and 
exportable training to support Fleet formal training 
requirements.  LTA HR’s mission is to assist the Fleet in 
obtaining regional formal and informal training.  The LTA HR 
Website provides links to local training information, training 
activities, both DoD and commercial, and other useful training 
sites and resources.   
 
        (2) Formal Navy Schoolhouses 
 
            (a) COMLANTFLT Formal Schoolhouses 
 
                1.  Afloat Training Group, Atlantic 
(COMAFLOATRAGRULANT) (www.atg.surfor.navy.mil) - Provides basic 
shipboard training aboard Navy and Coast Guard ships with 
emphasis on team training.  
 
                2.  Expeditionary Warfare Training Group,  
Atlantic (EWTGLANT) - Provides a wide range of training in 
expeditionary and amphibious operations for USMC and USN 
personnel and staffs.  The training focus is on doctrine, 
tactics, and techniques in all aspects of expeditionary 
operations, force deployment planning, and support operations 
to enhance naval force projection.  Training is also available 
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in the areas of:  Military Operations Other Than War, 
Engineering, Seamanship, UNREP, VBSS, Anti-Terrorism/ Force 
Protection, Small Arms Weapons, and Engagement Tactics.   
 
                3.  Fleet Aviation Specialized Operational 
Training Group, Atlantic (FASOTRAGRULANT) 
(www2.clf.navy.mil/commands/comm11319991361.nsf) - Provides 
courses and offers services in the following:  Survival 
Training, Microcomputer, Aviation Maintenance Administration, 
CNAP Flight Instructor, and Media Services. 
 
                4.  Tactical Training Group, Atlantic 
(TACTRAGRULANT) (www.ttgl.navy.mil) - Trains with Commander, 
Second Fleet (COMSECONDFLT) battle group commanders, staffs, 
and ship commands in preparation for deployment. 
 
            (b) CNET Formal Schoolhouses 
 
                1.  Training Support Center Hampton Roads, NAS 
Oceana, Dam Neck Annex, Virginia Beach (TRASUPCEN).  Offers 
courses of instruction including major and minor caliber 
weapons; C4I IT University; Maritime Command and Control 
Systems Operations Specialist “A” School; Operations Specialist 
training; electronic warfare; air control; air intercept 
control; fire control systems; and combat information/combat 
direction center skills, including all data links.  CNET’s 
Electronic Schoolhouse Network (CESN), which offers training 
via video teletraining (VTT), is also located here.  
 
                2.  Training Support Center Hampton Roads 
(www.npdc.navy.mil/TSC_HR).  Major training programs include 
ASW, Engineering, Electronics, Supply, Surface Operations, and 
Instructor Training.  Fleet high-interest training includes  
FF/DC. 
 
                3.  Center for Naval Aviation Technical 
Training (CNATT), Unit Norfolk (www.npoc.navy.mil/CNATT).  
Provides aviation specialized and refresher training to 
maintain and operate air weapons systems supporting H-53/AMCM; 
E-2; and C-2 platforms, AB and AO ratings, and related systems. 
 
                4.  Center for Naval Aviation Technical 
Training (CNATT), Unit Oceana (www.npdc.navy.mil/CNATT).  
Provides both initial and advanced training for the F-14 and 
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FA-18 aircraft weapons and related systems.  It also offers 
both initial and advanced training in operation, maintenance, 
and automatic testing of electronic assemblies and test 
equipment used in IMAs.  
 
                5.  Center for Naval Intelligence (CENNAVINTEL) 
(www.npdc.navy.mil/CENNAVINTEL).  Provides state-of-the-art 
Entry, Intermediate, and Advanced Intelligence Training for the 
Navy, Marine Corps, and other organizations in support of DoD 
requirements. 
 
                6.  Navy Occupational Safety and Health and 
Environmental Training Center (NAVOSHENVTRACEN) 
(www.norva.navy.mil/navosh/).  Offers safety, health, and 
environmental training using formal classrooms, VTT, and 
computer-based delivery. 
 
                7.  Center for Naval Leadership, Little Creek 
(www.npdc.navy.mil/CNL).  Offers training in Navy Leadership, 
CMEO, and Leadership Instructor Training. 
 
                8.  School of Music 
(www.eustis.army.mil/som/armed.htm).  Prepares Navy, U.S. 
Marine Corps, and U.S. Army musicians for a wide variety of 
military parade and performance music. 
 
                9.  Submarine Learning Center, Norfolk 
(www.npdc.navy.mil/SLC/STFNORVA).  Offers courses in submarine 
engineering, combat systems, navigation, supply, and periscope 
photography.  Additional training is provided for the SLC 
rating en route to Integrated Underwater Surveillance Systems 
Facilities.   
 
                10.  Nuclear Planners School.  Provides 
students the knowledge to be able to write Nuclear Controlled 
Work Packages (CWP) used in the maintenance of shipboard 
nuclear systems.  Information for IMANPY School can be obtained 
from NAVSHIPYD Norfolk (Code 105). 
 
                11.  Radiological Control Technician 
Qualification School (RCTQS).  Provides students with the 
knowledge to control Radiological Material.  Information for 
RCTQS can be obtained from NAVSHIPYD Norfolk, Code 105. 
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                12.  NAVAIR Weld School.  Teaches MIG, TIG, and 
Arc-welding for repair and maintenance of aircraft.  
Information for Weld School can be obtained from NAVSHIPYD 
Norfolk, Code 900, Training. 

 
                13.  NCTAMS LANT Non-Traditional Training.  
Offers instructor-led training on the Microsoft Office Suite 
Version 2000, Word, PowerPoint, Excel, Access Intro and 
Advanced, Outlook; Windows 2000, Web design classes in HTML, 
FrontPage, and a Basic UNIX course.  DMS End User training, 
which covers DMS, DMDS, and TURBOPREP is also available.  For 
planning purposes, NCTAMS LANT will teach CMP once it is 
approved by the Navy for use.  To register, visit NCTAMS LANT 
Web site at www.nctamslant.navy.mil, click on training, and 
select the desired course.  
 
            (c) Navy Training Course Databases.  These 
Web=based databases allow the user to search for available 
training using schoolhouse names, course descriptions and 
titles or numbers, NECs, or key words.  
 
                1.  Corporate Enterprise Training Activity 
Resource System (CETARS) (www.cetarsweb.cnet.navy.mil).  The 
CETARS contains information on schools and courses under the 
purview of CNET and other Navy training commands.  CETARS offers 
school and training site locations, course identification 
designators, throughput numbers, and prerequisites.  Courses 
that are obtainable via VTT through CESN are also listed.  A 
password is required to access information at this address and 
can be issued directly to the customer via the CETARS Web site 
application form. 
 
            (d) Navy Training Synergy Database 
(www.namts.com/catalog/database.asp).  Contains a list of both 
formal Navy and commercial training providers (both DoD and 
private vendors).  Search function allows for easy research and 
location of training provider to meet training needs.  A 
password is required to access information at this address and 
can be issued directly to the customer via the Navy Training 
Synergy Database Web site application form. 
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SUBJECT GROUP 1500-1599 TRAINING AND EDUCATION 
 

SUBGROUP 1560 – VOLUNTARY EDUCATION 
 
1560.1  Navy College Program.  The Navy College Program provides 
voluntary off-duty educational opportunities to Navy personnel 
that lead to academic achievement, training readiness, career 
advancement, and improved quality of life.  Through the Navy 
College Program, naval personnel may improve their skills in 
reading, writing, and arithmetic; complete requirements for a 
High School Diploma; or earn an undergraduate or graduate 
degree.  The Navy College Program also provides tuition 
assistance.  Additional information is available at 
www.navycollege.navy.mil.  Five Navy College Offices are located 
in the Hampton Roads Area.  They are: 
 
 
NAVSTA NORFOLK        NAVPHIBASE LITTLE CREEK 
Navy College Office       Navy College Office 
NAVSTA Norfolk        NAVPHIBASE Little Creek 
1680 Gilbert St., Ste. 201     1328 8th St., Bldg. 3005 
Norfolk, VA  23511-2906      Norfolk, VA  23521-2434 
 
 
NAVMEDCEN PORTSMOUTH      TRASUPPCEN DAM NECK 
Navy College Office       Navy College Office 
NAVMEDCEN Portsmouth      TRASUPPCEN Hampton Roads 
1099 Holcomb Rd., Ste. 131     1912 Regulus Ave. 
Portsmouth, VA  23708-5100     Virginia Beach, VA  23461-2098 
 
 
NAS OCEANA 
Navy College Office 
NAS Oceana 
902 E Ave. 
Virginia Beach, VA  23460-2193 
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SUBJECT GROUP 1600-1699 PERFORMANCE AND DISCIPLINE 
 

SUBGROUP 1630 – SHORE PATROL AND MILITARY POLICE 
 
1630.1  Shore Patrol 
 
    a.  Organization and Administration of Shore Patrol.  
COMNAVREG MIDLANT exercises coordination control of all Area 
Shore Patrol Units. 
 
    b.  Area Shore Patrol Units 
 
        (1) Cherry Point, NC - Shore Patrol is under the 
administration and jurisdiction of Commanding General, Marine 
Corps Air Bases Eastern Area, Cherry Point, NC. 
 
        (2) Hampton Roads Area - The Hampton Roads Area, as 
defined in this article, includes the cities of Norfolk, 
Portsmouth, Virginia Beach, Chesapeake, Newport News, Hampton, 
and Yorktown.  The Hampton Area Shore Patrol (HASP) is composed 
of permanently assigned personnel under the command of COMNAVREG 
MIDLANT Program Director for Public Safety (PD PS), located on 
board Naval Station (NAVSTA), Norfolk. 
 
    c.  Shore Patrol Appearance as Witnesses.  Requests for 
Shore Patrol personnel to appear as witnesses at courts-martial 
should, insofar as practicable, be held to a minimum.  All 
requests for Shore Patrol witnesses shall be made to Shore 
Patrol Headquarters, 140 East Street, Norfolk, VA 23510, at 
least 48 hours in advance.  Shore Patrol personnel should be 
scheduled to appear at the place of trial at a time when it is 
anticipated that they will be called to testify, e.g., when it 
is an afternoon session of the court-martial they should not be 
required to be present when the court convenes at 0800.  Counsel 
should be alert to recommend to the court that Shore Patrol 
witnesses be released immediately upon conclusion of their 
testimony when it is known that they will not be recalled to 
testify.  With regard to masts and office hours, written 
statements in lieu of the actual testimony of the witness at the 
hearing should normally be employed.  The apprehension sheet 
prepared by arresting Shore Patrol personnel is considered to 
satisfy any requirement for a written statement.  As a general  
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rule, due to the nature of their duties, Shore Patrol personnel 
are not available for non-judicial punishment proceedings.  The 
Shore Patrol Officer will determine requests for exception to 
this general rule. 
 
    d.  Foreign Ship Visits 
 
        (1) Occasionally the vessels of foreign navies visit the 
Hampton Roads Area; the arrival and departure of these ships 
appear on the Hampton Roads Area Ships Present List.  The name 
of the Host Ship assigned to each foreign ship may be obtained 
by calling COMNAVREG MIDLANT Operations Department during normal 
working hours.  Foreign ships may not provide Shore Patrol 
personnel during their visit.  The responsibility of having 
vehicles available to transport foreign military personnel 
involved in incidents ashore rests with HASP.  For incidents on 
board naval activities, contact the installation CDO, Officer of 
the Day, or the Installation Security Department. 
 
        (2) A team composed of an Officer or Chief Petty 
Officer, and at least two (2) Petty Officers, will be designated 
and be available on the ship during liberty hours should 
assistance be required by HASP for disturbances on installations 
involving foreign naval personnel.  At least one of these 
personnel should be able to act as an interpreter. 
 
1630.2  Personnel Held or Charged with Criminal Offenses by 
Civil Authorities.  Instructions regarding the disposition of 
personnel held or charged by civil law enforcement authorities 
are listed below: 
 
    a.  The HASP maintains a 24-hour Watch at Shore Patrol 
Headquarters, located in downtown Norfolk.  Among other duties, 
HASP receives police reports on the civil arrest of military 
personnel and arranges the return of those personnel to the 
cognizant command under the provisions of the Courtesy Turnover 
(CTO) Program.  When information is received by HASP, the Watch 
will notify the member’s command by telephone, E-Mail, or 
official letter message providing pertinent data, such as 
offense, time and place of trial, etc.  HASP informs parent 
commands of military members involved in any type of accidents/ 
incidents with serious injuries.  HASP provides input to the 
Armed Forces Disciplinary Control Board of civilian  
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establishments that may pose a threat to safety of military 
members while on liberty.  HASP apprehends military personnel in 
UA or Deserter status with the assistance of local law 
enforcement agencies. 
 
    b.  Courtesy Turnover Program (CTO).  The CTO Program is 
beneficial to both the servicemember and the military.  
Countless dollars are saved each year in bonding fees, attorney 
fees, and lost man-hours as a direct result of this program.  
The greatest benefit to the military, however, is the ability 
for the command to maintain readiness because the servicemembers 
are at their duty stations vice in jail awaiting disposition of 
their cases.  The key to the continuation of the CTO Program is 
the degree of cooperation of its beneficiaries, specifically: 
 
        (1) Servicemembers should be cooperative with the police 
while in custody.  Additionally, the Navy’s Standard 
Organization and Regulations (SORM), OPNAVINST 3120.32, Article 
510.6, requires each servicemember to immediately report being 
charged with any civil offense to their Commanding Officer (CO) 
or the Officer of the Deck/Day in the CO’s absence. 
 
        (2) A command responsibility is to take custody of their 
personnel as soon as practical whether the individual is to be 
turned over at the quarterdeck, security gate, or medical 
facility.  This is necessitated due to the volume of CTOs and 
personnel constraints.  The non-availability of Shore Patrol 
units generally requires other military personnel in police 
custody to go to jail rather than be returned for minor 
offenses. 
 
        (3) Commands must refrain from allowing a servicemember 
delivered under the provisions of the CTO program from being 
authorized liberty until at least liberty call the following 
day.  When the servicemember may be under the influence of drugs 
or alcohol, commands must ensure expeditious testing and 
precautions to deter further altercations.  Additionally, police 
officials take a dim view of seeing the offender at the crime 
scene shortly after being returned to their command – a common 
occurrence with some commands. 
 
    c.  Court Liaison Program.  Another important function of 
HASP is the monitoring of the civilian court systems to identify 
servicemembers’ involvement with more serious infractions of the 
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law.  This service benefits the servicemembers and the commands.  
Court Representatives from HASP monitor court activities to 
ensure military members are dealt with in a fair and legal 
manner, as well as provide important information to individuals 
charged.  Court Representatives likewise provide information 
regarding the servicemembers’ cases to cognizant commands for 
action.  Commands should be especially attuned to offenses 
involving drugs, alcohol, and serious felonies, which require 
counseling, administrative, and/or further disciplinary action.  
The success of the Court Liaison Program is again largely 
dependent on the commands.  The following measures are 
absolutely necessary in preventing the servicemember from being 
subjected to civil arrest and a court appearance on a contempt 
citation: 
 
        (1) Servicemembers will notify their chain of command of 
any court appearance in a timely manner, and in all cases prior 
to deployment.  Personnel will appear in court in the prescribed 
uniform of the day, prior to the time required, and will check 
in with the HASP Court Representative. 
 
        (2) Commands will allow the servicemember to appear in 
court and shall provide a responsible command representative to 
accompany the individual to court for other than very minor 
traffic violations.  In the event the command will be away from 
the area during the court date, and a servicemember is charged 
with a serious offense (felony), the individual will be left 
behind in “legal hold status.”  Personnel will be sent TEMADD to 
either the appropriate TRANSITPERSU or to the command’s ISIC.  
The TEMADD orders will include accounting data to defray 
berthing, messing, and transportation expenses.  Military 
members on “bond” must request authorization from the court when 
leaving the Hampton Roads Area. 
 
    d.  Court Continuance Policy 
 
        (1) Shore Patrol sponsored court continuances are a 
courtesy granted by the majority of local judges and are only 
granted for the most minor traffic and misdemeanor offenses.  
They are official command requests from the CO and must be 
signed by the CO directly.  A request for a continuance on a 
summons issued by civil authorities in the cities of Norfolk, 
Portsmouth, Chesapeake, Hampton, and Newport News, only, shall  
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be submitted to HASP Headquarters, 140 East Street, Norfolk, VA 
23510, on official letterhead stationary or message prior to the 
scheduled trial date.  All requests for continuances in traffic 
and criminal divisions of the Virginia Beach General District 
Court for traffic infractions and misdemeanor offenses must be 
made via the Echelon 3 Commander, in accordance with 
COMLANTFLTINST 5800.4, and will be certified by the Echelon 3 
Commander as being an operational necessity.  All requests for 
continuances shall contain the following data: 
 
            (a) Name, rank/rate, and social security number. 
              
            (b) Date of birth. 
 
            (c) Race and sex. 
 
            (d) Offense(s) charged. 
 
            (e) Summons number. 
 
            (f) Arresting officer’s name and badge number. 
 
            (g) Time and date due in court. 
 
            (h) Name and location of court. 
 
            (i) Period of time in which offender can appear. 
 
            (j) Specific justification for request.   
 
        (2) Special attention must be paid to the date the 
offender is available for a court appearance.  Continuance dates 
are generally governed by the arresting officer’s next scheduled 
court date.  A minimum of a 2-week period of availability will 
generally allow the flexibility necessary to set a new court 
date. 
 
        (3) If and when the continuance is granted, the CO shall 
be notified on a prescribed form.  Once a continuance has been 
granted and the individual fails to appear, a capias (or 
warrant) will be issued for their arrest. 
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        (4) Restrictions.  A request for a continuance in the 
case of sickness or other event considered an emergency will be 
considered on a case-by-case basis.  Local operations of Fleet 
units, TAD, inspections, etc., are not considered emergencies.  
Requests for continuances, regardless of class or type of 
offense involved, made by telephone or by personal letter will 
not be accepted by the court.  Civil case, felony, and witnesses 
are not covered by the court continuance policy.  Continuances 
will not normally be entertained in these cases except under 
special circumstances.   
 
        (5) Waivers.  In cases where it is known in advance that 
a ship will be deployed, or that other circumstances will 
prevent the scheduled appearance of the offender, they may 
appear early on a waiver, as indicated below: 
 
            (a) Minor traffic violations (e.g., failure to obey 
lights or signs, no city tags, failure to keep right, improper 
turn, speeding, no operator’s permit, no registration card, or 
failure to yield right of way when an accident is not involved, 
and a plea of guilty is intended) may be, in some cases, prepaid 
or placed on the docket earlier than the scheduled date.  
Contact the applicable traffic court (phone number on lower 
portion of traffic summons) to determine total amount due and 
necessary method of payment.  
         
            (b) More serious traffic violations (e.g., reckless 
driving, driving with a revoked permit, when an accident is 
involved) regardless of the intended plea, must be heard by the 
court, however, it is possible in some cases to move the trial 
up to accommodate shipboard operations. 
         
            (c) If an individual desires an earlier court date, 
they must contact the issuing or arresting officer to make the 
necessary arrangement to have the case placed on the court 
docket early.  The Police Department concerned will provide 
information as to the correct procedure for contacting the 
officer concerned. 
 
        (6) Procedures.  The CO’s representative should stand by 
the accused when they are called before the bar for hearing.  
The CO’s representative cannot act as attorney before the court, 
but may counsel personnel as to aspects of the case to be 
emphasized.  If the accused desires to present a defense or 
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information in extenuation or mitigation but cannot do so 
because they become flustered or incoherent, the CO’s 
representative should inform the judge that the individual does 
have a statement, which should be heard for proper consideration 
of the case, and should respectfully request the judge to 
encourage the individual to testify further.  If the individual 
testifies but inadvertently omits any important matters in 
defense or extenuation or mitigation, the CO’s representative 
may respectfully request permission of the judge to describe 
such omitted facts in order to ensure that the court hears the 
accused’s side of the story.  In serious cases, it is 
recommended that a civilian attorney be retained.  
 
        (7) Method of Payment.  Requests for continuances due to 
lack of funds will not be granted by the court.  Individuals 
awarded fines and/or court costs who do not have sufficient 
funds will be granted a time payment.  Failure to comply with 
the conditions of the time payment will result in additional 
charges being placed against the individual and a possible jail 
sentence.  If the individual has pay due on the books, it is 
usually beneficial to the naval service in the saving of 
manpower to advise the accused that, if desired, the CO’s 
representative will carry a request to the CO in order that 
arrangements can be made to pay to them special money in the 
amount of the fine to expedite their return to the command.  The 
CO may then direct the Disbursing Officer or an authorized 
representative to carry the amount of the fine to the individual 
at the place of confinement, and upon receiving their signature 
on the pay receipt, to pay the fine to effect release and return 
to the command. 
 
        (8) Special Considerations.  In certain cases, 
servicemembers convicted in state or Federal courts are placed 
on probation and returned to naval jurisdiction.  If a CO has 
such a person under their command, and discharge, release from 
active duty, or transfer pursuant to military orders to another 
jurisdiction is imminent, the CO will determine whether or not 
such probationary status will expire subsequent to that person’s 
discharge, release from active duty, or transfer.  If it will, 
the CO shall notify, in writing, the cognizant probation or 
parole officer of the expected date of discharge, release from 
active duty, or transfer prior to effecting the same, and in 
sufficient time to enable the probation or parole officer to act 
on the matter.  Care must be exercised to ensure that the 
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provisions of the Privacy Act are not violated.  Information 
provided to the probation or parole officer shall be limited to 
the fact that discharge, release from active duty, or transfer 
is scheduled for a certain date, and, in case of transfer, may 
include identification of the command to which the servicemember 
is to be transferred.  In situations involving discharge, the 
type or reason for discharge will not be revealed. 
 
    e.  Case Records and Command Notification 
      
        (1) A report on all known court cases involving 
personnel identified as servicemembers is prepared at Shore 
Patrol Headquarters on the same day the servicemember appears in 
court and is mailed to the servicemember’s CO on a Disposition 
of Civil Arrest Form.  In court cases when military personnel 
are confined to civil authorities, the CO shall also be notified 
immediately by the Shore Patrol Court Representative via the 
most expeditious method. 
 
        (2) Approximately 30 percent of servicemembers appearing 
in civilian court do so without notifying the Shore Patrol Court 
Representative.  Accordingly, when commands become aware of 
court proceedings, requests for dispositions or case status 
reports should be addressed to Hampton Area Shore Patrol, 140 
East Street, Norfolk, VA 23510.  Message requests should be 
addressed, NAVPHIBASE LITTLE CREEK VA//N03//. 
 
    f.  Civilian Confinement Visitations.  In an effort to 
provide humanitarian assistance to Navy personnel confined in 
Hampton Roads Area civilian jails, COs shall designate a 
representative to visit confined members of their command as 
soon as it is learned that a member is confined, and afterwards, 
on a periodic basis.  In the event of deployment or other 
operational commitments that preclude such visits, TRANSITPERSU 
Norfolk may be requested to assume cognizance of visitations. 
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SUBJECT GROUP 1600-1699 PERFORMANCE AND DISCIPLINE 
 

SUBGROUP 1640 – CONFINEMENT 
 
1640.1  Confinement at Naval Brig (NAVBRIG), Norfolk, VA 
 
    a.  Pretrial Confinement.  Commanding officers (COs) and 
officers in charge (OICs) will not place personnel under their 
command in confinement awaiting trial unless the circumstances 
clearly indicate that imposition of a lesser degree of 
restraint, or no restraint, will not suffice to ensure presence 
of the individual at trial or prevent serious criminal 
misconduct.  Pretrial confinement shall not be imposed in cases 
in which the command intends to dispose of charges at NJP or 
SCM.  COs and OICs should make the initial pretrial confinement 
decision themselves when at all possible.  Pretrial confinement 
will be held to an absolute minimum by expeditious completion of 
pretrial procedures and the trial itself.  COs and OICs shall 
undertake the following actions within the specified time frames 
from when an accused is placed in pretrial confinement: 
 
        (1) Within 48 hours.  Conduct a review to determine 
whether there is probable cause for the ordered pretrial 
confinement.  If someone other than the CO/OIC ordered the 
confinement, the results of this probable cause review should be 
reduced to writing by the CO/OIC. 
 
        (2) Within 72 hours.  If continued pretrial confinement 
is warranted, prepare a memorandum per Rules for Courts-Martial 
(R.C.M.) 305(h)(2).  In addition to the requirements of R.C.M. 
305(h)(2), the memorandum should document the fact that a 
probable cause review was conducted within 48 hours of the 
accused being placed in pretrial confinement.  Forward the 
memorandum to NAVBRIG Norfolk.   
 
    b.  The Initial Review Officer (IRO), appointed in 
accordance with R.C.M. 305(i)(2) and JAGMAN 0127, will conduct a 
review of pretrial confinement.  NAVBRIG Norfolk shall provide 
clerical and administrative support to the IRO; shall, on behalf 
of the IRO, maintain a copy of the documents considered and 
memorandum prepared under R.C.M. 305(i)(6) in each case until 
completion of appellate review; and shall forward a copy of the 
documents considered and the memorandum prepared to Staff Judge 
Advocate, COMNAVREG MIDLANT. 
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    c.  Within 7 days of the imposition of confinement, an IRO 
shall review both the adequacy of the determination that there 
is probable cause to believe the servicemember has committed an 
offense and the necessity for continued pretrial confinement.  
IRO hearings are conducted periodically throughout the week at 
NAVBRIG Norfolk commencing at 0900.  Although neither the Manual 
for Courts-Martial nor JAGMAN mandate it, each command is 
strongly encouraged to have a command representative present who 
is familiar with the case. 
 
    d.  Per R.C.M. 305(i)(7), any confinee, either personally or 
through counsel, may submit a written request to reconsider the 
decision to approve his/her continued confinement.  This written 
request should be submitted to the IRO who originally reviewed 
the confinement decision and should describe the significant 
information not previously considered.  Copies of this request 
must be submitted to NAVBRIG Norfolk and COMNAVREG MIDLANT.  
Requests that fail to comply with the foregoing requirements may 
be denied or returned for additional information and 
resubmission.  If the original reviewing officer is not 
reasonably available to reconsider the request, then the Staff 
Judge Advocate, COMNAVREG MIDLANT, shall assign another 
reviewing officer. 
 
    e.  Questions regarding the scheduling of hearings may be 
directed to NAVBRIG Norfolk.  Command advice regarding the 
provisions of R.C.M. 305 may be obtained from the applicable 
Force Judge Advocate’s Office or the Trial Service Office (TSO), 
Command Services Department.  Direct contact by the command with 
the IRO is not recommended. 
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SUBJECT GROUP 1700-1799 MORALE AND PERSONAL AFFAIRS 
 

SUBGROUP 1710 – RECREATION AND SOCIAL AFFAIRS 
 
1710.1  Regional Morale Welfare and Recreation (MWR).  To 
provide physical fitness, recreational, food and beverage, and 
child development facilities and programs in an efficient and 
responsive manner for all eligible patrons in the Hampton Roads 
Region.  Operations at the Regional MWR sites benefit 
individuals’ physical, emotional, social, and mental well being, 
thereby increasing satisfaction with military life and 
contributing directly to Fleet readiness and retention.  Hours 
of operation can often be seasonal and change.  Information on 
regional MWR programs can be obtained by calling the phone 
numbers for the respective sites found in Appendix A. 
 
1710.2  Station or Ships' Parties.  To ensure that good order 
and discipline are maintained at station or ships' parties, 
instructions are as follows: 
 
    a.  Regulations.  At parties ashore, at least one officer 
shall be assigned as officer-in-charge (OIC) and supervisor of 
the party.  An officer of the rank of Ensign or above will 
supervise parties consisting of 100 persons or less.  Parties 
consisting of more than 100 persons will be supervised by an 
officer of the rank of Lieutenant (Junior Grade) or above.  An 
officer of the rank of Lieutenant or a Chief Warrant Officer 
will supervise parties consisting of more than 150 persons.  
Petty officers will be assigned to these officers on a basis of 
two petty officers for each 100 persons and one additional petty 
officer for each additional 50 persons, or fraction thereof, in 
attendance at the party.  Petty officers assigned will be of the 
pay grade E-5 or above and be selected as to maturity, good 
conduct, sound judgment, and leadership.  Personnel of 
equivalent grades from other branches of the Armed Forces may be 
assigned.  The uniform of the day shall be worn, as well as 
suitable identification as to their status as shore patrolmen. 
 
    b.  Responsibility.  It will be the responsibility of the 
OIC of the party and his assistants to ensure that good order 
and discipline is maintained to prevent any disturbances or 
disorders. 
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    c.  Procedures.  It is mandatory that HASP be notified, in 
writing, of any ship or station party to be held in the cities 
of Norfolk, Portsmouth, Virginia Beach, Chesapeake, Newport 
News, or Hampton.  This report shall be forwarded to HASP at 
least three working days in advance of the proposed party, 
including the name of the officer responsible for the conduct of 
the party; the expected number of guests; time; and location of 
the party. 
 
    d.  Policing Area.  It is the commanding officer's 
administrative responsibility to provide for adequate 
supervision and policing of all ship or station parties.  Strong 
support shall be rendered by Shore Patrolmen assigned to 
parties, to either civil police or HASP, if incidents occur, 
which require their presence. 
 
1710.3  Holiday Parties.  All commands holding Holiday parties 
for children will arrange to meet parties at naval reservation 
gates and will provide escort until parties depart from naval 
reservations. 
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SUBJECT GROUP 1700-1799 MORALE AND PERSONAL AFFAIRS 
 

SUBGROUP 1730 – CHAPLAINS AND RELIGIOUS MINISTRY (RM) 
 
1730.1  Chaplains and Religious Ministry (RM).  All Navy 
Chaplains/Religious Program Specialists (RP) support the free 
exercise of religion for military, family members, and other 
authorized personnel assigned to the Hampton Roads Area.  
Command support, training and assistance in value of life, 
suicide awareness, core values, spiritual readiness, emergency 
response, pastoral counseling, family readiness, and worship 
support are professional specialties.  Chaplains collaborate 
with other regional and civilian agencies in support of maximum 
pastoral care for all authorized personnel.  Weekly Chapel 
schedules are promulgated to all area ships and stations.  SOPA 
(ADMIN) Sub-Area Duty Chaplains respond to calls for after-
hours emergency pastoral care.  Duty Chaplain Watchbills 
support shore and afloat commands.  Navy chaplains assigned to 
shore and afloat units in the Hampton Roads Area are to be made 
available to stand duty watches in accordance with Commander, 
U.S. Fleet Forces Command (COMUSFLTFORCOM) policy, COMLANTFLT 
N02G message DTG 282027ZJUN01.    
 
    a.  Atlantic Fleet Chaplain.  Fleet and Joint policy, advice 
to staffs and commands.   
 
    b.  Navy Region, Mid-Atlantic, Regional Chaplain – Bldg.  
N-21, NAVSTA Norfolk.  The Regional Chaplain recommends policy, 
provides advice to staff and commands, and supervises and 
manages Regional shore-based Chaplain resources.  The Regional 
Chaplain maximizes pastoral care and coordinates area-wide 
training in cooperation with the Director for Operational 
Ministries, and chairs the Area-wide Religious Ministries 
Coordination Team (ARMCT). 
 
    c.  SURFLANT, SUBLANT, AIRLANT Chaplains – 1430 Mitscher 
Ave., COMFLTFORCOM Compound.  Provide policy, advice to staff 
and commands, pastoral care for families of deployed Sailors, 
and supervision of afloat Chaplain/RP resources.  Duty:  refer 
to paragraph 1730.3. 

 
1730.2  Chaplains’ Spiritual Fitness Center (SFC).  The SFC 
provides an innovative alternative ministry of the Navy Chief of 
Chaplains for Sea Services and Joint Forces on the East Coast, 
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centered in Norfolk, with distributed delivery.  Designed for 
command-nominated volunteers desiring increased functional 
ability, spiritual maturity, and personal/professional 
responsibility, workshops are normally conducted in a retreat 
setting.  Retreats support and augment religious and pastoral 
care programs for ashore and afloat commands. 
 
    a.  Available services include: 
 
        (1) Personal Growth retreats (72-hour weekend 
workshops).  Designed to encourage participants to understand 
themselves better, develop new perspectives in their 
relationship with God, family, friends, shipmates, and the Navy. 
 
        (2) 48-hour retreats.  Focus is on a variety of topics 
including: 
 
            (a) Marriage enrichment. 
 
            (b) Spirituality. 
 
            (c) Christian discipleship.  
 
            (d) Family, Teen, Men, Women, and resolving past 
experiences. 
 
            (e) Growth and study groups.  These weekday, evening 
groups help deepen personal and spiritual awareness. 
 
        (3) BEARINGS.  The SFC provides the Navy’s BEARINGS 
program, a special workshop tailored to provide first-term 
Sailors with improved life-skills for success in Navy context.  
 
    b.  Command Guidelines.  Commanders/Commanding Officers are 
requested to encourage participation, but not to assign quotas.  
Retreats are conducted at the 4-H Center in Wakefield, VA.  
Quarterly newsletters and calendars promulgate SFC Retreat 
Schedules.  The 72-hour Retreat extends from 1630 Thursday until 
1600 Sunday.  Other retreats are 48 hours and extend from 1630 
Friday until 1600 Sunday.  Lodging, meals, and transportation to 
the retreat site are provided.  All conference costs are paid by 
the SFC.  Commands pay travel expenses for attendees to and from 
SFC at NAVSTA Norfolk.  Participation in the BEARINGS program is 
scheduled by Fleet. 
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        (1) Registration requirements.  Registrations are taken 
60 days in advance for all retreats.  Participants may register 
by telephone or via the home page:  www.cnrma.navy.mil.  Active 
Duty participants need to obtain “No Cost” TAD orders or a 
special request chit in order to attend a retreat.  The original 
chit and a valid U.S. Armed Forces Identification Card are 
required to check in. 
 
        (2) Confirmation.  Registered participants will receive 
a letter in the mail containing additional information about the 
weekend and a confirm-or-cancel-by date.  Confirmations may be 
made by calling the SFC office.  Once confirmed, participants 
are required to report to the SFC by 1630 the day of the 
retreat. 
 
        (3) Personnel should bring casual civilian attire and 
toiletry articles. 

 
        (4) No drugs, alcoholic beverages, or private cars will 
be permitted at the retreat site. 
    
1730.3  SOPA (ADMIN) Norfolk Subarea  
 
    a.  NAVSTA Norfolk 
 
        (1) Duty Chaplain.  The NAVSTA Norfolk/NAVPHIBASE Little 
Creek consolidated Duty Chaplain Watchbill supports, and is 
supported by, shore and afloat.  Navy Chaplains assigned to 
shore and afloat units at NAVSTA Norfolk and NAVPHIBASE Little 
Creek will be made available to stand this duty watch, 
administered by the NAVSTA Norfolk Command Chaplain.  Procedure: 
callers reach the Duty Chaplain via the NAVSTA Norfolk or 
NAVPHIBASE Little Creek quarterdeck. 
 
        (2) Worship Services are provided through four Chapel 
Programs:  David Adams Memorial Chapel (Protestant); Our Lady of 
Victory Chapel (Roman Catholic); Commodore Levy Chapel (Jewish); 
and Masjid al Da’wah (Muslim). 
 
        (3) Pastoral Counseling is provided on an appointment or 
walk-in basis during normal duty hours. 
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        (4) Ceremonial Support.  Chaplain prayer support for 
changes of command, retirement ceremonies, etc., is provided 
with a 30-day advance notice. 
 
        (5) Religious Education, sacramental preparation, and 
other ministries are provided on a planned schedule and on an 
individual basis, as required; provides pre-marital classes for 
area-wide commands and Chaplains. 
 
     b.  Waterfront Support Unit, Norfolk – Bldg. CEP 200 
(inside Gate 5).  Chaplain/RP support and mentoring for afloat 
forces, worship, pastoral counseling, worship schedule 
coordination for in port ships, and assistance for family 
support groups. 
 
        (1) Lay Leader Training.  Provides Lay Leader Training 
for area-wide commands on behalf of Operational Ministries. 
 
        (2) Marriage Seminar.  Offers marriage enrichment 
seminars.   
 
    d.  Joint Forces Staff College.  Services include Protestant 
and Catholic Worship and religious education, pastoral 
counseling, and adjunct faculty roles. 
 
    e.  Sealift Logistics Command - 1959 Morris St. (left, 
inside Gate 2).  Pastoral care for staff, and provides and 
coordinates Military Sealift Command shipboard ministries in the 
Atlantic hemisphere.  
 
1730.4  SOPA (ADMIN) Little Creek Subarea 
 
    a.  NAVPHIBASE Little Creek 
 
        (1) Duty Chaplains.  Combined with NAVSTA Norfolk.  See 
paragraph 1730.3a(1), above. 
 
        (2) Services.  NAVPHIBASE Little Creek Chapel – Bldg. 
3535 (inside Gate 5 on the southeast corner of “D” and 5th Sts.).  
Protestant Sunday worship and Sunday School, Catholic Sunday and 
daily Mass and sacramental/ordinance preparation, pastoral 
counseling, special events, funeral support, and religious 
education.  
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        (3) Amphibious Group 2 (COMPHIBGRU TWO) - HQ Bldg. 1602 
(inside Gate 1).  Program supervision and pastoral care.  The 
nearby Chaplain Center/Homeport Lounge (NEX Building 1611,  
inside Gate 1) – Sunday worship for Protestant and Catholic.  
Provides RM to COMPHIBGRU and LSDs with no Chaplain.  After 
hours - see 1730.4.a above. 
 
        (4) Beach Group 2 (COMNAVBEACHGRU 2) – Bldg.3801, 1430 
Helicopter Rd., Rm. 100 (inside Gate 4).  After hours - see 
1730.4.a above. 
 
        (5) Naval Special Warfare Group Two (NAVSPECWARGRU TWO) 
– Bldg. 3854, 1300 Helicopter Rd. (past Fire Station).  After 
hours - see 1730.4.a above.  
 
        (6) Special Boat Squadron 2 (COMSPECBOATRON 2) - 2220 
Schofield Rd.  After hours - see 1730.4.a above. 
 
1730.5  SOPA (ADMIN) Naval Air Station (NAS), Oceana Subarea 
 
    a.  NAS Oceana 
 
        (1) Duty Chaplain.  The NAS Oceana Subarea Consolidated 
Duty Chaplain Watchbill supports, and is supported by, host and 
tenant commands.  Navy Chaplains assigned to shore and 
deployable units at NAS Oceana will be made available to stand 
this duty watch, administered by the NAS Oceana Command 
Chaplain.  Procedure:  callers reach the Duty Chaplain via the 
NAS Oceana quarterdeck. 
 
        (2) Worship Services are provided as promulgated in the 
Regional Chapel Schedule message. 
 
        (3) Pastoral Counseling is provided on an appointment or 
walk-in basis during normal duty hours. 
 
        (4) Ceremonial Support.  Chaplain prayer support is 
provided for changes of command, retirement ceremonies, etc. 
 
        (5) Religious Education, sacramental preparation, and 
other ministries are provided on a planned schedule and on an 
individual basis, as required. 
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            (a) Dam Neck Annex:  Chapel-by-the-Sea – 1912 
Regulus Ave. (turn right inside Gate 2; on the left).  Daily and 
Sabbath worship, pastoral care, and religious education. 

 
                1.  Training Support Center (TRASUPPCEN), 
Hampton Roads.  Pastoral care and religious education. 
 
                2.  Naval Special Warfare Development Group 
(COMNAVSPECWARDEVGRU).  “Read-in” Chaplain coverage available 
from NAVSPECWARGRU at NAVPHIBASE Little Creek.  Duty Chaplain 
coverage through NAS Oceana Subarea.    

    
1730.6  SOPA (ADMIN) Norfolk Naval Shipyard Subarea 
 
    a.  Duty Chaplain.  For after-hour emergencies, Duty 
Chaplain may be reached through the Command Duty Officer. 

 
    b.  The Chapel Under Four Flags – Bldg. 67.  Weekly 
Protestant worship and pastoral counseling; coordinates with 
waterfront Chaplains for pastoral and ecclesiastical care for 
tenant commands.   
 
        (1) Destroyer Squadron 18 (COMDESRON EIGHTEEN) – Bldg. 
1575 (waterfront, inside Gate 1).  Pastoral care and command 
assistance.  After hours, contact the Staff Duty Officer. 
 
1730.5  SOPA (ADMIN) Portsmouth Subarea 
 
    a.  Duty Chaplain.  Provides 24-hour religious ministries 
watch to Naval Medical Center (NAVMEDCEN), Portsmouth. 
 
    b.  Offers a full range of services in the interdisciplinary 
and clinical setting of NAVMEDCEN Portsmouth, including 
sacramental ministry, pastoral counseling, and support groups to 
patients, staff members, their families, and other authorized 
beneficiaries. 
 
    c.  Pastoral Care Residency (PCR).  Provides mid-career 
Chaplains with a yearlong, fully accredited Clinical Pastoral 
Education for clinical assignments.    
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SUBJECT GROUP 1700-1799 MORALE AND PERSONAL AFFAIRS 
 

SUBGROUP 1746 – MESSES AND CLUBS 
 
1746.1  Rules and Regulations Governing Military Clubs/Messes.  
All messes in this area are governed by the Operation of Navy 
Messes Ashore (BUPERSINST 1701.13). 
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SUBJECT GROUP 1700-1799 MORALE AND PERSONAL AFFAIRS 
 

SUBGROUP 1754 – FAMILY SUPPORT PROGRAMS 
 
1754.1  Family Advocacy Program (FAP).  The mission of the FAP 
is to support a ready Navy force in this region, build healthy 
Navy families, and sustain a strong Navy community through 
comprehensive approaches to prevention, intervention, training, 
research, and evaluation addressing abuse and neglect in Navy 
families.  FAP storefront locations and phone numbers are listed 
in Appendix A. 
 
1754.2  Family Advocacy Program Services 
 
    a.  FAP Case Management 
 
        (1) Eligibility - Cases are eligible for FAP services 
if: 
 
            (a) Either the victim or the offender is an Active 
Duty servicemember (Navy or Marine Corps) or family member 
entitled to military medical care. 
 
            (b) There is a current allegation of child/spouse/ 
partner abuse (physical, emotional, sexual, neglect), or there 
is imminent risk of harm to the victim. 
 
        (2) Case Management Services include:  receiving reports 
of child or spouse/partner abuse, completing eligibility 
screenings and safety assessments, conducting safety planning, 
making notifications to commands and other agencies, completing 
comprehensive risk assessments, presenting cases to Case Review 
Committees for determinations and recommendations, monitoring 
cases through case closure, and maintaining liaison with 
commands regarding cases. 
 
    b.  Counseling Services - Group counseling for Active Duty, 
male spouse abuse offenders; group counseling for non-offending 
caretakers of sexually abused children. 
 
    c.  Psychosexual Evaluations/Treatment - Evaluation and 
group therapy for Active Duty child sexual abuse offenders. 
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    d.  Child Counseling - Individual, group, and family 
counseling for children who witnessed domestic violence in their 
homes or were victims of child abuse; referrals to community 
services. 
 
    e.  Victim Services - Crisis intervention, information and 
education, safety assessment and planning, non-emergency 
transportation, referrals, support group, and accompaniment to 
court/agencies for spouse abuse victims. 
 
    f.  New Parent Support Services - Information, referrals, 
education, screening, and assessment for new and expectant 
parents. 
 
1754.3  Fleet and Family Services.  Provide information and 
referral, education and training, counseling, and advocacy to 
assist commands in achieving operational readiness and 
facilitate personal and family self-sufficiency.  Appendix A 
lists the locations and phone numbers for all Hampton Roads 
Family Services Centers (FSC). 
 
1754.4  Fleet and Family Services Key Functions and Services 
 
    a.  Information and Referral Services 
 
        (1) Fleet and Family Services provide accurate 
information and referral to military and civilian resources.  
Most frequently requested information includes:  financial, 
relocation, deployment, mental health care, childcare, 
ombudsman, and command careline numbers. 
 
        (2) Senior-enlisted staff provides Information and 
Referral Crisis Intervention, 24-hours-a-day, 7-days-a-week, at 
FSC Norfolk.  This regional assistance includes a wide range of 
subjects from routine information to crisis intervention.  
Emergency, after-hours Navy-Marine Corps Relief assistance is 
also provided.  A military information booth at Norfolk 
International Airport is staffed 18 hours, daily. 
 
    b.  Crisis Response Services.  Fleet and Family Services 
stand ready to provide rapid intervention in times of crisis.  
They frequently serve as a focal point of the command’s response 
to personal and family needs during natural disasters, 
mobilization, repatriation, critical incidents, and mass 
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casualties.  Fleet and Family Services also provide humanitarian 
and crisis response consultations upon request from command 
leaders and first responders (e.g., fire, police, medical 
personnel, and professional/volunteer colleagues, etc.).  
 
    c.  Deployment and Mobilization Support.  Fleet and Family 
Services, in conjunction with active and reserve component 
commands, their Navy Family Ombudsman organizations, and 
chaplains, work to ensure the flow of information relative to 
mobilization and deployment, and provide support and assistance 
to command leaders, and servicemembers and their families 
throughout the deployment cycle.  Pre-, mid-, and post-
deployment services are available for all Navy and Marine Corps 
commands, servicemembers, and their families.  
 
    d.  Ombudsman and Key Volunteer Network Support 
 
        (1) Fleet and Family Services provide training, 
consultation and community information and referral services for 
Navy Family Ombudsman and Family Support Groups.  Additionally, 
Fleet and Family Services provide liaison and support services 
for Ombudsman/Key Volunteer Councils, Assemblies, Chairpersons, 
and At-Large Officials. 
 
        (2) The Hampton Roads Ombudsman Advisory Council 
Chairperson, appointed by COMNAVREG MIDLANT, maintains an office 
at FSC Norfolk.  This office is available to provide assistance 
to command leadership and area ombudsmen.  The FSC maintains a 
roster of area ombudsmen and to ensure it remains current, a 
copy of all letters of appointment should be forwarded to the 
Hampton Roads Ombudsman Assembly Chairperson at FSC Norfolk, 
7928 14th St., Ste. 102, Norfolk, VA 23505-1219. 
 
        (3) The FSC Norfolk Ombudsman Training Coordinator 
coordinates ombudsman training and maintains the class schedule.  
The Ombudsman Training Coordinator provides FSC liaison and 
support to the Hampton Roads Navy Family Ombudsman Program as 
specified in COMNAVREGMIDLANTINST 1750.10.   
 
    e.  Personal Financial Management Support 
 
        (1) Fleet and Family Services provide proactive 
financial education, training, and counseling with emphasis on 
personal and family financial planning and budgeting.  Fleet and 
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Family Services ensure that lifecycle financial planning is 
available to servicemembers throughout their career.  Fleet and 
Family Services utilize internal and external referral 
resources, e.g., Legal Service Offices, Navy-Marine Corps Relief 
Society, Consumer Credit Counseling Services, and service credit 
unions, when remediation is necessary. 
 
        (2) Financial education services provided include basic 
and advanced Command Financial Specialist (CFS) Training.  Each 
is a five-day course designed to assist senior servicemembers in 
providing basic budget counseling and command training.  Monthly 
updates on financial topics are provided through the CFS forum.  
Division Officers’ Financial Leadership Seminars are held 
quarterly for junior officers and division Chief Petty Officers. 
 
    f.  Life Skills Education.  Fleet and Family Services ensure 
the availability of educational programs designed to assist 
individuals and families in meeting the unique challenges of 
military family life.  These programs assist attendees in 
developing skills in areas of communications, parenting, 
relationships, stress management, conflict resolution, anger 
management, rape prevention, and suicide prevention.  
 
    g.  Relocation Service.  Information and classes are 
available to members and their families relocating to or from 
Hampton Roads.  Basic household items such as futons, playpens, 
car seats, irons, and ironing boards are available for use by 
personnel with PCS orders. 
 
    h.  Transition Assistance Management Program 
 
        (1) Fleet and Family Services provide a comprehensive 
range of transition services to separating and retiring 
servicemembers and their families.  Services include pre-
separation counseling, outplacement assistance, information and 
referral services, career and job search assistance, military 
skills and training verification, and enrollment of eligible 
servicemembers in the Public and Community Service (PACS) 
registry. 
 
        (2) Transition Assistance Program (TAP).  A four-day 
class that assists personnel in transitioning from the military 
to the civilian sector.  Attendees receive information on 
transition benefits and services.  To obtain the greatest 
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benefit from this program, the ideal time to attend is 12 months 
prior to separation and 36 months prior to retirement.  TAP 
classes are held at the Transition Assistance Center, Bldg.  
U-93, NAVSTA Norfolk.  Hours of Operation are 0700-1600, Monday-
Friday.  Quota requests can be made by telephone, naval message 
(NAVSUPPACT NORFOLK VA//PM-5//) or by E-mail: 
tapquotas@nsn.cmar.navy.mil. 
 
    i.  Employment Assistance.  Available for family members and 
separating or retiring servicemembers to help in making career 
decisions and developing employment search skills through 
counseling, information, and educational programs. 
 
    j.  Exceptional Family Member Support.  Fleet and Family 
Services maintain liaison with appropriate military and 
civilian, community support services that provide early 
intervention, medical, medically related, and special 
educational services.  Fleet and Family Services provide 
information, referral, and support groups, as needed, for 
service and family members enrolled in the Exceptional Family 
Member Program.  
 
    k.  Counseling and Advocacy Support.  Provides clinical 
counseling, advocacy and support services, victim intervention, 
and related prevention education as follows: 
 
        (1) Clinical Counseling Services.  FSC counselors assist 
eligible personnel with individual, marriage, family, and group 
counseling.  Counseling is intended to be short-term, solution-
focused, and limited to defined problem areas (e.g., situational 
problems such as, occupational, parent/child, marital, or intra-
familial problem(s)) rather than long-term, which is needed to 
affect overall personality change associated with “mental 
disorders” such as chronic depression, schizophrenia, or organic 
impairment.  Counselors work with clients to identify and 
clarify the nature and extent of their problem(s).  Long-term 
counseling needs are referred to military or civilian medical 
treatment facilities if of a medical nature, or to appropriate 
approved community-counseling resources. 
 
        (2) Family Advocacy Program (FAP) Support.  Fleet and 
Family Services provide a wide range of family violence 
prevention training to assist commands in reducing and  
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eliminating domestic violence in the Navy.  An eight-hour, FAP 
leadership training is offered quarterly for COs/XOs/CMCs/COBs, 
FAP command points of contact, and other leadership personnel. 
 
        (3) Sexual Assault Victim Advocacy.  Fleet and Family 
Services assist individuals who have been physically, 
emotionally, and sexually abused by conducting situational 
assessments, developing safety plans, and accessing community 
resources, including legal assistance, shelter, medical 
treatment, and victim restitution programs.  Command 
Representatives serve as points of contact for FSC programs and 
services.  These FSC representatives provide personalized 
service for command leadership, ombudsmen, and other personnel 
working with the FSC.  Commands are encouraged to utilize this 
most effective service.   
 
1754.5  Requesting Services From Hampton Roads Regional Fleet 
and Family Services, Norfolk, Little Creek, Oceana & Yorktown.  
Requests for services, such as Return and Reunion Support and 
Transition Assistance Program quotas, may be submitted by naval 
message to NAVSUPPACT NORFOLK VA//PM-5// or by official 
correspondence to Regional Director, Navy Family Services Center 
of Hampton Roads, by E-mail at nfscregional@nsn.cmar.navy.mil, 
or by FAX.  The Regional Director, Navy Family Services Center 
of Hampton Roads, and support staff are located at the FSC 
Norfolk site. 
 
1754.6  The Navy-Marine Corps Relief Society and American Red 
Cross.  To provide support to our military members and their 
families.  These service providers have offices in the Navy 
Family Service Center, Norfolk.  The following is furnished to 
assist in accessing these organizations’ services: 
 
    a.  Navy-Marine Corps Relief Society.  The Hampton Roads 
Auxiliary, Navy-Marine Corps Relief Society (NMCRS), is a 
private, non-profit organization, sponsored by the Department of 
the Navy, but receives no government funding.  NMCRS conducts an 
annual fund drive during March.  One hundred percent of the 
funds raised are used for relief purposes - no administrative 
costs are deducted.  Assistance is given as interest-free loans 
or outright grants.  These loans and grants are available for 
emergency needs, including rent, utilities, food, emergency 
travel in time of death or illness, funeral expenses, medical 
bills after CHAMPUS or other insurance payments, dental care, 
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for fire or other disasters, loss of pay records or allotment 
checks, theft of funds, and certain car repairs.  Other services 
offered include:  budget counseling and consumer education; 
administration of educational loans and grants; layettes for 
newborns; visiting nurses; food pantry; thrift shops; volunteer 
opportunities; and widow’s assistance.  NMCRS maintains 
reciprocal agreements with the American Red Cross, Army 
Emergency Relief, Coast Guard Mutual Aid, and the Air Force Aid 
Society.  Navy and Marine Corps personnel can obtain assistance 
from these agencies in areas without nearby naval facilities.  
The Society National Headquarters stands ready to help stranded 
personnel.  The Hampton Roads Auxiliary, Shipboard Branch, 
offers aid aboard approximately 60 ships in the Hampton Roads 
Area.  These ships have NMCRS Representatives onboard who are 
trained and qualified to administer financial aid to crew 
members.  After normal working hours, limited NMCRS emergency 
funds and food assistance are available from FSC Norfolk.  
Locations and telephone numbers of NMCRS offices serving the 
Mid-Atlantic Region are listed in Appendix A.  To contact the 
American Red Cross for emergency communications or to seek 
financial assistance, Active Duty military and their immediate 
family members should call the toll-free number.  For all other 
requests such as disaster assistance, health and safety classes, 
volunteer services, blood services, and language band, call  
440-1111. 
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SUBJECT GROUP 1700-1799 GENERAL MORALE AND PERSONAL AFFAIRS 
RECORDS 

 
SUBGROUP 1770 – CASUALTIES AND SURVIVORS’ BENEFITS 

 
Ref:   (a) OPNAVINST 1770.1  
       (b) MILPERSMAN 1770-010 through 1770-250 and  
           NAVADMIN 229/04 
       (c) BUPERSINST 1770.3  
       (d) COMNAVREGMIDLANTINST 1770.1  
 
1770.1  Casualty Assistance Calls/Funeral Honors Support 
 
    a.  By reference (a), COMNAVREG MIDLANT is assigned as the 
Casualty Assistance Calls/Funeral Honors Support Program 
Coordinator (CAC/FHS) for the states of Virginia, West Virginia, 
Pennsylvania, North Carolina, and Delaware, as well as certain 
counties in Kentucky and Maryland. 
 
    b.  In accordance with reference (b), the CAC/FHS provide 
for the notification and subsequent liaison/assistance, as 
appropriate, to each type casualty, to the family of each person 
in the naval service who becomes a casualty while on active 
duty, active duty for training, or inactive duty training.  The 
type of notification (i.e., “by the most expeditious means” or 
“personal by a uniformed Navy representative”) and 
responsibility, therefore, is dependent upon the type of 
casualty and, in the case of seriously ill or injured, place of 
hospitalization.   
 
    c.  Additionally, reference (a) requires that a Casualty 
Assistance Calls Officer (CACO) be designated to assist the 
primary and secondary Next of Kin (NOK) of members who die or 
become Duty Status Whereabouts Unknown (DUSTWUN), or missing 
while on Active Duty or Active Duty for Training.  Although 
personal notifications of casualties are normally effected 
during the hours of 0600 through 2400, every effort shall be 
made to accomplish personal notification as soon after 0600 as 
possible, especially in cases when the casualty occurs on the 
previous evening.  Exception is hostile deaths where 
notification will be effected 24/7.  Reference (b) prescribes 
command reporting requirements and responsibilities.  CACO 
responsibilities and guidelines are contained in reference (c).  
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Reference (d) delineates policy for administering the CAC/FHS 
programs within COMNAVREG MIDLANT’s Area of Responsibility. 
 
1770.2  Very Seriously Ill/Injured, Seriously Ill/Injured 
Coordination.  Based on the location of hospitalization of the 
servicemember, reference (b) designates responsibility for 
notification of primary and secondary NOK by the most rapid 
means of communication, as follows: 
 
 
HOSPITALIZED IN RESPONSIBILITY FOR NOTIFICATION 
 
Naval Hospital CO, Naval Hospital 
 
Non-Navy Hospital - OVERSEAS Command holding service record. 
    If unable, contact NAVPERSCOM 
    for assistance. 
 
Non-Navy Hospital - CONUS Command holding service record 
 
Deployed ships & squadrons NAVPERSCOM 
 
Navy or Non-Navy Hospital  NAVPERSCOM 
OVERSEAS or CONUS as result 
Of Naval Disaster/Accident 
 
 
1770.3  The following procedures are prescribed for: 
 
    a.  Accidents Involving Ships Fleet Personnel 
 
        (1) In connection with accidents onboard ships not 
involving activities of Naval Station, Norfolk, SOPA will decide 
action to be taken. 
 
        (2) When casualties occur onboard ships in the Norfolk 
Naval Shipyard (NAVSHIPYD Norfolk), Portsmouth, involving 
shipyard equipment and personnel, NAVSHIPYD Norfolk will 
normally take action. 
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        (3) All accidents involving loss of life, other 
accidents, or incidents that are of sufficient importance to be 
of public interest will be reported immediately upon occurrence 
to SOPA (ADMIN) HAMPTON ROADS, SOPA HAMPTON ROADS, SUBAREA SOPA, 
and SUBAREA SOPA (ADMIN). 
 
        (4) When persons of the naval service are deceased, the 
appropriate Medical Officer will be furnished with, in 
duplicate, certified copies of the Standard Form 88, “Report of 
Medical Examination,” and Standard Form 603 (Dental Examination 
and Treatment), together with any other available descriptive 
information that will aid in expediting identification and 
disposition of the remains. 
 
        (5) Attention is invited to Forces Afloat Accident 
Reporting Procedures contained in OPNAVINST 3040.6. 
 
    b.  CAC/FHS Program Responsibilities for Ships In Port in 
The Hampton Roads Area 
 
        (1) Ships will assume CAC/FHS responsibility for 
deceased, DUSTWUN, or missing members of their command when the 
NOK resides locally.  If a ship is deploying within 6 weeks or 
prior to completion of Casualty Assistance Calls Program (CACP) 
duties, the commanding officer will ensure the case is referred 
to the appropriate Type Commander for reassignment of CACP. 
 
        (2) Initiate Personnel Casualty Report (PCR) required by 
reference (b).  PCR should be released, IMMEDIATE precedence, 
within 4 hours of casualty.  Under item GOLF - state time, date, 
and by whom personal notification was effected, if applicable.  
Under item KILO - e.g., “KILO COMNAVREG MIDLANT CACP assumed by 
this command.  CACO is:  (rate/rank, name, office, and home 
telephone numbers).”  NAVADMIN 229/04 encourages PCR be E-Mailed 
to mill_navycasualty@navy.mil, as submission by message is not 
required.  Additionally, Page 2 and SGLI Election Form must be 
FAX’d to NAVPERSCOM and the Regional Coordinator. 
 
        (3) Make voice report, and FAX Page 2 and SGLI Election 
Form to Regional Coordinator at (757) 444-2767, during working 
hours; after 1600, FAX to Regional Operations Center (ROC),  
(757) 445-5757. 
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        (4) Make voice report (1-800-368-3202, 24 hours a day) 
and FAX Page 2 and SGLI Election Form to NAVPERSCOM at  
(901) 874-6654 during working hours; After hours, FAX to  
(901) 874-2652).  
 
        (5) When the NOK resides outside the local area, contact 
COMNAVREG MIDLANT CAC/FHS Coordinator for assignment of CACO to 
effect personal notification to the NOK.  Upon request, 
COMNAVREG MIDLANT will assist commands in passing information by 
telephone to appropriate coordinators.  After 1600, contact 
COMNAVREG MIDLANT ROC, (757) 321-2609, or NAVPERSCOM at  
1-800-368-3202. 
 
    c.  CAC/FHS Responsibilities for Deployed Ships.  The 
appropriate Type Commander will designate a subordinate command 
to assume CACO responsibility for the NOK residing locally.  In 
any case, NAVPERSCOM must be immediately notified of casualty by 
calling 1-800-368-3202 (Comm. (901) 874-3070). 
 
1770.4  Guidelines and Assistance.  Reference (c) contains 
guidelines for the CACO.  This manual may be found in BUPERS  
CD-ROM under “Manuals and Publications.”  Assistance with the 
Program may be received from COMNAVREG MIDLANT (N12),  
(757) 322-2817 or 322-2831, during normal working hours.   
After 1600 and weekends, contact COMNAVREG MIDLANT’s ROC at  
(757) 322-2609. 



                      COMNAVREGMIDLANT/SOPA(ADMIN)HRINST 5400.1A 
                      03 APR 2006 

 

1772-1 

SUBJECT GROUP 1700-1799 GENERAL MORALE AND PERSONAL AFFAIRS 
RECORDS 

 
SUBGROUP 1772 – SURVIVORS’ BENEFITS RECORDS 

 
1772.1  Duties and Responsibilities in Connection with the 
Decedent Affairs Program - Current Dead 
 
    a.  Eligibility.  The personnel eligible and the benefits to 
which they are entitled under the Decedent Affairs Program are 
listed in NAVMEDCOMINST 5360.1 (Decedent Affairs Manual), and 
includes Navy and Marine Corps personnel who die while serving 
on extended Active Duty, on Active Duty for training, and on 
Inactive Duty training. 
 
    b.  Local Civil Laws.  Activities shall comply with all 
local, municipal, county, and state laws in connection with 
decedent affairs matters.  Since the local medical examiner/ 
coroner has jurisdiction of deaths that occur on Navy property, 
he should be informed of the death immediately, and should be 
requested to act.  The law will vary in different areas; 
however, the following will generally apply: 
 
        (1) The local police, shore patrol, or Naval Medical 
Center (NAVMEDCEN) will notify the medical examiner upon the 
death of any person from violence, accident, drowning, suddenly 
when in apparent good health, when unattended by a physician, or 
in any suspicious, unusual, or unnatural manner.  The remains 
may not be moved until authorized by the medical examiner and 
the Naval Criminal Investigative Service (NCIS).   
 
        (2) All deaths must be registered with the local civil 
authority at the place where the death occurred.  Although the 
certificate is prepared by the physician last in attendance of 
the deceased, or by the medical examiner, the funeral director 
is responsible to ensure that all information required on the 
death certificate is entered thereon, and that the death 
certificate is filed with the local registrar. 
 
        (3) The local funeral director will obtain the necessary 
permits and is responsible for compliance with all municipal, 
county, and state laws. 
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    c.  Aircraft Accidents.  OPNAVINST 3750.6 outlines the 
investigating and reporting procedures for aircraft accidents 
and assigns responsibilities for the foregoing to certain Navy 
and Marine Corps aviation activities.  In connection with those 
investigations, the responsible activity normally transfers the 
remains of all fatalities to a medical facility having a care-
of-the-dead contract for custody and for decedent affairs 
functions after completion of the investigation.  In view of the 
foregoing, and in order to avoid duplication and confusion, 
action will be taken in connection with decedent affairs matters 
by NAVMEDCEN Portsmouth.  Decedent Affairs will make all 
arrangements concerning transportation, delivery of remains for 
autopsy examination, and disposition, in accordance with the 
desires of the next of kin (NOK).   
 
    d.  Decedent Affairs Information.  Urgent information 
concerning decedent affairs matters not covered in this 
instruction and the above references may be obtained by 
telephoning NAVMEDCEN Portsmouth, Commercial (757) 953-2617/ 
2618.  After normal working hours, page Decedent Affairs 
personnel at (757) 669-5992 or 669-5848.  These pagers are 
digital pagers requiring input of a phone number to call.  If 
necessary, the Duty Office phone number is (757) 953-5008,  
953-5009, or 953-5010. 
 
    e.  Multiple Deaths of Members of Armed Services.  
NAVMEDCOMINST 5360.1 outlines the policy in connection with 
decedent affairs functions in the event of multiple deaths of 
members of two or more services resulting from disasters or 
major accidents, and assigns the duties and responsibilities of 
the military installation nearest to the scene of such disaster 
or major accident. 
 
    f.  Liaison.  Activities shall establish and maintain 
liaison with the local medical examiner/coroner and police, and 
request that the Navy or Marine Corps activity and NCIS be 
notified immediately in the event of the death of military 
personnel. 
 
    g. Investigations.  Boards of Investigation or other 
appropriate military authority, with concurrence of the NCIS  
(if appropriate as a matter under NCIS investigative 
responsibility), shall release the remains for preparation and  
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encasement as expeditiously as circumstances permit in order to 
avoid any delay in the shipment of remains.  The release of the 
remains must be in writing or by priority message. 
 
    h.  Autopsies.  Information concerning the necessity and 
authority for conducting postmortem examinations is contained in 
Chapter 17, Manual for the Medical Department, and the Joint 
Armed Services Autopsy Manual (NAVMED P-5065).  Autopsies should 
always be conducted whenever any person dies as a result of 
violence, accident, drowning, when unattended by a physician, or 
in any suspicious, unusual, or unnatural manner. 
 
    i.  Definitions.  For purposes of this directive, the terms 
used to designate duties and responsibilities are defined as 
follows: 
 
        (1) The parent activity is the ship, unit, or activity 
that has possession of the service record of the deceased at the 
time of death.  When the service record is in the possession of 
the deceased at the time of death, the cognizant activity will 
assume the duties of the parent activity. 
 
        (2) The cognizant activity is the unit or activity, Navy 
or Marine Corps, as appropriate, of the military service of the 
deceased that is located nearest by road miles to the place 
where the remains are located or the unit or activity 
specifically designated by NAVMEDCEN Portsmouth. 
 
        (3) The contract activity is the Armed Forces facility 
that has a care-of-the-dead contract for the area in which the 
remains are located.  When the deaths of Navy and Marine Corps 
personnel occur in areas not covered by Armed Forces care-of-
the-dead contracts, NAVMEDCEN Portsmouth will assume the duties 
and responsibilities of the contract activity. 
 
        (4) If the cognizant or contract activities are unknown 
or uncertain, ships and activities should request assistance of 
the Decedent Affairs Officer, NAVMEDCEN Portsmouth.   
 
    j.  Parent Activity.  Immediately upon receipt of 
information of the death of a member of the parent activity, 
regardless of source, the parent activity will take the 
following action, as appropriate: 
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        (1) Regardless of the hour of the day, provide all 
available information concerning the death, via telephone, to 
NAVMEDCEN Portsmouth.  After normal working hours, contact the 
Duty Officer and the nearest NCIS Resident Agency.   
 
        (2) If the death occurred within the Commonwealth of 
Virginia, NAVMEDCEN Portsmouth will assume all the duties of the 
cognizant activity for the Care of the Dead Program. 
 
        (3) If information concerning the death is unconfirmed, 
and the reported death occurred at a place in excess of 50 miles 
from parent activity, initiate a phone call citing briefly all 
pertinent information available including duty status, to 
NAVMEDCEN Portsmouth, and request the Decedent Affairs Office to 
investigate the unconfirmed report. 
 
        (4) Notify SECNAV and ensure that information copies are 
addressed to the proper bureaus and commands, including the 
contract activity. 
 
        (5) Make appropriate notification to the NOK through 
CACO coordination.  Ensure that information copies of the 
messages sent and replies thereto are addressed to the contract 
activity, COMNAVREG MIDLANT NORFOLK VA//N12//, and NAVMEDCEN 
PORTSMOUTH VA//0751C//. 
 
        (6) When requested by NAVMEDCEN Portsmouth, provide an 
escort and suitable burial uniform for the deceased.  Escort 
will be designated separately from the CACO.  Decedent Affairs 
Office will coordinate all the escort arrangements with the 
parent command concerning per diem and transportation. 
 
        (7) Make proper disposition of the personal effects of 
the deceased in accordance with BUPERSINST 1770.3. 
 
        (8) Copies of Virginia State Death Certificates, for 
record purposes and for next of kin, will be coordinated by 
Decedent Affairs Office. 
 
        (9) Close the health record and prepare and submit other 
reports in accordance with current instructions. 
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    k.  Cognizant Activity.  Immediately upon receipt of 
information of the death of a member of the Navy or Marine 
Corps, regardless of source, the cognizant activity will take 
the following action: 
 
        (1) Regardless of the hour of the day, all available 
information concerning the death must be reported to NAVMEDCEN 
Portsmouth and the nearest NCIS Resident Agency.  
 
        (2) Positively identify the remains.  Decedent Affairs 
will assist with information on proper procedures for 
identification. 
 
        (3) Notify the parent command and request the parent 
command notify SECNAV.  Provide all pertinent information 
available and state whether or not the NOK is/was present and 
whether or not the NOK has been notified and, if notified, state 
the name of the person or activity that notified the NOK.  If 
the parent command is unknown, notify Commander, Naval Personnel 
Command (COMNAVPERSCOM), or the Commandant of the Marine Corps, 
as appropriate.  Include COMNAVREG MIDLANT NORFOLK VA//N12//, 
NAVMEDCEN PORTSMOUTH VA//0751C// as INFO addees on the Personnel 
Casualty Report.  
 
        (4) Collect and inventory the personal effects of the 
deceased and forward them to the parent activity for 
disposition.  If there are no personal effects, or if the 
personal effects were released to the NOK by the local police, 
make appropriate notification to the parent activity. 
 
        (5) Transportation arrangements for the remains and 
escort, and message notification of shipment to consignee and 
NOK, will be made by NAVMEDCEN Portsmouth. 
 
        (6) To submit bills for non-federal treatment, 
hospitalization, and ambulance services rendered prior to death, 
use Form NAVMED 6320/10 and call the local TRICARE Service 
Center for proper instructions.   
 
        (7) NAVMEDCEN Portsmouth, in conjunction with the 
member's command, will take the necessary action to provide an 
escort and burial uniform, and will authorize the appropriate 
Navy accounting data for the transportation of both the remains 
and escort. 



                      COMNAVREGMIDLANT/SOPA(ADMIN)HRINST 5400.1A 
                      03 APR 2006 

 

1772-6 

        (8) If the death occurs in a non-contract area in the 
Commonwealth of Virginia, NAVMEDCEN Portsmouth will contact the 
Military Medical Support Office in Great Lakes, IL, who will 
negotiate a one-time contract with a local funeral home for the 
preparation and encasement of the remains.  Assistance of the 
parent and cognizant activities will be requested as the 
circumstances require. 
 
    l.  Information Required by Contracting Activity.  In order 
to carry-out their responsibilities for decedent affairs 
functions, the contract activity must know the duty status of 
the deceased at the time of his death, the positive identity of 
the remains, the name and address of the primary NOK, the 
decedent affairs benefits to which entitled, and the NOK's 
instructions for disposition of the remains. 
 
    m.  Ships and Mobile Units.  Ships and Navy and Marine Corps 
mobile units will comply with the provisions of this 
instruction, as appropriate, and ensure all actions are 
completed prior to departure, (i.e., service record, pay record, 
medical and dental records, and personal effects of the deceased 
that will be transferred to the Navy or Marine Corps base, as 
appropriate, for completion of the required action, and the ship 
or mobile unit will notify all commands concerned of such 
transfer). 
 
    n.  Disaster Plans.  All activities shall contact NAVMEDCEN 
Portsmouth Decedent Affairs Office for collection of the dead 
for proper identification and disposition of the remains in a 
disaster case. 
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SUBJECT GROUP 2000-2099 TELECOMMUNICATIONS SYSTEMS 
 

SUBGROUP 2015 – VISUAL COMMUNICATIONS 
 

2015.1  Visual Communications.  Visual signal watches are not 
required in ships berthed at piers in port.  Ships at anchor 
will maintain a Visual Signal Watch. 
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SUBJECT GROUP 2000-2099 TELECOMMUNICATIONS SYSTEMS 
 

SUBGROUP 2041 - MINIMUM ESSENTIAL EMERGENCY 
COMMUNICATIONS NETWORK 

 
2041.1  Command and Control Net Designation.  In the event of a 
security incident or disaster (e.g., hurricane), activities will 
utilize the following emergency command and control nets: 
 
Command and Control (Hecklar):  Guarded by NAVSTA Norfolk;  
NAS Oceana; NAVFAC MIDLANT;, NAVPHIBASE Little Creek; NAVMEDCEN 
Portsmouth; NAVSUPPACT Norfolk; NAVSHIPYD Norfolk; NAVSUPPACT 
Norfolk, Northwest Annex; TRASUPPCEN Hampton Roads, Dam Neck; 
and WPNSTA Yorktown. 
 
2041.2  Call Sign.  The following call signs will be used on the 
emergency command and control nets: 
 
    a.  COMNAVREG MIDLANT (Command and Control Net) 
 
        (1) Hecklar Zero Zero = Commander. 
 
        (2) Hecklar Zero One = Deputy. 
 
        (3) Hecklar Zero Two = Security. 
 
        (4) Hecklar Zero Three = Director of Operations. 
 
        (5) Hecklar Zero Four = Deputy Director of Operations. 
 
        (6) Hecklar Zero Four Alfa = Disaster Preparedness 
Coordinator. 
 
        (7) Hecklar CDO = CDO. 
 
        (8) Hecklar Base = Quarterdeck. 
 
        (9) Hecklar Three One = Current Operations. 
 
        (10) Hecklar Three One Two = Weapons Officer. 
 
        (11) Hecklar OPCON = Operation Control Center (OPCON). 
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    b.  NAVSTA Norfolk (Command and Control Net) 
 
        (1) Hecklar NAVSTA CO. 
 
        (2) Hecklar NAVSTA XO. 
 
        (3) Hecklar NAVSTA CDO. 
 
        (4) Hecklar NAVSTA Security. 

 
    c.  NAVSUPPACT Norfolk (Command and Control Net) 
 
        (1) Hecklar NAVSUPPACT Zero Zero Delta = CO. 
 
        (2) Hecklar NAVSUPPACT Zero One Echo = XO. 
 
        (3) Hecklar NAVSUPPACT Zero Six Lima = Security Officer. 
 
        (4) Hecklar NAVSUPPACT One One Alfa = CEO. 
 
        (5) Hecklar NAVSUPPACT Zero Three Alfa = Disaster 
Preparedness Coordinator. 
 
        (6) Hecklar NAVSUPPACT Dispatch = OPCON. 
 
    d.  NAVFAC MIDLANT (Command and Control Net) 
 
        (1) Hecklar NAVFAC MIDLANT OPCON = OPCON. 
 
        (2) Hecklar NAVFAC MIDLANT Zero Zero = CO. 
 
        (3) Hecklar NAVFAC MIDLANT Zero Nine = XO. 
 
        (4) Hecklar NAVFAC MIDLANT Zero Nine Foxtrot = Security 
Officer. 
 
        (5) Hecklar NAVFAC MIDLANT CDO = CDO. 
 
        (6) Hecklar NAVFAC MIDLANT Three Zero = Production 
Officer. 
 
    e.  NAS Oceana (Command and Control Net) 
 
        (1) Hecklar Oceana Echo One = CO. 
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        (2) Hecklar Oceana Echo Two = XO. 
 
        (3) Hecklar Oceana Echo Three = CDO. 
 
        (4) Hecklar Oceana Zero Zero = Security Officer. 
 
        (5) Hecklar Oceana Five = OPCON. 
 
        (6) Hecklar Oceana Nine = Disaster Preparedness 
Coordinator. 

 
    f.  NAVPHIBASE Little Creek (Command and Control Net) 
 
        (1) Hecklar Little Creek Zero Zero = CO. 
 
        (2) Hecklar Little Creek Zero One = XO. 
 
        (3) Hecklar Little Creek Zero Three = CDO. 
 
        (4) Hecklar Little Creek Two Bravo = Security Officer. 
 
        (5) Hecklar Little Creek Three One = Disaster  
Preparedness Coordinator. 
 
        (6) Hecklar Little Creek OPCON = OPCON. 
 
    g.  NAVMEDCEN Portsmouth (Command and Control Net) 
 
        (1) Hecklar Naval Hospital Zero Zero = CO. 
 
        (2) Hecklar Naval Hospital Zero One  = XO. 
 
        (3) Heckler Naval Hospital Two Zero Zero = OOD/CDO. 
 
        (4) Hecklar Naval Hospital One Zero One = Security 
Officer. 
 
        (5) Hecklar Naval Hospital Five Zero Zero = Disaster 
Preparedness Coordinator. 
 
        (6) Hecklar Naval Hospital MED OPCON = OPCON. 
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    h.  NAVSHIPYD Norfolk (Command and Control Net) 
 
        (1) Hecklar NAVSHIPYD Norfolk One Zero Zero = CO. 
 
        (2) Hecklar NAVSHIPYD Norfolk Eight Zero Zero = XO. 
 
        (3) Hecklar NAVSHIPYD Norfolk CDO = CDO 
 
        (4) Hecklar NAVSHIPYD Norfolk One Seven Zero Zero = 
Security Officer. 
 
        (5) Hecklar NAVSHIPYD Norfolk ECC = OPCON. 
 
        (6) Hecklar NAVSHIPYD Norfolk Eight One Zero = Disaster 
Preparedness Coordinator. 
 
    i.  TRASUPPCEN (Command and Control Net) 
 
        (1) Hecklar Dam Neck Zero Zero One = CO. 
 
        (2) Hecklar Dam Neck Zero Zero Two = XO. 
 
        (3) Hecklar Dam Neck Zero Zero Three = CDO. 
 
        (4) Hecklar Dam Neck Zero Zero Four = Security Officer. 
 
        (5) Hecklar Dam Neck Zero One Five = Disaster  
Preparedness Coordinator. 
 
        (6) Hecklar Dam Neck Two One Five = OPCON. 
 
    j.  NAVSUPPACT Norfolk, Northwest Annex (Command and Control 
Net) 
 
        (1) Hecklar Yardmarker CO = CO. 
 
        (2) Hecklar Yardmarker XO = XO. 
 
        (3) Hecklar Yardmarker CDO = CDO. 
 
        (4) Hecklar Yardmarker DPO = Disaster Preparedness 
Coordinator. 
 
        (5) Hecklar Yardmarker Security = Security Officer. 



                      COMNAVREGMIDLANT/SOPA(ADMIN)HRINST 5400.1A 
                      03 APR 2006 

 

2041-5 

        (6) Hecklar Yardmarker OPCON = OPCON. 
 
    k.  WPNSTA Yorktown (Yorktown Movement Net) 
 
        (1) Punch Echo One = CO. 
 
        (2) Punch Echo Two = XO. 
 
        (3) Punch Echo Three = CDO. 
 
        (4) Punch Echo Four = OOD. 
 
        (5) Punch Echo Five = Disaster Preparedness Coordinator. 
 
        (6) Punch Echo Eight Zero = Security Officer. 
 
        (7) Punch Echo = OPCON. 
 
2041.3  Guard Requirements 
 
    a.  COMNAVREG MIDLANT guards Hecklar continuously.  Upon 
changing of Force Protection Conditions (FPCON) or setting of 
Hurricane Condition I, all activities will commence continuous 
guard of their Command and Control Net.  When a disaster occurs 
without warning, activation should be automatic, with activities 
attempting to contact COMAVREG MIDLANT Regional Operations 
Center (ROC) at (757) 322-2609. 
 
    b.  Activities should perform periodic, routine maintenance 
checks to ensure all equipment is operational. 
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SUBJECT GROUP 2000-2099 TELECOMMUNICATIONS SYSTEMS 
 

SUBGROUP 2060 – TELEPHONE SYSTEMS 
 
2060.1  Hampton Roads Base Communications Office (BCO) 
 
    a.  The Hampton Roads BCO is responsible for the day-to-day 
management, administration, operations, and maintenance of 
existing base telecommunications facilities and services, 
whether leased or government-owned.  These facilities include 
voice, video, private line circuits, and equipment. 
 
    b.  The BCO for the Hampton Roads Area serves as the liaison 
between Naval Computer and Telecommunications Area Master 
Station Atlantic (NCTAMS LANT) for all ashore and afloat 
activities in the Hampton Roads Area for telecommunications 
services or equipment requirements requiring the use of the base 
cable plant.  The Hampton Roads BCO will approve all requests 
for use of government-owned copper or fiber ensuring 
compatibility and interoperability with other systems on and off 
base and for conformance with life-cycle management policies via 
technical review.  No additional outside wiring/cabling or 
modifications to government-owned communications systems shall 
be initiated without the approval of the Hampton Roads BCO. 
 
2060.2  Services provided by the BCO 
 
    a.  Official Telephone Service 
 
        (1) NAVSTA Norfolk and NAVPHIBASE Little Creek.  The 
Hampton Roads BCO processes all requests for telephone 
installation, relocation, disconnection, or repair.  Requests 
for service shall be made to the Hampton Roads BCO (N2), using 
the Telephone Service Request (TSR) form (NCTAMS LANT 2060/2 
(Revised 3/02)).  The TSR is used by the BCO telecommunications 
specialists to generate work orders to accomplish the requested 
task.  A copy of the approved work order is sent to the vendor 
providing the service and a copy is sent to the customer for 
record purposes.  Forms can be obtained from the Hampton Roads 
BCO by calling the following BCO points of contact: 
 
    NAVSTA Norfolk/NAVSUPPACT Norfolk – (757) 443-9088 
    NAVPHIBASE Little Creek – (757) 443-9089 
    NAS Oceana/NAS Oceana Dam Neck Annex – (757) 433-3230 
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    WPNSTA Yorktown and Cheatham Annex – (757) 887-4111 
    NAVSHIPYD Norfolk – (757) 396-1800 
    NAVSUPPACT Northwest Annex – (757) 421-8787 
 
        (2) It is essential that each command or activity 
Telephone Control Officer (TCO) coordinates with the Hampton 
Roads BCO to identify telecommunication requirements, both voice 
and private line circuits, as soon as they become known, in 
order to ensure efficient and timely procurement action. 
 
        (3) WPNSTA Yorktown and Cheatham Annex.  To order 
through the BCO Yorktown, customers must call the Customer 
Service Center (CSC) at (757) 887-4111 or E-mail:  
BCO@NWSY.NAVY.MIL.  Upon receipt of a request, the CSC will take 
the following actions:  
 
            (a) The CSC will create a service ticket utilizing 
Cable Assignment Information Retrieval System (CAIRS) software.  
A service ticket is generated using a telephone number or 
circuit ID.  A priority, restoration listing indicator is 
assigned to the ticket.  A ticket number is automatically 
generated and provided to the customer. 
 
            (b) A technician is dispatched based on workload. 
 
            (c) The technician closes-out the ticket with the 
customer and returns the completed ticket to the CSC. 
 
    b.  Automated Attendant.  The Automated Attendant handles 
calls for Naval Activities in the Hampton Roads Area.  Callers 
dialing 444-0000 are presented a menu enabling them to reach 
frequently called commands at NAVSTA Norfolk; NAVPHIBASE Little 
Creek; NAS Oceana; NAS Oceana Dam Neck Annex; NAVSUPPACT 
Norfolk; NAVSUPPACT Norfolk, Northwest Annex; and NAVSHIPYD 
Norfolk.  Other menu options include ship information, medical 
and dental information, Personnel Support Detachments, BOQ/BEQ 
information/reservations, Navy Exchange and Ticket and Tours 
information.  For WPNSTA Yorktown and Cheatham Annex 
information, dial (757) 887-4000. 
 
    c.  Defense Switched Network (DSN).  DSN (formerly AUTOVON) 
is the principal long distance, unsecured voice communications 
network providing worldwide-switched telecommunications service 
to DoD and certain non-DoD subscribers.  NAVSTA Norfolk; NAS 
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Oceana, Dam Neck Annex; NAS Oceana; NAVSUPPACT Norfolk, 
Northwest Annex; NAVSHIPYD Norfolk; and WPNSTA Yorktown and 
Cheatham Annex customers dial “8” for DSN access; NAVPHIBASE 
Little Creek customers dial “6” for DSN access.  On the “836” 
telephone exchange, dial “888” for DSN access.  Telephones with 
DSN access without global access can contact the DSN overseas 
operator by dialing “18.”   
 
    d.  Overseas DSN Calling and Precedence Calls.  The DSN 
attendant is available to assist customers who place overseas or 
precedence calls subject to the DSN precedence system. 
 
    e.  Commercial Toll.  Long distance telephone calls  
(9-1-Area Code-xxx-xxxx) are transmitted via the Federal 
Telecommunication System 2001 (FTS2001) Network.   
 
    f.  IT-21 T-1 Landline Connectivity 
 
        (1) IT-21 T1 activation requests are submitted to NCTAMS 
LANT in accordance with NTP-2 and current Atlantic 
Communications Information Advisories/Communications Information 
Bulletins.  Units are encouraged to contact the Joint Fleet 
Telecommunications Operations Center (JFTOC) Watch Officer via 
Immediate Precedence COMSPOT to report disruption in T-1 
services.  Prior to a trouble ticket being submitted, the unit 
shall take all actions required to ensure the disruption is not 
due to shipboard equipment problems.  A service charge is levied 
on all service calls made, which are determined to be caused by 
shipboard equipment. 
 
        (2) A total of 60 IT-21-equipped ships with Channel 
Service Units (CSUs) can be provided pier side SIPRNET/NIPRNET 
connectivity at the following locations: 
 
            (a) NAVSTA Norfolk – Piers 1 through 12 and 14 
provide IT21 connectivity over the Hampton Roads Enterprise 
Network (HREN) via ATM switches with classified and unclassified 
routers. 
 
            (b) NAVPHIBASE Little Creek – Piers 11 through 18, 
56 through 58, 61, and Quay Wall East, West, and Dog Leg, 
provide IT21 connectivity over the HREN via ATM switches with 
classified and unclassified routers and leased commercial 
circuits.   
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            (c) NAVSHIPYD Norfolk– Piers 3 through 6, Berths 1 
through 43, Dry Docks 1 through 4,6 through 8, and Wet Slip 2 
and Building Ways, provide connectivity via 1 ST-1000 and 1 
CISCO 3640 router, which are located at the Navy’s demarcation 
in Building 65. 
 
NOTE:  Pier side SIPRNET/NIPRNET equipment is installed behind 
existing Fleet firewalls and provides a maximum of 64KB for 
SIPRNET and up to 1.472Mbps for NIPRNET access.  Internet 
Protocol services (NIPRNET/SIPRNET and Domain Name Service) 
request is submitted to NCTAMS LANT DET Hampton Roads in 
accordance with Access Request Message ALCOMLANT ALFA 036/98.  
 
    g.  Indirect Defense Switched Network (IDSN).  IDSN is dial 
tone provided to ships at sea via satellite.  This service 
allows ships access to Norfolk voice networks (local area and 
on-base dialing, long distance, FTS2001, and DSN) while 
underway. 
 
    h.  Hampton Roads Enterprise Network (HREN).  The HREN 
transferred to EDS under the NMCI contract 3 July 2003.  The 
HREN is comprised of network and fiber cable infrastructure at 
the following bases:  NAVSTA Norfolk; NAVSUPPACT Norfolk;, 
NAVPHIBASE Little Creek; NAS Oceana; NAS Oceana, Dam Neck Annex; 
NAVSHIPYD Norfolk; and NAVSUPPACT Norfolk, Northwest Annex.  
Operation of HREN includes support for the NAS Oceana Base Area 
Network (BAN) and the Pier Asynchronous Transfer Mode (ATM) 
transport network.  
 
    The HREN provides NIPRNET, SIPRNET, domain name, and legacy 
transport services that are directly related to operational 
Fleet readiness.  As current HREN users in AOR transition to the 
NMCI Network, they will also transition off the HREN.  
 
2060.3  Telephone Service for Ships 
 
    a.  Telephone Connections.  Ships berthed at NAVSTA Norfolk; 
NAVPHIBASE Little Creek; WPNSTA Yorktown; and Cheatham Annex are 
provided with telephone service in accordance with 
CINCLANTFLTINST 2880.1.  Individual ship requirements are 
requested in the ship’s logistics requirements (LOGREQ) message 
sent prior to arrival.  Service is provided by a patch panel 
arrangement.  Each pier has been equipped with jack boxes and 
the jacks numbered for identification.  At NAVSTA Norfolk and 
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NAVPHIBASE Little Creek, each ship’s Interior Communications 
Division should contact NCTAMS LANT Telephone Exchange  
((757) 444-7554 or 444-0558) to arrange for service, to 
reactivate service upon arrival, or to report troubles.  At 
WPNSTA Yorktown and Cheatham Annex, each ship’s Interior 
Communications Division should contact the BCO representative at 
(757) 887-7724 to arrange for service or to report troubles. 
 
    b. Trouble Reporting.  NAVSTA Norfolk and NAVPHIBASE Little 
Creek ships experiencing trouble with telephone service must 
check their equipment going from the ship to the jack box on the 
pier; if the trouble is not found, ship’s personnel shall 
contact (757) 444-7554 or (757) 444-0558 for assistance.  WPNSTA 
Yorktown and Cheatham Annex ships are to call (757) 887-7724 to 
report troubles.  Do not contact Verizon Telephone Company.  
Costs for all trouble calls referred to Verizon that are found 
to be in the ship’s equipment will be billed to the ship or 
their Type Commander.  Terminal and splice cases located on the 
piers are the property of NCTAMS LANT.  Jack boxes are the 
property of the installation.  In no case shall ship’s  
personnel tamper with any of this equipment.  Ships responsible 
for cutting cables or damaging terminals or jack boxes must pay 
for the replacement and/or repairs.   
 
    c.  Telephone Assignment.  At NAVSTA Norfolk and NAVPHIBASE 
Little Creek, the Telephone Exchange will assign telephone 
numbers prior to the ship’s arrival.  Upon arrival, the 
number(s) will be activated/connected to the ship.  An effort is 
made to retain the ship’s assigned number(s) during periods when 
the ship is absent from NAVSTA Norfolk or NAVPHIBASE Little 
Creek.  However, upon departure for deployment, the telephone 
number(s) will revert to an unassigned status and will be made 
available for reassignment as required.  At WPNSTA Yorktown and 
Cheatham Annex, the BCO representative will assign ships a  
number or numbers prior to arrival, on a first-come, first- 
served basis.  There is no guarantee of same number assignment 
for any ship moored at WPNSTA Yorktown and Cheatham Annex. 
 
    d.  Telephone Service Funding.  In most instances, the ship 
receiving telephone service is responsible for funding that 
service.  Contact the respective BCO for additional information.  
Details pertaining to the procedures for payment will be 
arranged during discussions between the ship and BCO. 
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2060.4  Defense Switch Network (DSN) Precedence Level Calling 
Authority 
 
    a.  Pre-empt Calls.  Emergency situations may develop at the 
operating force level, which would require the employment of a 
precedence pre-empt calling authority to expeditiously acquire a 
DSN access line.  U.S. Navy and Marine Corps operating forces 
afloat are authorized to place pre-empt calls at the PRIORITY 
level through the operator at the PBX/PABX (switchboards) 
located at activities under the area coordination of COMNAVREG 
MIDLANT.  PRIORITY precedence is reserved for calls that require 
prompt completion for national defense and security, the 
successful conduct of War, or to safeguard life or property, 
which do not require higher precedence. 
 
        (1) In cases of emergency situations involving danger to 
life or safety of ships, aircraft or units, or matters having 
urgent bearing on the national security, precedence levels 
higher than PRIORITY may be used.  When such emergency use of 
DSN is invoked, the calling party shall notify his chain of 
command of such use. 
 
        (2) The precedence level assigned a call is based on the 
importance of content of the call and not by the originator’s 
rank or grade.  Commanding Officers shall ensure that all 
personnel placing precedence level calls in the DSN system are 
properly indoctrinated and comply with the precedence and 
responsibilities cited in JANAP 173 and OPNAVINST 2305.13. 
 
        (3) If a call is pre-empted by a higher precedence call, 
the responsibility of reestablishing the call is assigned to the 
originator of the interrupted call. 
 
    b.  Persons placing calls will provide the local PBX/PABX 
operator with the following information: 
 
        (1) Caller’s name, command/activity, and extension 
number. 
 
        (2) Precedence assigned (i.e., PRIORITY, IMMEDIATE, 
FLASH). 
 
        (3) Name, command/activity, and DSN number desired. 
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2060.5  On-Base Private Residence Telephones 
 
    a.  SURFLANT Screening.  At the request of Verizon, 
COMNAVSURFLANT screens all requests for priority installation of 
private residence telephones from personnel attached to forces 
afloat. 
 
    b.  AIRLANT Screening.  COMNAVAIRLANT screens all requests 
from personnel attached to Fleet air units. 
 
    c.  COMNAVREG MIDLANT Screening.  COMNAVREG MIDLANT screens 
all requests for personnel attached to shore activities.  
Because of the limited telephone facilities in certain areas, 
the criteria used by COMNAVREG MIDLANT for priority 
consideration are: 
 
        (1) Are the duties of the individual such that he is 
required to be on call at his home outside of working hours? 
 
        (2) In an emergency, would delay contacting him be 
detrimental to the best interest of the Navy? 
 
    d.  Flag Requests.  Requests from Flag Officers and senior 
members of their staffs, commanding and executive officers, and 
other key personnel, will, in general, receive favorable 
forwarding endorsements. 
 
2060.6  Pay Phones.  The Navy Exchange Service Command 
administers pay phones.  Arrangements for installation or repair 
are made by calling the Regional Vending Office. 
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SUBJECT GROUP 2100-2199 TELECOMMUNICATIONS SERVICES 
 

SUBGROUP 2100 – GENERAL  
 
2100.1  Ships Present List.  Naval Station (NAVSTA), Norfolk, 
will prepare and distribute the Ships Present List daily on 
normal working days, available at the NAVSTA Norfolk Web site, 
http://www.navstanorva.navy.mil.  For any further questions, 
contact NAVSTA Port Operations. 
 
2100.2  Authorization to Operate Amateur Radios.  Amateur Radio 
Operators desiring to operate or transport radio equipment 
installed in privately-owned vehicles while on NAVSTA Norfolk 
may obtain authorization from COMNAVREG MIDLANT, in accordance 
with COMNAVREGMIDLANTINST 2070.1.   
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SUBJECT GROUP 2200-2299 COMMUNICATIONS SECURITY (COMSEC) 
 

SUBGROUP 2200 – GENERAL 
 
2200.1  Communications Security Information.  Communications 
Security Advice and Assistance Visits (CMS A&As) may be 
requested informally by telephone, written request, message, or 
via E-Mail at CMSAA@NCTAMSLANT.NAVY.MIL.  Message requests 
should be addressed to NCTAMS LANT NORFOLK VA//N64// for action. 
 
2200.2  Communications Security Material System (CMS) 
Publications.  The Communications Security Material Issuing 
Office (CMIO) is located in Building CEP-113, “Second” and “D” 
Streets, NAVSTA Norfolk.  CMS custodians desiring to draw or 
turn in CMS hardware must have a current message authorization 
on file, in accordance with CMS 4.  A valid civilian/military 
government Identification Card (ID) must be presented, and the 
uniform of the day shall be worn before access to CMIO spaces 
will be permitted.  Temporary or non-laminated ID cards will not 
be considered valid identification.  Issue/turn-in hours are 
0745 to 1615, Monday through Friday, Holidays excepted.  No 
turn-ins will be accepted after 1400.  Emergency issues will be 
made at any time.  CMIO is normally closed for inventory, one 
week in January and July (specific dates are published by 
message prior to exact closing), and only emergency issues and 
turn-ins will be handled during these periods.  CMS custodians 
for commands returning from outside CONUS are requested to 
contact the Defense Courier Service prior to visiting CMIO. 
 
2200.3  Crypto Repair Facilities 
 
    a.  Sewells Point.  Crypto repair facilities are available 
aboard COMNAVSURFLANT repair ships.  Repairs will be requested 
on a regular repair, ship-work request. 
 
    b.  NAVSHIPYD Norfolk, Portsmouth, VA.  A crypto repair 
facility is also located in Building 510, NAVSHIPYD Norfolk.  
Ships requiring this service are requested to contact the repair 
facility as soon as practicable upon arrival so that work may be 
scheduled during the normal work day, due to the curtailment of 
overtime authorizations.  Proper arrangements can be made by 
telephone to NAVSHIPYD Norfolk. 
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SUBJECT GROUP 2300-2399 COMMUNICATIONS METHODS AND PROCEDURES 
 

SUBGROUP 2319 – MESSAGE FORMAT AND PROCEDURES 
 
2319.1  Receipt and Release of Messages 
 
    a.  Communications.  Communications for SOPA (ADMIN) Hampton 
Roads are maintained by NCTAMS LANT, located at NAVSTA Norfolk, 
Bldg. M-51. 
 
    b.  Message Format.  Outgoing messages will be prepared 
using CMP message processing software and transmitted using DMS. 
 
    c.  "All Ships Present" Message.  All commands desiring to 
promulgate information to "All Ships Present" in a particular 
Subarea will address their message to the appropriate Subarea 
SOPA (ADMIN) with the promulgation request appearing in the 
message text.  For promulgation to All Ships Present in the 
Hampton Roads Area, address message requesting same in the first 
paragraph of the message to “SOPA ADMIN HAMPTON ROADS AREA VA."  
Information will be promulgated by landline, appropriate Fleet 
Broadcast, and/or mail, as deemed appropriate by SOPA (ADMIN) 
Hampton Roads Area.  Permission has been granted to utilize the 
Collective Address Designator (CAD) “ALL SHIPS AND FLT UNITS 
PRESENT HAMPTON ROADS VA” for the limited purpose of 
promulgating weekly in port AW, EW, communications exercises 
planning, and critique message traffic.  This authority is 
delegated solely to the Officer Conducting Exercise (OCE).  SOPA 
ADMIN HAMPTON ROADS AREA VA will be included as an INFO addee on 
all exercise traffic utilizing this CAD.  Requests for 
promulgation of information relative to change of command 
ceremonies and other information of general interest should be 
submitted in accordance with paragraph 5060.1. 
 
    d.  Message Distribution.  Delivery of messages for All Ships 
Present in a specific Subarea is in accordance with their 
individual guard arrangements, in accordance with NTP-4.   

 
    e.  All Ships Present Definition.  As used in messages 
originated by SOPA/SOPA(ADMIN), the address "ALL SHIPS AND FLT 
UNITS PRESENT HAMPTON ROADS VA” applies to all ships present, 
operational, and administrative commanders in COMLANTFLT chain 
including Type, Flotilla, Group, Squadron, Division, Special 
Task Force, and any other Unit Commanders. 
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2319.2  Outgoing Traffic - Ships at Piers 
 

    a.  Message Drop-Off Procedures.  This service is provided 
for Legacy customers only.  Outgoing, classified, and 
unclassified messages may be delivered by messenger to NCTAMS 
LANT Distribution Center with prior approval from the 
Communications Watch Officer (CWO); Message pick-up/delivery, 
Bldg. M-51 entrance on Pocahontas Street.  Messages must be 
prepared on diskettes as directed by NTP-3 and NTP-4. 
  
    b.  Authorization to Pickup/Deliver Messages.  Commands 
wishing to pick-up/deliver messages from NCTAMS LANT must 
provide the NCTAMS LANT Message Center with a Command letter or 
Naval Message.  OPNAV Form 2160-6 may be used for this purpose 
if held.  The Naval Message will be addressed to NCTAMS LANT 
NORFOLK VA//N3/N32//, with a subject line of “CUSTOMER PICK-UP 
AND DELIVERY AUTHORIZATION.”  A Command letter or Naval Message 
will list the highest classification each courier is authorized 
to receive and/or transport, as well as name, rate, grade, rank, 
and Social Security Number.  Any changes (additions/deletions) 
to a Command's Authorization Letter will require submission of 
the entire list again.  Memoranda to add or delete a name 
to/from a Command letter are not acceptable. 

 
2319.3  Communication Guard for Ships.  Assumption of 
communication guard for ship or Fleet commands is not an 
assigned function of NCTAMS LANT.  Ships will comply with NTP-4 
when making guard ship arrangements.  NCTAMS LANT may assume 
communication guard for ships during emergencies or when 
conditions warrant.  Applications for communication guard will 
be made by message in accordance with NTP-4.  Ships scheduled 
for overhaul at NAVSHIPYD Norfolk may make guard ship 
arrangements by message to NCTAMS LANT NORFOLK VA, in accordance 
with NTP-4.   

 
2319.4  General Messages.  General messages are available at 
NCTAMS LANT website https://nctamslant.navy.smil.mil//. 
 
2319.5  Communications Assistance.  The NCTAMS LANT Joint Fleet 
Telecommunications Operations Center (JFTOC) and the Message 
Center should be called upon freely for assistance in the 
preparation and handling of messages.  The Message Center is 
located in Bldg. M-51, at Message Pick-up/Delivery Window, 
Pocahontas St., NAVSTA Norfolk. 
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SUBJECT GROUP 2700-2799 AFLOAT COMMUNICATIONS 
 

SUBGROUP 2710 - CIRCUITRY AND NETWORKS 
 
2710.1  Radio Communications for Ships in the Hampton Roads Area 

 
    a.  Harbor Common, 385.0 
  
        (1) This frequency is guarded continuously by NAVSTA 
Norfolk as “Norfolk Port Control” for operational traffic.  
Ships will use ship’s name when establishing communications on 
this net. 
         
        (2) Within the Hampton Roads Area, all ships will guard 
the Harbor Common Frequency when underway, at anchor, or pier 
side. 
 
        (3) NAVSTA Norfolk, as PORT CONTROL, is Net Control for 
this net.  SOPA (ADMIN) Hampton Roads, for purposes of emergency 
communications, may assume Net Control.  
  
        (4) Ships handling ammunition at anchorage will maintain 
a listening watch Marine Channel 13 (156.650 Mhz) and Marine 
Channel 14 (156.700 Mhz), and establish guard on Harbor Common 
385.0 MHz.   
 
        (5) It is neither required nor desired that individual 
ships check into or out of this circuit upon entering or leaving 
port.  Net Control will utilize ships present lists and movement 
schedules to keep abreast of circuit status. 
 
    b.  Port Control Frequencies 
 
        (1) NAVSTA Norfolk.  There are four Port Ops Channels 
designated for use by Port Operations.  Norfolk Port Control 
uses Channel 2 to dispatch tugs and maintains a continuous guard 
on this circuit.  Transmissions are restricted during standing 
EMCON within 600 yards of NAVSTA Norfolk piers.  These channels 
are used in conjunction with Marine Channels 13 (156.650 Mhz) 
and Marine Channel 14 (156.700 Mhz) for ship-to-tug 
communications in ship movements.  Pilots employ small hand- 
carried portable radios.  However, all ships requiring the  
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services of tugs to aid in docking or undocking should be 
maintain a guard on Marine Channels 13/14 frequency for ship-to-
tug communication on short notice. 
 
        (2) NAVPHIBASE Little Creek.  There are two Port Ops 
Channels designated for use by Port Operations.  Little Creek 
Port Control uses Channel 2 to dispatch tugs and maintains a 
continuous guard on this circuit.  These channels are used in 
conjunction with Marine Channels 12 (156.600 Mhz) and Marine 
Channel 16 (156.800 Mhz) for ship-to-tug communications in ship 
movements.  Pilots employ small hand-carried portable radios.  
All ships in the Little Creek Subarea anchorages, ships entering 
the Little Creek Subarea, and ships leaving the harbor of Little 
Creek are required to guard Marine Channel 12/16 while underway. 
 
        (2) NAVPHIBASE Little Creek.  There are three Port Ops 
Channels designated for use by Port Operations.  These channels 
are used in conjunction with Marine Channel 79A (156.975 Mhz) 
for ship-to-tug communications in ship movements.  Pilots employ 
small hand-carried portable radios. 
 
    c.  Magnetic Silencing Facilities.  The primary means for 
ships to communicate with Magnetic Silencing Facilities is by 
voice radio via 355.55 MHz; Marine Band Radio Channel 13 is also 
monitored. 
 
    d.  Authorized Frequencies.  Only HYDRA radios, which 
operate in the band 380-400 MHZ, are authorized for intra-ship 
use when within 50 nautical miles of Norfolk.  Ships are 
permitted to use these radios for pier sentries, quarterdeck, 
docking, and other like intra-ship operations. 
 
2710.2  Establishing of Circuits.  Ships requiring the use of 
radio frequencies in the HF, VHF, and UHF frequency bands will 
request frequencies IAW CLF OPORD 2000 Annex Kilo Appendix 12 
Tab Alpha. 
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SUBJECT GROUP 3000 - 3079 OPERATIONS AND READINESS 
 

SUBGROUP 3000 – GENERAL 
 
3000.1  Official Liaison with Commander, Fifth Coast Guard 
District, and other Coast Guard Activities in the Hampton Roads 
Area 

    a.  Official Liaison.  Commander, U.S. Atlantic Fleet 
(COMLANTFLT) has designated Commander, Navy Region, Mid-Atlantic 
(COMNAVREG MIDLANT) (SOPA (ADMIN) Hampton Roads) as the official 
liaison between naval commands in the Hampton Roads Area, and 
Commander, Fifth Coast Guard District, as well as other Coast 
Guard commands in the Hampton Roads Area. 
 
    b.  Matters requiring liaison.  All matters requiring 
liaison between Navy and Coast Guard activities in the Hampton 
Roads Area should normally be handled through COMNAVREG MIDLANT 
as SOPA (ADMIN) Hampton Roads (N31). 
 
    c.  Elizabeth/James River Moving Safety Zone.  In order to 
prevent undue closure of certain navigable waters in the Hampton 
Roads Area, a joint agreement by COMNAVSURFLANT, COMNAVAIRLANT, 
Coast Guard representatives, and other interested commands has 
resulted in a procedure whereby a moving safety zone will be 
established for large combatants transiting to and from area 
shipyards.  Implementation of the procedure requires the Coast 
Guard to provide suitable escorts for maritime control and the 
issuance of suitable Notices to Mariners. 
 
    d.  Message Format.  Commanding Officer, NAVSTA Norfolk, 
acting on behalf of SOPA (ADMIN) Hampton Roads, will coordinate 
moving safety zones.  Requests should be made 10 days in advance 
in order to allow Coast Guard activities concerned to issue the 
necessary warnings to merchant traffic and task necessary 
assets.  Requests should utilize the following format: 
 
FROM {ORIGINATOR} 
TO NAVSTA NORFOLK VA//PM PORT OPS/N3// 
INFO {TYPE COMMANDER} 
COMCOGARD SECTOR HAMPTON ROADS VA 
CCGDFIVE PORTSMOUTH VA 
{NAVSHIPYD NORFOLK VA/SUPSHIP PORTSMOUTH 
VA/SUPSHIP NEWPORT NEWS VA AS APPLICABLE.} 
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{IMMEDIATE UNIT COMMANDER} 
UNCLAS //N03170// 
SUBJ/ELIZABETH/JAMES RIVER TRANSIT 
MSGID/GENADMIN/{ORIGINATOR}// 
REF/A/DOC/COMNAVREG MIDLANT/06MAR90// 
AMPN/COMNAVREGMIDLANT/SOPA{ADMIN}HAMPINST 5400.1A {SOPA MANUAL}  
ARTICLE 3100.1//RMKS/ 
1.  REQ TUGS AND PILOTS FOR ELIZABETH RIVER TRANSIT ON {DTG} 
2.  REQ COAST GUARD ESCORT DURING TRANSIT. 
3.  POC:  {NAME AND TELEPHONE NUMBER OF CONTACT}// 
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SUBJECT GROUP 3000-3079 OPERATIONS AND READINESS 
 

SUBGROUP 3006 – NATURAL DISASTER CONTROL 
 
3006.1  Disaster Preparedness, Response, and Recovery Procedures 
as Applicable to Forces Afloat 
 
    a.  General 
 
        (1) SOPA (ADMIN) Hampton Roads is responsible for 
providing for the active participation as augmentation forces 
of afloat units in the Hampton Roads Area in disaster 
preparedness, response, and recovery operations.  All Navy 
resources are potentially available to assist other afloat 
units, military shore installations, and civil authorities 
during disasters and emergencies, commensurate with maintaining 
Navy operational commitments and mission priorities. 
 
        (2) Policy and procedural guidance for disaster 
preparedness, response, and recovery operations are delineated 
by the following references: 
 
            (a) OPNAVINST 3440.16, Navy Civil Emergency 
Management Program (NOTAL). 
 
            (b) COMLANTFLT OPORD NO. 2000. 
 
            (c) COMNAVREGMIDLANTINST 3440.24, Regional Disaster 
Preparedness and Recovery Plan (NOTAL). 
 
        (3) Fleet afloat units in the Hampton Roads Area may be 
requested to provide disaster or emergency assistance (i.e., 
personnel, equipment, supplies) to other afloat units, local 
military shore installations, and civil authorities as follows: 
 
            (a) Natural disasters (e.g., hurricanes, flooding, 
tornadoes, earthquakes). 
 
            (b) Man-made disasters (e.g., acts of terrorism, 
including use of weapons of mass destruction and Nuclear/ 
Biological/Chemical accidents). 
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        (4) In addition to the guidance and information provided 
in COMNAVREGMIDLANTINST 3440.24, more comprehensive instructions 
are provided as follows: 
 
            (a) Destructive Weather.  Refer to 
COMNAVREGMIDLANT/SOPA(ADMIN)HRINST 3141.1B, Destructive Weather 
Plan.  (See Section 3400 of this instruction). 
 
            (b) Biological/Chemical Agents.  Refer to Section 
3400 of this instruction and COMNAVREGMIDLANTINST 3440.24, Annex 
“E.” 
 
            (c) Nuclear Reactor Accidents/Incidents.  Refer to 
NAVSHIPYDNORINST P3040.2G, Radiological Emergency Procedures.  
(See Section 3400 of this instruction and COMNAVREGMIDLANTINST 
3440.24, Annex “S”). 
 
            (d) Nuclear Weapons Accidents/Incidents.  See 
Section 3400 of this instruction. 
 
            (e) Terrorism.  Refer to COMNAVREGMIDLANTINST 
3440.24, Annex “E.” 
 
            (f) Environmental Spills.  Refer to 
COMNAVREGMIDLANTINSTs 5090.1 and 5090.3. 
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SUBJECT GROUP 3100-3199 OPERATIONS 
 

SUBGROUP 3110 - ADMINISTRATIVE ASSIGNMENT OF OPERATING FORCES  
OF THE NAVY 

 
3110.1  Pier SOPA 
 
    a.  Per U.S. Navy Regulations, SOPA is defined as the senior 
officer of the Navy, eligible for command at sea, who is present 
and with primary duty as Commander of any unit or force of the 
operating forces of the Navy in the locality within an area 
prescribed by competent authority, whether afloat or based 
ashore, except such units as may be assigned to shore commands 
by a competent authority. 
 
    b.  Pier SOPA uses the same criteria with the “area 
prescribed” being the pier of concern.  The term “Pier SOPA,” as 
used in this instruction, refers to the Subarea or Pier SOPA, as 
appropriate.  At NAVPHIBASE Little Creek; NAVSHIPYD Norfolk, 
Portsmouth, VA; and WPNSTA Yorktown, the Subarea SOPA, as 
defined in this manual, will serve as Pier SOPA for all ships 
berthed at piers in the Subarea. 
 
    c.  At NAVSTA Norfolk, Pier SOPA assignments are made for 
each pier.  Naval Submarine Support Unit (NSSU) is assigned Pier 
SOPA for Piers 3 and 3T.  Pier SOPA for the remaining piers are 
assigned in accordance with U.S. Navy regulations with the area 
prescribed being the pier.  The Commanding Officer of a Flagship 
will normally fulfill Pier SOPA duties for the embarked 
commander. 
 
3110.2  Designation of Pier SOPA.  Pier SOPA assignments are 
listed in the weekly Regional Harbor Movements and Pier SOPA 
Assignments message generated by NAVSTA NORFOLK VA//PD PORT 
OPS//N3//. 
 
3110.3  Turnover 
 
    a.  Prior to relief, the oncoming Pier SOPA will transmit a 
message to all ships at the pier or berthed in the Subarea, INFO 
NAVSTA NORFOLK VA//PD PORT OPS/N3// and SOPA ADMIN NORFOLK/ 
LITTLE CREEK/PORTSMOUTH/YORKTOWN SUBAREA VA//N3// (as 
appropriate) to include the following: 
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        (1) Pier Sentry Watch rotation. 
 
        (2) Pier sweepers & parking lot cleaning bill. 
 
        (3) Parking assignments (pier and Quay Wall). 
 
        (4) Colors (at NAVSTA Norfolk, lead is Norfolk Port 
Control on Harbor Common 385.0 MHz). 
 
        (5) Special evolutions scheduled. 
 
        (6) Point of contact for consolidating pier access/ 
security procedures. 
 
        (7) Pier safety information and current status.   
 
        (8) Amplifying information/special interest items. 
 
    b.  When necessary, the off-going Pier SOPA will report any 
feedback or problems that have occurred via message to NAVSTA 
NORFOLK VA//PD PORT OPS//N3// INFO SOPA ADMIN (NORFOLK/LITTLE 
CREEK/PORTSMOUTH/YORKTOWN, as appropriate) SUBAREA VA//N3//. 
 
3110.4  Responsibilities 
 
    a.  Cleanliness 
 
        (1) Pier SOPAs are responsible for ensuring ships 
departing piers leave berths in satisfactory condition.  When 
berths of departing ships are found in unsatisfactory condition, 
Pier SOPAs should inform ship concerned of unsatisfactory 
condition of the pier, via message, with copy to the appropriate 
Port Operations Officer. 
 
        (2) Pier SOPAs will frequently inspect assigned pier(s), 
guardhouse(s), and parking lots for cleanliness.  (See Enclosure 
3110-1 and Figures 3110-1 through 3110-6 for NAVSTA Norfolk 
cleaning responsibilities.)  All new material discrepancies 
discovered on the pier or guardhouse should be immediately 
reported to the local Port Operations. 
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        (3) Pier SOPAs will ensure procedures outlined in 
Subgroup 3120 OPERATING PROCEDURES, TASKS AND EMPLOYMENT are  
followed.  Pier SOPAs are authorized to establish a Working 
Party for each pier.  Cleaning Bill assignments should be 
published as part of the Pier SOPA message. 
 
        (4) Pier SOPAs will ensure nothing is discharged or 
discarded from any ship into the water except for normal 
discharge resulting from equipment operations or fresh water 
wash-down, and that hazardous waste and material is disposed of 
in accordance with Subgroup 5090 of this manual.  Pier SOPAs 
observing violations of this manual or any other governing 
instruction/policy will notify the Commanding Officer of the 
offending ship to take corrective action and prevent future 
occurrences. 
 
    b.  Colors.  Colors at NAVSTA Norfolk will be coordinated by 
Norfolk Port Control on Harbor Common 385.0 MHz.  SOPA 
Portsmouth Subarea, on VHF Channel 18, will coordinate colors at 
NAVSHIPYD Norfolk Convenience Berths.  Pier SOPAs will 
coordinate colors at NAVPHIBASE Little Creek and WPNSTA 
Yorktown.  
 
    c.  Security 
 
        (1) Pier SOPAs will establish the Pier Sentry Watchbill 
and are responsible for Pier Sentry communications.  Watchbill, 
POC for pier access list, and any high interest security 
items/concerns should be published as part of the Pier SOPA 
message. 
 
         (2) Pier SOPAs will ensure compliance with paragraph  
5560.1 of this manual. 
 
         (3) Pier SOPAs will ensure all Pier Sentries understand 
and follow instructions to Pier Sentries, as written in 
paragraph 5560.2 of this manual. 
 
         (4) Pier SOPAs will ensure guardhouse is kept in good 
condition and will notify Security of any discrepancies.   
Each ship providing Pier Sentries is accountable for the 
condition of the guardhouse during the times they are assigned 
Pier Sentry Watches. 
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         (5) All ships on the pier will provide daily access 
lists of non-DoD visitors, contractors, deliveries, etc., to the 
Pier SOPA for consolidation.  Pier SOPA will provide a 
consolidated pier access list to the Pier Sentry on a daily 
basis.  All non-DoD personnel must have an escort from the ships 
they are visiting unless they are on the pier access list. 
 
    d.  Uniform Appearance.  All military personnel arriving and 
departing the pier must be properly groomed and in either proper 
civilian attire or in compliance with Uniform Regulations.  
Uniform policy for the Hampton Roads Area is promulgated in 
COMNAVREGMIDLANT/SOPA(ADMIN)HRINST 1020.3 and is reinforced in 
the semi-annual uniform shift message. 
 
    e.  Special Evolutions.  Ships at the pier should coordinate 
with Pier SOPA and the local Port Operations for any special 
evolutions planned on the pier (e.g., fueling, ammunition 
evolutions, tours, ceremonies, etc.). 
 
    f.  Communications.  Pier SOPAs are responsible for rapid 
dissemination of information to all ships on their pier when 
contacted by Port Operations as part of their telephone 
notification tree.  This includes Cyclone Condition of Readiness 
changes, Thunderstorm Warnings, IFF Interference messages, 
THREATCON Changes, et cetera.  Pier SOPAs must log these 
notifications to ensure an audit trail is maintained. 
 
    g.  Pier SOPAs are responsible for enforcing established 
safety procedures.  Specific guidelines for double-deck piers 
are outlined in section 3170.1.gg. 
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PIER AND PARKING LOT CLEANING ASSIGNMENTS 
 
Pier 1 is responsible for: 
 Parking lots CEP-P16, CEP-P17, CEP-P18, CEP-P19, and 
the South Wall pier. 
 
Pier 2 is responsible for: 
 Parking lots CEP-P12, CEP-P13, CEP-P14, CEP-P15, and  
CEP-P20. 
 
Pier 3 is responsible for: 
 Parking lots CEP-P9, CEP-P10, CEP-P11, and CEP-M3. 
 
Pier 4 is responsible for: 
 Parking lots CEP-P4, CEP-P6, and CEP-P8. 
 
Pier 5 is responsible for: 
 Parking lots CEP-P2, CEP-P3, CEP-P5, and CEP-P7. 
 
Pier 6 is responsible for: 
 Parking lots Z-P1, Z-P4, Z-P5, and CEP-P1. 
 
Pier 7 and 7A are responsible for: 
 Parking lots Y-P1, Z-P2, Z-P3, Z-P6, W-P15, and W-P16. 
 
Pier 8 is responsible for: 
 Parking lots W-P3, W-P4, W-P12, W-P14, Y-P2, and Y-M1. 
 
Pier 9 is responsible for: 
 Parking lots X-P1, W-P2, W-P10, W-P11, W-M2, and W-M3. 
 
Pier 10 is responsible for: 
 Parking lots W-P1, W-P6, W-P7, W-P8, and W-M1. 
 
Pier 11 is responsible for: 
 Parking lots Q-P3, Q-P7, Q-P8, Q-M1, W-P5, and W-P9. 
 
Pier 12 is responsible for: 
 Parking lots Q-P4, Q-P9, Q-P10, and Q-P11. 
 
Pier 14 is responsible for: 
 Parking lots Q-P1, Q-P2, Q-P5, and Q-P6. 
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Pier Cleaning Responsibilities 
Pier 1, 2, 3 

 
- Pier SOPA is responsible for the cleanliness of the indicated areas, including the streets, 
fencelines, and sidewalks, which border the areas. 
 
- Questions concerning authority/responsibility should be directed to: 

NAVSTA SPEC OPS/1st LT Div   444-2275 
NAVSTA Port Operations 0800-1500 M-F  444-1561 

 Duty Officer  445-0166/67 
Pallet Pick-Up         0800-1600 M-F  444-2313 
Dumpster Service 

     Trash        0730-2300 M-F  444-4662/445-1701 
         0600-1430 S-S 
     Metal        0715-1545 M-F  444-7923 
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Pier Cleaning Responsibilities 
Pier 4, 5 

 

 
- Pier SOPA is responsible for the cleanliness of the indicated areas, including the streets, 
fencelines, and sidewalks, which border the areas. 
 
- Questions concerning authority/responsibility should be directed to: 

NAVSTA SPEC OPS/1st LT Div   444-2275 
NAVSTA Port Operations 0800-1500 M-F  444-1561 

 Duty Officer  445-0166/67 
Pallet Pick-Up         0800-1600 M-F  444-2313 
Dumpster Service 

Trash        0730-2300 M-F  444-4662/445-1701 
           0600-1430 S-S 

Metal        0715-1545 M-F  444-7923
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Pier Cleaning Responsibilities 
Pier 6, 7, 8 

 

 
- Pier SOPA is responsible for the cleanliness of the indicated areas, including the streets, 
fencelines, and sidewalks ,which border the areas. 
 
- Questions concerning authority/responsibility should be directed to: 

NAVSTA SPEC OPS/1st LT Div   444-2275 
NAVSTA Port Operations 0800-1500 M-F  444-1561 

 Duty Officer  445-0166/67 
Pallet Pick-Up          0800-1600 M-F  444-2313 
Dumpster Service 

     Trash         0730-2300 M-F  444-4662/445-1701 
            0600-1430 S-S 
       Metal         0715-1545 M-F  444-7923 
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Pier Cleaning Responsibilities 
Pier 9, 10 

 

 
- Pier SOPA is responsible for the cleanliness of the indicated areas, including the streets, 
fencelines, and sidewalks, which border the areas. 
 
- Questions concerning authority/responsibility should be directed to: 

NAVSTA SPEC OPS/1st LT Div   444-2275 
NAVSTA Port Operations 0800-1500 M-F  444-1561 
          Duty Officer  445-0166/67 
Pallet Pick-Up         0800-1600 M-F  444-2313 
Dumpster Service 

       Trash        0730-2300 M-F  444-4662/445-1701 
           0600-1430 S-S 

Metal        0715-1545 M-F  444-7923
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Pier Cleaning Responsibilities 
Pier 11, 12, 14 

 

 
- Pier SOPA is responsible for the cleanliness of the indicated areas, including the streets, 
fencelines, and sidewalks, which border the areas. 
 
- Questions concerning authority/responsibility should be directed to: 

NAVSTA SPEC OPS/1st LT Div   444-2275 
NAVSTA Port Operations 0800-1500 M-F  444-1561 

           Duty Officer  445-0166/67 
Pallet Pick-Up         0800-1600 M-F  444-2313 
Dumpster Service 

     Trash        0730-2300 M-F  444-4662/445-1701 
         0600-1430 S-S 

       Metal        0715-1545 M-F  444-7923 
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SUBJECT GROUP 3100-3199 OPERATIONS  
 

SUBGROUP 3120 - OPERATING PROCEDURES, TASKS, AND EMPLOYMENT 
 

Ref:   (a) COMLANTFLTINST 5400.2  
 
3120.1  Responsibilities of Fleet Units for Cleanliness   
 
    a.  Policy.  In accordance with reference (a), SOPA (ADMIN) 
Hampton Roads is responsible for coordinating the cleanliness of 
all anchorages, slips, piers, and parking lots utilized by 
forces afloat in the Hampton Roads Area.  Specifically, this 
section is the basic cleaning bill for anchorages, slips, piers, 
and Fleet parking under the authority of the SOPA (ADMIN) 
Subarea identified in section 3110.4.   
 
    b.  SOPA (ADMIN) Subarea Responsibilities.  The cleaning of 
piers and Fleet parking lots has a direct impact on the health, 
safety, and operational readiness of personnel and units.  This 
section will detail areas of responsibility and delegate 
authority to each SOPA (ADMIN) Subarea for the coordination of 
the cleaning effort among forces afloat. 
 
    c.  Each ship at a pier is responsible for cleanliness of 
the trash disposal area.  Daily inspections will be made by each 
SOPA (ADMIN) Subarea representative to ensure waste is properly 
disposed of in order to maintain cleanliness of pier areas. 
 
        (1) Each SOPA (ADMIN) Subarea will coordinate the daily 
cleaning effort with the appropriate Pier SOPA.  SOPA (ADMIN) 
Subarea personnel, on a daily basis, will inspect assigned 
areas.  When standards are not met, the responsible Pier SOPA 
will be notified, and follow-up inspections will be conducted to 
ensure corrective actions are taken in a timely manner.  A 
program for reporting noncompliance and repeated offenses will 
be initiated by each SOPA (ADMIN) Subarea. 
 
    d.  Pier SOPA Responsibilities.  Each Pier SOPA is 
responsible for cleanliness of the pier area, including assigned 
parking lots.  Specific Pier SOPA duties are listed in paragraph 
3110.4.a of this manual.  The respective SOPA (ADMIN) Subarea 
may provide additional guidance.   
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    e.  Commanding Officers’ (CO) Responsibilities.  The CO of 
each ship berthed at a pier is tasked with supporting the Pier 
SOPA in the execution of his/her responsibilities as detailed 
by this section.  
 
3120.2  NAVSTA Norfolk Cleaning Bill.  NAVSTA Norfolk will 
coordinate cleaning efforts of forces afloat for all piers, 
floating dry docks, Fleet landings, and Fleet parking lots.  The 
division of Fleet parking lots among piers for the purpose of 
cleaning assignments, as depicted by Figures 3110-1 - 3110-5, 
has been performed on an equitable basis.  The criteria used for 
this division is to keep the lots as near to the responsible 
pier as feasible, and to assign lots that will normally be used 
by the ships at the responsible pier. 
 
    a.  General Guidance 
 
        (1) Place all refuse in dumpsters.  Pallets are never 
placed in dumpsters, and grounds in the vicinity of dumpsters 
will be policed each time refuse is placed in the dumpsters. 
 
        (2) Sweep piers, daily, or more frequently if necessary, 
to present a creditable appearance at all times. 
 
        (3) Police the parking lots identified in Figures 3110-1 
through 3110-5 a minimum of twice-a-day, 7 days a week.  Parking 
lot areas of responsibility are posted on placards in the 
vicinity of each pier.  Cleaning of lots should coincide with a 
pier sweeping routine established by each Pier SOPA.  Weekends 
and Holidays present an excellent opportunity for a thorough 
field day of each lot due to the reduced number of cars present. 
 
        (4) Of prime concern, are areas that collect or create 
debris.  Fence lines, curbs areas around dumpsters, vending 
machines, and grassy areas should receive intense cleaning 
efforts and inspections. 
 
        (5) When ships are nested, the CO of the ship nearest 
the pier will be primarily responsible for maintaining its 
appearance in accordance with the directions of the senior 
officer of the ships in the nest. 
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    b.  Pier SOPA Administrative Guidance 
 
        (1) The floating dry-dock utilizing Pier 3T comes under 
the cognizance of Pier 3 SOPA for supporting requirements of 
Fleet parking lot cleanliness as described in the cleaning bill. 
 
        (2) Ships berthed at the South wall come under authority 
of Pier 1 SOPA for supporting the requirements of Fleet parking 
lot cleanliness as described in the cleaning bill. 
 
        (3) When Allied and/or USNS ships are berthed at a pier, 
the U.S. Navy Pier SOPA will direct all to maintain cleanliness 
of their berth and adjacent area on the pier.  Allied and USNS 
ships are not required to provide personnel for Working Parties 
mustered to clean Fleet parking lots.  The U.S. Navy Pier SOPA 
will direct each Allied ship berthed at their pier to dump its 
refuse in the red dumpsters provided for their specific use. 
 
        (4) When no U.S. Navy ships are berthed at a pier, the 
parking lots normally assigned to that pier for cleaning will be 
the responsibility of the adjacent pier under the following 
system of pairs; when one pier is empty, the other pier of the 
pair will assume the additional cleaning responsibilities. 
 
  Piers 1 and 2    Piers 10 and 11 
  Piers 4 and 5    Piers 12 and 14 
  Piers 6 and 7    Piers 8 and 9 
 
Example:  A USNS ship is berthed at Pier 8.  SOPA at Pier 9 will 
clean Pier 8 and 9 parking lots; or, No ship is berthed at Pier 
14, SOPA at Pier 12 will clean Piers 12 and 14 parking lots. 
 
    c.  Departing from Pier 
 
        (1) Prior to departure, ships will police their assigned 
areas and leave their berth in good order. 
 
        (2) Pallets, empty cable spools, and large crates will 
not be left on piers.  They will be neatly stacked and placed 
where they do not restrict access to dumpsters or piers.  
Pallets will be stacked appropriately for removal by straddle 
trucks. 
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        (3) Ships’ COs will ensure that no hazardous materials 
(HAZMATs) are left on the pier prior to departure. 
 
        (4) Official vehicles assigned to ships may be left for 
extended periods (1-2 weeks) in the nearest E-1/6 parking lot.  
Ships will retain responsibility for their vehicles.  For 
longer periods of time, vehicles should be turned in to the 
issuing activity. 
 
3120.3  NAVPHIBASE Little Creek 
 
    a.  The Pier SOPA at NAVPHIBASE Little Creek shall be 
responsible for the cleanliness of the piers, streets, and 
parking areas.  All ships and small craft berthed at NAVPHIBASE 
Little Creek shall provide necessary personnel for Working 
Parties, daily, as required by Pier SOPA.  Refuse must be placed 
in appropriate containers and the pier swept as frequently as 
necessary to present a creditable appearance at all times. 
 
    b.  Coast Guard ships berthed at Little Creek piers for 
longer than 1 week in duration will provide working parties to 
muster with Pier SOPA and assist cleaning of pier and adjacent 
parking lots. 
 
    c.  In addition, Pier SOPA will direct each allied ship 
berthed at piers under their responsibility to dump their refuse 
in red dumpsters provided for their specific use.   
 
3120.4  NAVSHIPYD Norfolk.  Ships are required to maintain the 
entire length of the berth to which they are assigned and the 
parking areas assigned by the NAVSHIPYD Norfolk Security 
Officer.  Port Operations (Port Ops) dockmasters will conduct 
daily inspections.  Discrepancies will be reported to the ship’s 
CDO. 
 
3120.5  WPNSTA Yorktown.  Each ship will provide a 5-man Working 
Party to Port Ops to clean the pier and parking lot prior to the 
ship’s departure.  Port Ops dockmasters will conduct daily 
inspections.  Discrepancies will be reported to the ship’s CDO.
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SUBJECT GROUP 3100-3199 OPERATIONS  
 

SUBGROUP 3128 – VISITS OF SHIPS 
 
3128.1  Foreign Naval Vessel Port Visits 

Ref:   (a) COMLANTFLTINST 5400.2, (Article 2709) 
       (b) COMNAVSURFLANTINST 5401.3 
 
    a.  Purpose.  To assign responsibilities and provide 
guidance for area commands involved with the visits of Foreign 
Ships. 
 
    b.  Discussion.  Following the procedures outlined in 
reference (a), and as directed in reference (b), the Regional 
Support Organization (RSO), Norfolk, Operations Department, will 
assign a U.S. Navy ship as host for each Foreign Naval Ship 
visiting Hampton Roads.  Normally, SOPA (ADMIN) Hampton Roads 
will assist the host ship and act as coordinator to ensure that 
visiting Foreign Naval Ships are hospitably received and their 
officers and crew are afforded adequate support, recreation, and 
entertainment.  Although planning and execution of most visit 
events are to be carried out by the assigned Host Ship or 
activity, it is normally necessary that early planning and 
preliminary coordination of visit matters be conducted by 
COMNAVREG MIDLANT (N31B) prior to nomination of a host ship/ 
activity. 
 
    c.  Procedures.  Upon receipt of notification of a planned 
Foreign Ship Visit, (visit clearance letter or message from 
CNO), COMNAVREG MIDLANT (N31B) will request nomination of a host 
ship from RSO Norfolk.  Appropriate commands and activities will 
then be notified of host ship assignment by naval message.   
 
        (1) COMNAVREG MIDLANT Foreign Ship Visit Coordinator 
(N31B) Responsibilities 
 
            (a) Keep appropriate staff personnel advised of all 
information received concerning Foreign Ship Visits.  Maintain a 
central file of all visit information. 
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            (b) Request host ship nominations, as appropriate, 
via Naval Message, from RSO NORFOLK VA, (INFO COMNAVSURFLANT), 
COMNAVAIRLANT, COMSUBLANT, or COMSEALOGLANT NORFOLK VA (for 
Royal Fleet Auxiliary (UK) ships). 

 
            (c) Request host squadron nomination for air units 
from COMNAVAIRLANT. 
 
            (d) Originate necessary messages prior to ship 
arrival to exchange information concerning the visit (see 
paragraph 3128.2). 
 
            (e) Convene a planning conference, if required, to 
be attended by the following personnel:  COMNAVREG MIDLANT 
Foreign Ship Visit Coordinator; COMNAVREG MIDLANT PAO; 
Recreation (MWR) Representative; Host Ship Liaison Officer(s); 
representative from COMLANTFLT/SACLANT (if required); NAVSTA 
Port Operations; NAVSTA Security; NCIS; and NAVFAC MIDLANT SSO.  
Other appropriate personnel may also be required to attend. 
 
            (f) Personally meet the Foreign Ship on arrival if 
Flag Officer is embarked or if deemed appropriate when the Flag 
Officer is not embarked.  Otherwise, ensure ship’s reception is 
staffed appropriately by the Host Ship. 
 
            (g) Ensure the following commands/activities are 
informed of the visit: 
 
                Port Operations Program Director 
                RSO Norfolk 
                COMLANTFLT Protocol Office 
                COMSECONDFLT Protocol Office 
                FISC Fleet Support  
                NAVFAC MIDLANT Ships Support Office  
                NCTAMS LANT 
                SACLANT Protocol (if NATO) 
                Installation Security Officer 
                NCIS 
                AOC Det Norfolk (If gun salutes are to be  
                 exchanged.)  
                COMNAVREG MIDLANT (Program Director, Public 
                 Safety (PD PS) (HASP)) 
                NAVSUPPACT Norfolk (Program Director, Support 
                 Services (PD SS) (MWR)) 
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            (h) Ensure the host ship transmits a welcome message 
(in native language, if possible) to the visiting ship if 
scheduled port visit is 7 days or more from occurring.  
Assistance in translation may be obtained through SACLANT for 
NATO ships.  The local consulate may be able to assist with 
other nationalities.  Sample message provided in Figure 3128-2. 
 
            (i) Coordinate with WPNSTA Yorktown/AOC Det Norfolk 
if gun salutes are to be exchanged. 
 
            (j) Coordinate with COMNAVREG MIDLANT Protocol 
Officer (Code 00PA1P) for scheduling official calls by embarked 
Flags, or with Installation Commander for official calls by 
ship’s Commanding Officer.  Advise all concerned of uniform 
requirements.  The Host Ship Liaison Officer will accompany 
visiting ship Commanding Officer and will provide a driver.  
Visiting ship's rental vehicle will be used for official calls. 
 
            (k) Coordinate with COMNAVREG MIDLANT PAO for 
participation by members of local community, e.g., Chamber of 
Commerce, and input to required guest lists for social 
functions. 
 
            (l) Coordinate with Installation Security Officer to 
obtain the required access credentials for rental vehicles, 
social events, guests, dependents, etc. 
 
            (m) Advise and assist the Host Ship Liaison Officer 
with all facets of the Foreign Ship Visit. 
 
            (n) Encourage the Host Ship to transmit a farewell 
message (in native language, if possible) to the visiting ship 
by departure time.  
 
        (2) COMNAVREG MIDLANT Public Affairs Officer (Code 00PA) 
Responsibilities 
 
            (a) Arrange for all Public Affairs releases prior 
to and during visit. 
 
            (b) Effect specific arrangements for radio/TV/ 
newspaper coverage of the arrival and visit. 
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            (c) Arrange for press conference for Commanding 
Officer or embarked Unit Commander, if desired by Visiting Ship, 
and considered appropriate. 
 
            (d) Coordinate arrangements for civic and ethnic 
participation in ship arrival ceremonies, if appropriate. 
 
            (e) Arrange for a reception hosted jointly by 
COMNAVREG MIDLANT and members of the Civilian Community, if 
appropriate and feasible. 
 
            (f) In coordination with COMNAVREG MIDLANT (N31B), 
ensure Foreign Ship is met by appropriate personnel upon 
arrival. 
 
        (3) Naval Station (NAVSTA), Norfolk, Responsibilities 
 
            (a) Arrange for berthing of Foreign Ship in the 
vicinity (preferably at the same pier) of the Host Ship. 
 
            (b) Schedule tugs, pilots, agriculture, and Customs 
Officials, and other services, as requested in the LOGREQ.  
Ensure due priority is given to visiting ships over other 
arrivals/departures. 
 
            (c) Schedule line-handlers for arrival and 
departure. 
 
            (d) Arrange for trash and garbage services.   
 
            (e) Notify the U.S. Department of Agriculture 
(Animal Health Division) and U.S. Customs of visit as 
appropriate.  Boarding by Customs Officials is not normally 
required for Foreign Military Vessels, as specified in U.S. 
Customs Regulations, Chapter 4.  Customs Officials will be 
notified should the Foreign vessel desire to off-load alcoholic 
beverages or other material. 
 
        (4) The Transportation Department of NAVFAC MIDLANT 
will place suitably marked dumpsters adjacent to the Foreign 
Ship for collection of garbage.  Dumpsters will be emptied 
Monday through Friday under the direct supervision of an 
Agriculture Inspector.  NAVFAC MIDLANT will be responsible for 
the burning of all such garbage. 
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        (5) Host Ship/Submarine/Squadron Responsibilities 
 
            (a) Upon being tasked, Host Ships will designate a 
Liaison Officer, who shall be available for the duration of the 
visit (sample message provided in figure 3128-1).  Large ships 
(CG and larger) shall designate an officer with the rank of 
Lieutenant or above as the Liaison Officer.  Smaller ships may 
designate a Lieutenant Junior Grade, if necessary.  In no case 
shall an Ensign be assigned duties as Liaison Officer.  Ensigns 
or Lieutenants Junior Grade may be assigned as assistants only 
in order to gain experience and exposure.  The Liaison Officer 
shall attend pre-visit planning conferences, and greets the 
Foreign Ship upon arrival. 

 
            (b) Establish early and continuous liaison with 
COMNAVREG MIDLANT (N31B). 
 
            (c) From on board assets, establish a cadre of 
personnel with appropriate Foreign language ability to assist 
with the port visit. 
 
            (d) Provide driver of the Foreign Ship's sedan, for 
official calls only.  Driver must be a Second Class Petty 
Officer or above.  Provide a commissioned officer as escort for 
official calls.  
 
            (e) Arrange tours, athletic competitions, etc., as 
desired by visiting ship. 
 
            (f) Provide tour guide to orient Foreign Ship's 
vehicle drivers. 
 
            (g) Arrange for vehicles and passes for visiting 
ships, as requested in the visit planning letter or LOGREQ.  
Vehicles should be on the pier when the ship arrives.  Arrange 
for the return of these vehicles upon the ship's departure.   
 
            (h) When Foreign Naval Vessels are berthed pier 
side, a sample copy of their Personnel Identification Cards will 
be provided to the Pier Sentry.  Persons presenting this type of 
identification will be allowed access to the pier.  Non-U.S. 
personnel not presenting a similar form of identification to 
that of visiting ship’s company will require an escort from the 
Foreign vessel or its Host Ship. 
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            (i) Brief the visiting ship upon arrival on the 
planned visit and encourage an exchange of visits as well as 
joint participation in athletic and social activities between 
wardrooms, Chief Petty Officers, Petty Officers, and crews. 
Arrival brief should include, but not be limited to, information 
from Port Operations, Naval Facilities, Ship Support Office, 
MWR, and Shore Patrol.  A listing of valuable Hampton Roads 
information is provided in figure 3128-4.  
 
            (j) Provide engineering support to assist in pier 
side hook-ups. 
 
            (k) Coordinate with NAS Oceana debarking of Foreign 
aircraft ashore, if required. 
 
            (l) If feasible, host a reception onboard or ashore 
(Funding in accordance with OPNAVINST 7042.2 and COMLANTFLTINST 
7042.1. 
 
            (m) Provide appropriate escorts for scheduled 
athletic competitions and local tours. 
 
            (n) Assign counterpart Officers and Chief Petty 
Officers to assist visiting ship with normal administrative and 
logistical requirements while in port. 
 
            (o) On occasions where multiple Foreign Ships are in 
port for the same time period, or arrive as a Squadron, the 
assigned senior Host Ship is designated as the lead visit 
coordinator during the visit, and as such, will ensure cross 
over events and/or activities are coordinated with the other 
Host Ship(s).  As an example, this could involve multiple 
visiting ships’ Commanding Officers making official calls to 
Admirals, Installation Commanding Officers, or City Mayors, 
coordinating receptions or logistics that involve multiple 
Foreign Ships, or coordinating Pier Security Watchstanding 
requirements.  
 
            (p) Ensures 24/7 notification of Foreign Ship 
incidents to the Chain of Command/ISIC and the Mid-Atlantic 
Regional Operations Center (ROC) Watch Officer at (757)  
322-2609.  When submitting Unit SITREPS or OPREPS, ensure that 
the Chain of Command is notified prior to the release of such 
reports due to potential Host Nation sensitivities. 
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            (q) Upon notification of Host Ship assignment, and 
if expected visiting ship arrival is 7 days or more from 
occurring, transmit a Welcoming Message to the visiting ship, 
suggesting possible social/social events.  Sample message 
provided in figure 3128-2. 
 
            (r) On day of arrival, Liaison Officers shall verify 
schedule and availability of: 
 
                Tugs and Pilots 
                Cranes, Brows, Utility Hook-up Preparations,     
                  etcetera. 
                Mail Delivery 
                Currency Exchange 
                Agriculture and Customs Officials 
                Repair Activity Representative 
                Delivery Times for Supplies Requested 
                Special Services Representative 
                Arrival Ceremony Preparations 
                Boarding Officer 
 
            (s) Act as guard ship for communications, if 
requested by visiting ship.  Ensure visiting ship receives 
routine weather reports, storm warnings, etcetera.  
 
            (t) Host Ship Commanding Officer/Executive Officer 
will call on visiting ship upon arrival to establish host/ 
visitor relations early on and be available to assist visiting 
ship Commanding Officer and Executive Officer through the first 
few hours after arrival. 
 
            (u) Brief visiting ship on local heavy weather 
procedures and assist with any necessary preparation/actions 
during visit. 
 
            (v) Prior to departure, Liaison Officers shall: 
 
                1.  Verify departure services (tugs, pilot, 
cranes, utilities disconnection, etc.).  
 
                2.  Assist in arranging payment of bills 
incurred. 
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                3.  Coordinate departure ceremony, if 
appropriate. 
 
                4.  Coordinate visiting ship’s Commanding 
Officer’s departure call, if appropriate, and the presentation 
of a Host Ship's plaque in commemoration of visit. 
 
            (w) Pier SOPA will not require Sentries from Foreign 
visiting ships.  However, personnel from the Foreign Ships are 
highly desirable to assist Pier Sentries.  If the Host Ship is 
berthed at a pier other than that of the Foreign Ship, she will 
also provide Pier Sentry support on behalf of the Foreign Ship, 
as tasked by Pier SOPA.  In addition, during special events such 
as a VIP reception onboard a Foreign Visiting Ship, the Host 
Ship shall provide a Sentry at the designated base entry gate(s) 
to assist gate security personnel in getting VIPs access to the 
base and directions to the Foreign Ship.  It is strongly 
recommended that the visiting ship also provide a crew member to 
assist the host ship sentry during these special events.      
 
            (x) Ensure Optimal Track Ship Route (OTSR) 
information and weather briefs are given, if desired. 
 
            (y) Submit post visit critique report via mail or  
E-Mail to COMNAVREG MIDLANT (N31B)/Tel: (757) 322-3113; 
COMNAVREG MIDLANT address:  
 

Commander, Navy Region, Mid-Atlantic 
Attn:  Foreign Ships Visit Coordinator (N31B) 
1510 Gilbert Street 
Norfolk, VA 23511 
 

    Sample critique provided in Figure 3128-3. 
 
            (z) Perform other coordination in accordance with 
reference (b).   
 
    The Host Ship may transmit a Farewell Message upon departure 
of the Foreign Visiting Ship. 
 
        (6) Type Commander (TYCOM) Responsibilities 
 
            (a) RSO NORFOLK VA, COMSUBLANT, COMNAVAIRLANT, 
and/or COMSEALOGLANT will: 
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                1.  Upon receipt of a Foreign Ship Visit 
Clearance Message, coordinate with squadron or group commanders, 
as necessary, for designation of a Host Ship.  During periods of 
multiple Foreign Visiting Ships, when deemed appropriate, the 
senior U.S. ship shall be assigned as the Host Ship for the 
Senior Foreign Visiting Ship.    
 
                2.  Designate, to COMNAVREG MIDLANT (N31B), a 
point of contact for each host command. 
 
        (7) NAVFAC MIDLANT Responsibilities 
 
            (a) Provide, on a priority basis, utilities services 
requested for the visiting ship, including vehicles, telephones, 
etc. 
 
           (b) Provide a point of contact to COMNAVREG MIDLANT 
(N31B). 
 
            (c) Present bills for utilities provided to host 
ship prior to departure from Norfolk. 
 
            (d) Ensure Foreign Ship is met by appropriate 
personnel from NAVFAC MIDLANT Ship Support Office upon arrival. 
 
        (8) FISC Norfolk Responsibilities 
 
            (a) Coordinate with NAVSTA Norfolk (N3) for 
fuel/repair parts if required and other services as required. 
 
            (b) Notify COMNAVREG MIDLANT (N31B) immediately 
should problems be encountered while preparing for a ship visit 
or if services requested cannot be provided.  
 
        (9) NAVSUPPACT Norfolk Responsibilities 
 
            (a) Provide MWR representative to assist in visit 
planning. 
 
            (b) Provide MWR representative to conduct arrival 
brief, as coordinated by the Host Ship Liaison Officer. 
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        (10) Program Director, Public Safety, Responsibilities 
 

            (a) Provide a Hampton Roads Area Shore Patrol (HASP) 
representative to assist in planning. 
 
            (b) Provide a HASP representative to conduct arrival 
brief, as coordinated by the Host Ship Liaison Officer. 
 
            (c) Assist with coordination with NCIS for visit 
planning and arrival brief.         
 
3128.2  Common Data Required for Foreign Ship Visits 
 
    a.  Message to send to Foreign Embassy/Ship(s) for response 
to COMNAVREG MIDLANT 30 days prior to visit: 
 
 
FM COMNAVREG MIDLANT NORFOLK VA//N31B/N3// 
TO {FOREIGN SHIP OR VISIT COUNTRY EMBASSY} 
INFO NAVSTA NORFOLK VA//PD PORT OPS/N3// 
NAVFAC MIDLANT NORFOLK VA//30W// 
FISC NORFOLK VA//105.5// 
{HOST SHIP/SQUADRON} 
{HOST INSTALLATION}  
  
NATO UNCLAS //N03128// 
  
MSGID/GENADMIN/COMNAVREG MIDLANT// 
  
SUBJ/PORT VISIT// 
REF/A/RMG/COMNAVREG MIDLANT/{DTG}// 
NARR/REF A IS PORT VISIT APPROVAL FOR {FOREIGN COUNTRY} SHIP// 
 
POC/ / /COMNAVREG MIDLANT/NORFOLK, VA/ // 
  
RMKS/1.  THE FOLLOWING INFORMATION IS REQUESTED IN ORDER 
TO ACCOMMODATE YOUR SCHEDULED VISIT TO NORFOLK, VA, DISCUSSED IN 
REF A: 
  
    A.  DETAILS OF SHIPS COMPANY 
 
        (1) NUMBER OF OFFICERS: 
 
        (2) NUMBER OF NON COMMISSIONED OFFICERS: (SENIOR RATES) 



                      COMNAVREGMIDLANT/SOPA(ADMIN)HRINST 5400.1A 
                      03 APR 2006 

 

3128-11 

        (3) NUMBER OF ENLISTED MEN: (JUNIOR RATES) 
 
        (4) NUMBER OF MIDSHIPMEN/CADETS: 
 
        (5) NUMBER OF CIVILIANS: (PASSPORT NUMBERS AND 
NATIONALITY) 
 
    B.  SHIPS CHARACTERISTICS (SPECIFY UNIT OF MEASURE) 
 
        (1) LENGTH/BEAM/DRAFT/DISPLACEMENT: 
 
        (2) SPECIAL CONSTRAINTS, IF ANY: (I.E., SPONSONS, DECK 
OVERHANG, SONAR DOME, ETC.) 
 
    C.  EMBARKED AIRCRAFT 
 
        (1) NUMBER AND TYPE: 
 
        (2) DISEMBARK INTENTIONS: (INCLUDE DESTINATIONS, 
ARRIVAL/DEPARTURE TIMES.) 
 
    D.  ESTIMATED TIME OF SHIP’S ARRIVAL/DEPARTURE: 
 
    E.  PORT SERVICES/OTHER REQUIREMENTS 
 
        (1) PILOTS:  (AS AN EXAMPLE, CHESAPEAKE BAY COMMERCIAL 
PILOT WILL BOARD AT BUOY CBH (36-56.1N/075-57.5W).).  U.S NAVY 
PILOT WILL BOARD AT ELIZABETH RIVER BUOY 3 (36-58.4N/076-19.8W).  
PILOT AND NAVY PILOT REQUIRED. 
 
        (2) PIER ASSIGNMENT: (IF SPECIAL REQUEST) 
 
        (3) TUGS: 
 
        (4) CAMELS/SPECIAL BUMPERS REQUIRED FOR BERTHING: 
 
        (5) NUMBER AND LENGTH OF BROWS: 
 
        (6) SHORE POWER: 
 
        (7) STEAM: 
 
        (8) POTABLE WATER/DEMATERIALIZED WATER: AMOUNT (PER DAY) 
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        (9) CRANES/OTHER MACHINERY NEEDED TO ASSIST IN EQUIPMENT 
MOVEMENT/REPAIR: 
 
        (10) PHONES: REQUEST PROVIDE NUMBER CELL PHONES, LOCAL 
AND INTERNATIONAL PHONE LINES REQUIRED. 
 
        (11) VEHICLES: 
 
        (12) DAILY TRASH DISPOSAL: 
 
        (13) FUEL: 
 
        (14) SHORE POWER CONNECTORS: (DETAILS ON TYPE) 
 
        (15) SEWAGE: PROVIDE DETAILS OF FITTING FOR SEWAGE  
HOOK-UP. 
 
*NOTE:  DISCHARGE OF BLACKWATER (SEWAGE) OR GRAY WATER (SHOWERS, 
SINKS, AND GALLEY DRAINS) INTO THE HARBOR IS STRICTLY PROHIBITED 
BY STATE AND FEDERAL LAW.  SHIPS WITHOUT CHT (SEWAGE) PUMPING 
SYSTEMS ABLE TO PUMP TO THE PIERS AND/OR CHT HOOK-UPS BELOW THE 
WATER LINE ARE REQUIRED TO ENLIST THE SERVICES OF CONTRACTORS 
CAPABLE OF PROVIDING HOOK-UPS TO THE SHIP.  PROVIDE THE ABOVE 
INFORMATION AND COMNAVREG MIDLANT, AT SHIPS EXPENSE, WILL MAKE 
ARRANGEMENTS. 
 
        (16) CURRENCY/AMOUNT: 
 
        (17) PORT OF CALL PRIOR TO NORFOLK, VA: (THIS DETERMINES 
REQUIREMENTS FOR CUSTOMS/AGRICULTURAL INSPECTIONS.) 
 
        (18) CHANDLER/AGENT: IF ALREADY ARRANGED, PROVIDE NAME/ 
PHONE NUMBER.  (LIST OF LOCAL CHANDLERS AND AGENTS AVAILABLE 
UPON REQUEST.) 
 
*NOTE: NAVFAC MIDLANT JOB ORDER NUMBERS WILL BE CHARGED FOR THE 
FOLLOWING SERVICES (IF USED): STEAM, WATER, ELECTRICITY, CRANES, 
SEWAGE, VEHICLES, AND TELEPHONES.  CHARGES INCURRED FROM THESE 
SERVICES ARE THE RESPONSIBILITY OF THE SHIP.  ALL BILLS SHOULD 
BE SETTLED PRIOR TO DEPARTURE, IF POSSIBLE.  ANY UNSETTLED BILLS 
WILL BE FORWARDED TO THE VISITING SHIPS EMBASSY IN WASHINGTON, 
DC. 
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    F.  PROPOSED OFFICIAL ENTERTAINMENT TO BE HOSTED BY VISITING 
SHIPS: (IF DESIRED) 
 
    G.  PUBLIC VISITING: (IF DESIRED) 
 
    H.  SPORTS PROGRAM: (IF DESIRED) DETAILS OF DATES, TIMES, 
LOCATIONS RESERVED, AND TRANSPORTATION ARRANGEMENTS WILL BE 
PROVIDED UPON ARRIVAL. 
  
2.  THE FOLLOWING ARRANGEMENTS WILL ALSO BE MADE: 
 
    A.  HOST SHIP ASSIGNMENT: A U.S. NAVY SHIP WILL BE ASSIGNED 
AS HOST FOR EACH VISITING FOREIGN NAVAL SHIP.  THE HOST SHIP 
WILL ASSIST IN INTEGRATING THE FOREIGN SHIP INTO DAILY LIFE ON 
THE WATERFRONT AND THE HIGHLIGHTS OF THE HAMPTON ROADS 
COMMUNITY. 
 
        (1) HOST SHIPS WILL CONTACT THEIR COUNTERPARTS 
INDIVIDUALLY TO SUGGEST SOCIAL EVENTS. 
 
        (2) PLEASE PROVIDE INFORMATION IN ADVANCE CONCERNING ANY 
INFORMAL PARTIES THE VISIT SHIP MAY WISH TO HOST WITH AS MANY 
DETAILS AS POSSIBLE. 
 
    B.  PRESS COVERAGE.  STANDARD SHIP VISIT PRESS RELEASE WILL 
BE PROMULGATED APPROXIMATELY 48 HOURS PRIOR TO ARRIVAL. 
 
    C.  COURTESY CALLS.  FOR AN INFORMAL VISIT, COURTESY CALLS 
ON COMMANDER, NAVY REGION, MID-ATLANTIC (EMBARKED FLAGS), OR 
INSTALLATION COMMANDING OFFICER (SHIP COMMANDING OFFICERS), THE 
MAYOR OF NORFOLK, AND OTHER APPROPRIATE OFFICIALS WILL BE 
SCHEDULED.  FOR A ROUTINE VISIT, COURTESY CALLS ARE NOT 
REQUIRED, BUT ARE WELCOMED AND WILL BE SCHEDULED AT SHIP’S 
REQUEST.  SEDAN ASSIGNED TO THE VISITING SHIP WILL BE USED, WITH 
DRIVER AND ESCORT PROVIDED BY HOST SHIP.  REQUEST VISITING SHIP 
PROVIDE SHORT BIOGRAPHY OF COMMANDING OFFICER AND ANY EMBARKED 
FLAG OFFICERS PRIOR TO VISIT. 
 
    D.  INFORMATION CONCERNING EXCHANGE/RECREATION FACILITIES ON 
BASE (INCLUDING BASE MAPS) WILL BE PROVIDED UPON ARRIVAL. 
 
    E.  BROCHURES WILL BE PROVIDED UPON ARRIVAL DESCRIBING 
AVAILABLE LOCAL ENTERTAINMENT, TOURS, AS WELL AS SCHEDULES OF 
MOVIES, CONCERTS, AND SPORTING EVENTS. 
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    F.  REPRESENTATIVE FROM HAMPTON ROADS AREA SHORE PATROL 
(HASP) WILL ATTEND ARRIVAL MEETING TO PROVIDE INFO ON AREA OF 
TOWN TO VISIT/AVOID, LOCAL ORDINANCES PERTAINING TO ALCOHOL, 
ETC., AND HOW TO CONTACT HASP FOR NEEDED ASSISTANCE. 
  
3.  REQUEST SHIPS INCLUDE COMNAVREG MIDLANT NORFOLK VA//N31B//; 
NAVFAC MIDLANT NORFOLK VA//30W//; NAVSTA NORFOLK VA//PD PORT 
OPS/N3//; RSO NORFOLK VA; NAVPHIBASE LITTLE CREEK VA; 
FISC NORFOLK, VA//105/306//; COMSECONDFLT//N3//; AND PERTINENT 
ADDRESSEES ON ANY MESSAGES CONCERNING YOUR VISIT.// 
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LIAISON OFFICER POC INFORMATION SAMPLE MESSAGE 
 

SAMPLE 
ROUTINE        
  
R 241200Z APR 05  
 
FM USS (NAME) 
  
TO RSO NORFOLK VA 
  
INFO COMSECONDFLT 
COMNAVREG MIDLANT NORFOLK VA//N3/N31B/PAO// 
USS (NAME) 
  
UNCLAS //N03000// 
  
MSGID/GENADMIN/(NAME OF SHIP)/-/APR// 
  
SUBJ/POC INFORMATION FOR HOST SHIP NOMINATION// 
  
REF/A/MSG/RSO NORFOLK VA/221100Z APR 05// 
  
AMPN/REF A IS A MESSAGE FROM RSO NORFOLK REQUESTING POC 
INFORMATION ISO HOST SHIP NOMINATIONS.// 
POC/(NAME)/LT/AOPS/COMM: 757-445-0003/EMAIL:(NAME)(AT)(NAME OF 
SHIP).NAVY.(SMIL).MIL// 
 
RMKS/1.  IRT REF A, THE FOLLOWING POC INFORMATION IS PROVIDED: 
 
LT (NAME) 
COMM:  757-445-0003 
POTS:  757-443-0003 
E-MAIL: OPS (AT)(NAME OF SHIP).NAVY.(SMIL).MIL// 
  
BT 
NNNN 
 
 
 
 
 

SAMPLE 
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HOST SHIP WELCOMING SAMPLE MESSAGE 
 

SAMPLE 
ROUTINE        
  
R 271400Z APR 05  
 
FM USS (NAME) 
  
TO (FOREIGN SHIP PLAD) OR RSO NORFOLK VA 
 
INFO COMLANTFLT NORFOLK VA//N3/N31/N33/N332E// 
COMSECONDFLT//N3// 
COMSTANAVFORLANT 
COMNAVSURFLANT NORFOLK VA//N3// 
(ISIC) 
COMNAVREG MIDLANT NORFOLK VA//N3/N31B/00PA// 
RSO NORFOLK VA 
NAVSTA NORFOLK VA//PD PORT OPS/PAO// 
NAVCRIMINVSERVFO NORFOLK VA 
COMCARSTRKGRU EIGHT 
COMDESRON TWO EIGHT 
(PERTINENT FOREIGN PLADS) 
USS (NAME) 
 
UNCLAS //N03000// 
  
MSGID/GENADMIN/SHIP NAME/-/APR// 
  
SUBJ/WELCOME (NATION) NAVAL SHIP (NAME OF FOREIGN SHIP) (HULL 
NUMBER) TO NORFOLK VIRGINIA// 
  
REF/A/RMG/RSO NORFOLK/2422100ZAPR05// 
  
AMPN/REF A IS RSO NORFOLK REQUEST FOR HOST SHIP POC// 
 
RMKS/1.  IAW REF A, THE FOLLOWING IS PROVIDED: 
 
2.  (USS NAME) EXTENDS A WARM WELCOME TO THE OFFICERS AND CREW 
OF (NATION) NAVAL SHIP (NAME OF FOREIGN SHIP).  (USS NAME) IS  
PLEASED AND HONORED TO BE HOSTING (NAME OF FOREIGN SHIP)  
 

SAMPLE 
 



                      COMNAVREGMIDLANT/SOPA(ADMIN)HRINST 5400.1A 
                      03 APR 2006 

 

2                  Figure 3128-2 

SAMPLE 
THROUGHOUT YOUR PORT VISIT TO NORFOLK, VA.  LT (NAME) WILL BE  
YOUR LIAISON OFFICER AND LTJG (NAME) WILL BE ASSISTING.  BOTH 
ARE ABLE TO ANSWER ANY OF YOUR QUESTIONS AND PROVIDE ASSISTANCE 
DURING YOUR VISIT.  
 
3.  E-MAIL ADDRESSES AND PHONE NUMBER OF POINTS OF CONTACT ON 
(USS NAME): 
 
NAME                   E-MAIL                            PHONE 
CDR  (NAME)            CO(AT)(NAME OF SHIP).NAVY.MIL    445-0001 
LCDR (NAME)            XO(AT)(NAME OF SHIP).NAVY.MIL    444-0002 
LT   (NAME)            OPS(AT)(NAME OF SHIP).NAVY.MIL   445-0003 
LTJG (NAME)            CICO(AT)(NAME OF SHIP).NAVY.MIL  444-0004 
  
4.  CELL PHONE NUMBERS ARE AS FOLLOWS: 
    LT    (NAME): 757-618-1111 
    LTJG  (NAME): 757-618-1112 
 
5.  (USS NAME) WILL PROVIDE ARMED PIER SENTRIES FOR BOTH SEAWARD 
AND PIER ACCESS.  NON-US NAVY PERSONNEL MAY NOT BE ARMED ON THE 
PIER.  REQUEST SHIPS PROVIDE UNARMED CONTACT SENTRY TO ASSIST IN 
THE IDENTIFICATION OF SAILORS.  ALSO, REQUEST PROVIDE UPDATED 
SHIP’S LIBERTY PARTY LIST. 
  
6.  (USS NAME) WILL ARRANGE FOR VEHICLE PASSES FOR SHIP’S RENTAL 
CARS AND OFFICIAL VEHICLES, AND WILL ARRANGE FOR RESERVED 
PARKING FOR SHIP’S CO AND XO.  REQUEST TO KNOW NUMBER OF 
VEHICLES ANTICIPATED. 
 
7.  IF THERE ARE ANY SPECIAL CONSIDERATIONS FOR EVENTS THAT YOU 
DESIRE OR INTERESTS YOU HAVE, PLEASE CONTACT YOUR RESPECTIVE 
LIAISON OFFICER(S) OR MY MORALE, WELFARE, AND RECREATION 
OFFICER, LIEUTENANT JUNIOR GRADE (NAME) AT: (NAME)(AT)(SHIP 
NAME).NAVY.MIL, TO COORDINATE.   
 
8.  WE LOOK FORWARD TO HOSTING YOUR VISIT AND MAKING IT AS 
ENJOYABLE AND MEMORABLE AS POSSIBLE.// 
 
9.  ONCE AGAIN, WELCOME TO NORFOLK!  CAPT/CDR (NAME), COMMANDING 
OFFICER SENDS.// 

SAMPLE 
BT 
NNNN 
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FOREIGN SHIP POST VISIT SAMPLE CRITIQUE 
 
 
FOREIGN SHIP:___________________HOST SHIP:______________________ 
 
DATE OF SHIP’S VISIT:___________LIAISON OFFICER:________________ 
 
1.  For the following areas, please note any difficulties 
encountered and/or suggestions for improvement: 
 
    a.  Logistics: 
________________________________________________________________
________________________________________________________________
________________________________________________________________ 
 
    b.  Sports/Entertainment: 
________________________________________________________________
________________________________________________________________
________________________________________________________________ 
 
    c.  Pre-arrival brief by COMNAVREG MIDLANT representative: 
________________________________________________________________
________________________________________________________________
________________________________________________________________ 
 
    d.  Pier Services: 
________________________________________________________________
________________________________________________________________
________________________________________________________________ 
Additional Comments: 
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________ 
 
PLEASE RETURN TO COMNAVREG MIDLANT, OPERATIONS DEPARTMENT, CODE 
N31B, LOCATED ON NAVSTA NORFOLK, BLDG N-26, FIRST FLOOR, EAST 
WING, WITHIN 1 WEEK OF FOREIGN SHIP’S DEPARTURE. 
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HAMPTON ROADS AREA INFORMATION LISTING 
 

BASE INFORMATION 
 
*WWW.NSA-NORVA.NAVY.MIL/MWR/MWR-COVER.HTM 
 
VISITORS CENTERS 
 
*ALL ABOUT HAMPTON ROADS  WWW.HAMPTONROADS.COM/FUN/PICKACITY 

*CHESAPEAKE VISITOR INFORMATION 757-382-6345  
  WWW.CITYOFCHESAPEAKE.NET 

*HAMPTON VISITOR INFORMATION 757-727-1102  WWW.HAMPTONCVB.COM 

*NEWPORT NEWS VISITOR CENTER 1-888-493-7386 WWW.NEWPORT-NEWS.ORG 

*NORFOLK CONVENTION AND VISITORS 757-664-6620 1-800-368-3097 
  WWW.NORFOLKCVB.COM 

*PORTSMOUTH VISITOR INFORMATION CENTER 757-393-5111 
  HTTP://CI.PORTSMOUTH.VA.US 

*SUFFOLK VISITOR CENTER 757-923-3880 
  HTTP://SUFFOLK.VA.US 

*VIRGINIA BEACH VISITOR CENTER 757-437-4888 1-800-VA-BEACH 
  WWW.VABEACH.COM/TOURIST.HTM 

*CHESAPEAKE ABBORETUM, CHESAPEAKE 757-382-7060 

*HISTORIC CAPE HENRY, VIRIGINIA BEACH 757-422-9421 
 

AMUSEMENT PARKS 
 

*BUSCH GARDENS, WILLIAMSBURG 757-253-3350  WWW.BUSCHGARDENS.COM 

*HAMPTON CAROUSEL, HAMPTON 757-727-0900 OR 757-727-6381 

*OCEAN BREEZE WATER PARK, VIRGINIA BEACH 757-422-4444 

*CHESAPEAKE PLANETARIUM, CHESAPEAKE 757-547-0153 

*NORFOLK ELECTRIC TRANSIT (NET), NORFOLK 757-222-6100 

*ARMED FORCES MEMORIAL, NORFOLK 757-664-6620 

*AMERICAN ROVER TALL SHIP CRUISES, NORFOLK 757-627-SAIL 
  HTTP://AMERICAN.COM 

*VICTORY ROVER, NORFOLK 757-627-7406  WWW.NAVALBASECRUISES.COM 
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*NORFOLK BOTANICAL GARDEN, NORFOLK 757-441-5830 
  HTTP://VIRGINIAGARDEN.ORG 

*MISS HAMPTON, HAMPTON 757-722-9102 OR 1-888-757-BOAT 

*SPIRIT OF NORFOLK CRUISES, NORFOLK 757-625-1463 
  HTTP://SPIRITCRUISES.COM 

*VIRGINIA ZOOLOGICAL PARK, NORFOLK 757-624-9937 
  WWW.VIRGINIAZOO.COM 

*CARRIE B CRUISES, NORFOLK 757-393-4735 

*PENINSULA SPCA PETTING ZOO, NEWPORT NEWS 757-595-1399 
 

CIVIL WAR 
 
*FORT MONROE, HAMPTON 757-788-3391 

*FORT WOOL, HAMPTON 757-727-1102 

*FORT NORFOLK, NORFOLK HTTP:(SLASH)(SLASH)NORFOLKHISTORICAL.ORG 

*ENDVIEW PLANTATION, NEWPORT NEWS 757-887-1862  WWW.ENDVIEW.ORG 

*LEE HALL MANSION, NEWPORT NEWS 757-888-3371  WWW.LEEHALL.ORG 
 

MUSEUMS 
 

*US ARMY TRANSPORTATION MUSEUM 757-878-1115 NEWPORT NEWS 
  WWW.EUSTIS.ARMY.MIL/DPTMSEC/MUSEUM/MUSEUM.HTM 

*THE MARINERS MUSEUM, NEWPORT NEWS 

*VIRGINIA WAR MUSEUM, NEWPORT NEWS 757-247-8523   
  WWW.WARMUSEUM.ORG 

*VIRGINIA AIR & SPACE CENTER, HAMPTON 757-727-0900  WWW.VASC.ORG 

*CHILDRENS MUSEUM OF VIRGINIA, PORTSMOUTH 757-393-5258 
  WWW.PORTSMOUTH.VA.US/CHILDRENS.MUSEUMVA 

*AIR POWER PARK, HAMPTON 757-727-1163 

*CHRYSLER MUSEUM OF ART, NORFOLK 757-664-6200  WWW.CHRYSLER.ORG 

*PENINNSULA FINE ARTS CENTER, NEWPORT NEWS 757-596-8175 
  WWW.PFAC-VA.ORG 

*DOUGLAS MACARTHUR MEMORIAL, NORFOLK 757-441-2965 
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*VIRGINIA LIVING MUSEUM, NEWPORT NEWS 757-595-1900 
  WWW.VALIVINGMUSEUM.ORG 

*HERMITAGE FOUNDATION MUSEUM, NORFOLK 757-423-2052 
  HTTP://HERMITAGEFOUNDATION.ORG 

*HUNTER HOUSE VICTORIAN MANSION, NORFOLK 757-623-9814 

*LYNNHAVEN HOUSE, VIRGINIA BEACH 757-460-1688 

*MOSES MYERS HOUSE, NORFOLK 757-441-1526 

*NEWSOME HOUSE MUSEUM & CULTURAL CENTER, NEWPORT NEWS  
  757-247-2360 

*WILLOUGHBY-BAYLOR HOUSE, NORFOLK 757-247-2360 

*ATLANTIC WILDFOWL HERITAGE MEUSEUM, VIRGINIA BEACH 757-437-8432 

*D'ART CENTER, NORFOLK 757-625-4211 

*CHARLES H. TAYLOR ARTS CENTER, VIRGINIA BEACH 757-727-1490 
  HTTP://HAMPTON.VA.US/ARTS 

*CONTEMPORARY ART CENTER OF VIRGINIA, VIRGINIA BEACH  
  757-425-0000  WWW.CACV.ORG 

*OLD COAST GUARD STATION, VIRGINIA BEACH, 757-422-1587 

*TUGBOAT MUSEUM, NORFOLK 757-627-484? 
 

CURTAIN CALLS 
 

*VERIZON WIRELESS AMPHITHEATER, VIRGINIA BEACH 757-368-3000 
  WWW.VWVBA.COM 

*THE NORVA, NORFOLK 757-327-4547  WWW.THENORVA.COM 

*VIRGINIA BEACH PAVILLION THEATER, VIRGINIA BEACH 757-437-4774 

*VIRGINIA MUSICAL THEATER, VIRGINIA BEACH 757-340-5446 

*TOWN POINT PARK, NORFOLK 757-441-2345  WWW.FESTEVENTS.ORG 

*VIRGINIA SYMPHONY, NORFOLK 757-892-6366 
  HTTP://VIRGINIASYMPHONY-ORG 

*THE AMERICAN THEATER, HAMPTON 757-722-ARTS 
  HTTP://THEAMERICANTHEATER.COM 

*CHRYSLER HALL, NORFOLK 757-664-6464 
  WWW.NORFOLK.VA.US/CIVICFACILITIES 
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*WILLET HALL, PORTSMOUTH 757-393-5144 

*VIRGINIA STAGE COMPANY AT THE WELLS THEATER, NORFOLK  
  757-627-1234 HTTP://VASTAGE.COM 

*VIRGINIA BALLET THEATRE, NORFOLK 757-622-4822 
  HTTP://VIRGINIABALLETHEATER.COM 

*VIRGINIA ARTS FESTIVAL, NORFOLK 757-671-8100 
  WWW.VIRGINIAARTSFEST.COM 

*GENERIC THEATER, NORFOLK 757-441-2160 WWW.GENERICTHEATER.ORG 

*NTELOS PAVILION AT HARBOR CENTER, PORTSMOUTH 757-391-3260 
  HTTP://HARBORCENTER.COM 

*TCC JEANNE & GEORGE ROPER PERFORMING ARTS CENTER, NORFOLK 
  757-822-1450 

*CRISPUS ATTUCKS THEATER, NORFOLK 757-623-1111 

*COMMODORE THEATER, PORTHSMOUTH 757-393-6962 
  WWW.COMMODORETHEATER.COM 

*LITTLE THEATER OF VIRGINIA BEACH, VIRGINIA BEACH 757-428-9233 

*PENINSULA COMMUNITY THEATER, NEWPORT NEWS 757-595-5728 

*YODER BARN, NEWPORT NEWS 757-249-4187 
 

RECREATION 
 

*HOFFLER CREEK WILDLIFE PRESERVE, CHURCHLAND 757-398-9151 

*SANDY BOTTOM NATURE PARK, HAMPTON 757-825-4657 
  HTTP://HAMPTON.VA.US/SANDYBOTTOM 

*GREAT DISMAL SWAMP NATIONAL WILDLIFE REFUGE, SUFFOLK  
  757-986-3705 

*HUNTINGTON PARK, NEWPORT NEWS 757-886-7912 
  HTTP://NEWPORT-NEWS.ORG/OUTDOORS 

*FIRST LANDING STATE PARK, VIRGINIA BEACH 757-412-2300 
  WWW.DCR.STATE.VA.US/PARKS/1STLAND.HTM 

*BACK BAY NATIONAL WILDLIFE REFUGE, VIRGINIA BEACH 757-721-2412 
  HTTP://BACKBAY.FWS.GOV 

*NEWPORT NEWS PARK, NEWPORT NEWS 757-886-7912 
  WWW.NEWPORT-NEWS.ORG/OUTDOORS 
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GOLF 
 

*BAY CREEK GOLF CLUB, CAPE CHARLES 757-331-9000 

*CAHOON PLANTATION, CHESAPEAKE 757-436-2775 

*THE HAMPTONS GOLF COURSE, HAMPTON 757-766-9148 

*HELL'S POINT GOLD GOLF CLUB, VIRGINIA BEACH 757-721-3400 

*KEMPSVILLE GREEN MUNICIPAL GOLF COURSE, VIRGINIA BEACH  
  757-474-8441 

*LAKE WRIGHT GOLF COURSE, NORFOLK 757-459-2255 

*LINKS AT CITY PARK, PORTSMOUTH 757-465-1500 

*NEWPORT NEWS GOLF CLUB, NEWPORT NEWS 757-886-7925 

*OCEAN VIEW GOLF COURSE, NORFOLK 757-480-2094 

*OWLS CREEK GOLF CENTER, VIRGINIA BEACH 757-480-2800 

*RED WING LAKE MUNICIPAL GOLF COURSE, VIRGINIA BEACH  
  757-437-4845 

*RIVERFRONT GOLF CLUB, SUFFOLK 757-484-2200 

*SLEEPY HOLE GOLF COURSE, SUFFOLK 757-538-4100 

*STUMPY LAKE GOLF COURSE, VIRGINIA BEACH 757-467-6119 

*SUFFOLK GOLF COURSE, SUFFOLK 757-539-6298 

*THE WOODLANDS GOLF COURSE, HAMPTON 757-727-1195 
 

STADIUMS 
 

*HAMPTON COLISEUM, HAMPTON 757-838-4203  WWW.HAMPTONCOLISEUM.ORG 

*HAMPTON UNIVERSITY CONVOCATION CENTER, HAMPTON 757-728-6800 

*NORFOLK SCOPE, NORFOLK 757-664-6464  WWW.NORFOLKSCOPE.COM 

*HARBOR PARK 757-622-222 

*NORFOLK TIDES 757-622-2222  WWW.NORFOLKTIDES.COM 
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MOVIE THEATERS 
 

*ALL ABOUT MOVIES WWW.HAMPTONROADS.COM/MOVIES/ 

*AMC THEATERS, VIRGINIA BEACH 757-463-2628/2755 

*CINEMA CAFI, VIRGINIA BEACH 757-499-8132 

*CINEMARK, NORFOLK 757-461-8200 

*COLUMBUS MOVIES 12, VIRGINIA BEACH 757-490-8181 

*GENERIC THEATER, PORTSMOUTH 757-441-2160 

*KEMPS RIVER 7, VIRGINIA BEACH 578-3435 

*MAIN GATE MOVIES 10, NORFOLK 757-440-1500 

*NARO EXPANDED CINEMA, NORFOLK 757-625-6276 

*PEMBROKE MALL CINEMAS 8, CHESAPEAKE 757-671-7469 

*REGAL CINEMA MCARTHUR CENTER, NORFOLK 757-623-7500 

*SURF AND SAND 8, VIRGINIA BEACH 757-563-2000 

*REGAL CINEMAS GREENBRIER, CHESAPEAKE 757-420-3456 

*REGAL CINEMAS INC, VIRGINIA BEACH 757-424-3456 
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SUBJECT GROUP 3100-3199 OPERATIONS 
 

SUBGROUP 3141 - OBSERVATIONS/MEASUREMENTS 
 
3141.1  Destructive Weather Plan for SOPA (ADMIN) Hampton Roads 
 
Ref:   (a) COMNAVREGMIDLANT/SOPA(ADMIN)HRINST 3141.1 
       (b) COMNAVREGMIDLANT/SOPA(ADMIN)HRINST 3141.7 
 
    a.  General.  Reference (a) provides guidance and procedures 
to be employed by commands/activities in the SOPA Hampton Roads 
Area in the event of destructive weather (e.g., tropical storms, 
hurricanes, thunderstorms, tornadoes, gales, severe windstorms). 
 
    b.  Policy and Guidance.  Reference (a) provides information 
regarding warning conditions, conditions of readiness, sortie 
conditions, sortie and evasion, reporting procedures, and 
organizational support. 
 
3141.2  Winter Storm Condition Plan for SOPA (ADMIN) Hampton 
Roads Area 
 
    a.  General.  Reference (b) provides guidance and procedures 
to be employed by commands/activities in the SOPA Hampton Roads 
Area in the event of heavy snow accumulation or icy roads. 
 
    b.  Policy and Guidance.  Reference (b) provides information 
regarding warning conditions, snow removal priorities, and 
points of contact for assistance. 
 
3141.3  Weather Services 
 
    a.  General.  Weather service for Hampton Roads, Chesapeake 
Bay, Delaware Bay, Virginia Capes Operating Area, Cherry Point 
Operating Area, and the coastal waters from Cape May to Cape 
Romain are provided by Naval Atlantic Meteorological and 
Oceanography Center (NAVLANTMETOCCEN), Norfolk, located in Bldg. 
U-117, NAVSTA Norfolk.  A 24-hour forecast Watch is maintained. 
 
    b.  Weather Training.  NAVLANTMETOCCEN Norfolk conducts a 2-
day course for Quartermasters in evaluating, encoding, and 
reporting surface weather observations, and a 2 to 3-day course 
designed for Sonar Technicians in observing, evaluating, 
encoding, and reporting Bathythermograph information.  Equipment 
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operation, preventative maintenance, and possible malfunctions 
are also covered.  These courses are conducted upon request at 
NAVLANTMETOCCEN Norfolk.  Portions of these courses are 
classified CONFIDENTIAL, and certification of clearance must be 
provided in advance.  Phone or message may obtain quotas.  A 2-
week notice is requested for planning purposes.  NAVLANTMETOCCEN 
Norfolk will prepare necessary mess passes for attendees. 
 
    c.  Routine Forecasts.  Periodic forecasts for the Hampton 
Roads, Chesapeake Bay, and Virginia Cape Operating Areas are 
transmitted via Autodin and the Fleet Multi-Channel Broadcast. 
 
    d.  Destructive Weather Warnings.  Advisories and warnings 
of small craft, gale, storm, tropical cyclone, thunderstorm, 
snow, and storm surge are disseminated via Autodin message and 
telephone call relays to local interests.  Gale, storm, and 
tropical cyclone warnings are also transmitted over the Fleet 
Multi-Channel Broadcast. 
 
    e.  Sea-Level Pressure.  The sea-level pressure obtained by 
a standard mercurial barometer in millibars and inches is 
included daily in the Hampton Roads Forecast to facilitate 
comparison of shipboard barometers. 
 
    f.  Barometer Calibration.  Any ship noting excessive 
errors, erratic performance, or other malfunction of its 
barometer is invited to consult NAVLANTMETOCCEN Norfolk for 
advice and assistance.  In such cases, the barometers should be 
delivered to Bldg. U-117, NAVSTA Norfolk, during normal working 
hours for comparison and check.  Usually 4 working-days are 
required for comparison and calibration. 
 
    g.  Weather Information.  For Current or up-to-date weather 
conditions at Chambers Field, call 444-7797. 
 
    h. OTSR.  NAVLANTMETOCCEN Norfolk conducts the OTSR program 
in the Atlantic Ocean Area (COMNAVOCEANCOMINST 3140.1).  Ships 
desiring to use this service are encouraged to call the OTSR 
Duty Officer to discuss the program.  Additionally, visits to 
NAVLANTMETOCCEN Norfolk for familiarization with the OTSR 
program are welcome. 
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    i.  Route Weather Forecasts (WEAX).  NAVLANTMETOCCEN Norfolk 
issues special route weather forecast (WEAX) for ships upon 
request throughout the Atlantic Ocean Area (COMNAVOCEANCOMINST 
3140.1 applies). 

 
    j.  Other Weather Services.  Forecasts of various 
environmental parameters as listed in COMNAVOCEANCOMINST 3140.1 
are available upon request from NAVLANTMETOCCEN Norfolk. 

 
    k.  Display Station Locations.  The Port Operations (Ops) 
Bldg. (W-313), NAVSTA Norfolk, has been included by the National 
Weather Service in their list of authorized display stations.  
Since these storm warning stations have been established by the 
Weather Bureau with the cooperation of the Navy, only those 
signals so ordered by official weather bureau forecasters in 
Washington (or in an emergency, the Weather Bureau's local 
representative) may be displayed in order to coordinate a 
universal display of all substations in the Chesapeake Bay Area.  
These displays of flags indicate the various kinds of warnings, 
primarily for the general public and maritime interests.  
Therefore, storm warnings initiated by NAVLANTMETOCCEN Norfolk 
or other naval sources should not be used as a basis authorizing 
weather warning displays at the Signal Station. 
 
    l.  Duties of NAVSTA Norfolk Port Ops Officer-in-Charge in 
Displaying Storm Warnings.  NAVLANTMETOCCEN Norfolk will notify 
Port Ops, NAVSTA Norfolk, directly, either verbally and or by 
message, of impending inclement weather/storm conditions.  Upon 
notification, Port Ops Department will:  
 
        (1) Hoist the appropriate day shape/energize night 
light signals. 
 
        (2) If “sustained” winds are projected to be 25 KTS or 
higher, each Pier SOPA will be called by the Port Ops Tower 
Dispatcher and advised of the actual/anticipated weather 
condition.  Each Pier SOPA is to inform each subordinate 
command at their respective piers. 
 
        (3) Based upon projected weather conditions, a 
determination will be made about having tugs present to aid  
ships, pier side, etc..  As a general rule of thumb, the duty  
tug will be augmented by additional tug(s) when sustained winds 
are projected to be 25 KTS or higher. 
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        (4) Upon cancellation of the weather warning, Port Ops 
will haul down/secure the appropriate weather signal, and return 
to a normal operating posture. 
 
    m.  Ships undergoing a pier-side maintenance availability 
will ensure their respective lay-down areas are cleared when 
NAVLANTMETOCCEN sets Condition of Readiness (COR) Level II. 
 
    n.  Warning Definitions.  Warnings of hazardous or 
destructive weather phenomena issued by NAVLANTMETOCCEN Norfolk 
are defined in COMNAVREGMIDLANT/SOPA(ADMIN)HRINST 3141.1. 
 
3141.4  Small Boats During Heavy Weather 
 
    a.  Responsibility.  The responsibility for the safe 
regulation and control of a ship’s boat is vested in the ship’s 
commanding officer (CO) subject to the superior authority of the 
Subarea SOPA.  The COMLANTFLTINST 5400.2 describes the 
responsibility of COs in detail.  The CO of a ship in the stream 
has an intimate knowledge of the capabilities of his boats and 
their crews and the urgency of boat trips.  He is the best judge 
of weather conditions at his ship and their effect on boating.  
Whenever foul weather is expected or encountered and is of such 
nature as to make the operation of boats hazardous, it is the 
responsibility of the CO to stop boating.  SOPA (ADMIN) Subareas 
should normally act in an advisory capacity, but may, when 
considered advisable, direct COs to stop boating. 
 
    b.  Gust Warnings.  NAVLANTMETOCEN Norfolk promulgates gust 
warnings by means of AIG 138.  See COMNAVREGMIDLANTNORVAINST 
3141.1 for details of evaluation and dissemination of hurricanes 
and destructive winds. 
 
    c.  CO Responsibility.  COs of ships are responsible 
(subject to superior authority of SOPA (ADMIN) Subareas) for 
regulating boat trips and boats landing at their ships and for 
the application of such restrictions as may be dictated by 
conditions of wind, weather, and sea. 
 
    d.  Dangerous Wind Speed.  Winds over 18 KTS (small craft 
intensity) from northwest to southwest create a sea in slips at 
NAVSTA Norfolk that is dangerous for boats and landing craft.  
It is recommended that boats be hoisted aboard prior to such 
conditions.  Ships that have small craft in the water and are 
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unable to hoist them aboard are advised that there is a small 
boat harbor at NAVSHIPYD Norfolk (See N.O. charts 12245 and 
12253).  Newport News Creek is also considered to be relatively 
safe for boats. 
 
    e.  Guidance.  Unless circumstances dictate otherwise, the 
following precautions are considered appropriate in exposed 
locations when the winds or seas indicated are anticipated: 
 
WINDFORCE  and/or SEAS  PRECAUTIONARY MEASURES 
 
Small Craft Slight   Reduce boating to 50%. 
(18-33 KTS) (2-4 Ft)   Require wearing of            

lifejackets. 
 
Gale   Moderate   Cancel boating. 
(34-47 KTS) (4-8 Ft)   Boats to be hoisted aboard or 
                                   berthed at small boat haven.  
 
    Individual COs will advise SOPA (ADMIN) Hampton Roads, 
appropriate Subarea SOPAs, SOPA (ADMIN) Subareas, and 
NAVLANTMETOCCEN Norfolk if weather conditions in the stream are 
materially worse than predicted, or dictate the reduction or 
cancellation of existing boating. 
 
    f.  Storm Warning Displays.  Day and night small craft and 
storm warnings will be displayed from the control tower of Port 
Ops, Bldg. W-313, located between Piers 7 and 10, NAVSTA NORVA 
. 
 
    g.  Boat Watch.  When boating is cancelled, any boats 
remaining at a shore command will not be left unattended.  The 
crew will set an appropriate Watch. 
 
    h.  Berthing of Small Boats and Fleet Landings.  Mid-
Atlantic Region ports no longer operate Fleet Landings or 
general berthing for non-port related small craft.  All commands 
operating small craft or ships boats are responsible for their 
safe keeping.  Likewise, commands requiring a temporary landing 
to facilitate passenger transfer from anchorage should make 
arrangements on a case-by-case basis with the local Port Ops 
office. 
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SUBJECT GROUP 3100-3199 OPERATIONS 
 

SUBGROUP 3170 - PORT OPERATIONS, GENERAL 
 
3170.1  Arrival, Berthing, and Departure of Ships 
 
    a.  Vessel Movements 
 
        (1) Regional Program Director, Port Operations (PD Port 
Ops)(NAVSTA Norfolk), has the responsibility for coordination of 
port services within the Mid-Atlantic Region, including Port Ops 
at the following locations: 
 
 Naval Station (NAVSTA), Norfolk  
 Naval Amphibious Base (NAVPHIBASE), Little Creek  
 Norfolk Naval Shipyard (NAVSHIPYD Norfolk), Portsmouth, VA  
 Naval Weapons Station (WPNSTA), Yorktown/Cheatham Annex  
 Morehead City, North Carolina  
 
        (2) Commands controlling merchant ship and barge 
movements shall notify Norfolk Port Control or NAVSHIPYD Norfolk 
Port Ops a minimum of 12 hours in advance of such movements.  
Ensure all contracted tugs check-in with Norfolk Port Control on 
VHF Channel 13/14 or NAVSHIPYD on VHF Channel 13/79 prior to 
entering NAVSTA Norfolk/NAVSHIPYD pier areas for permission to 
enter the area. 
 
    b.  Arrival/Departure LOGREQs.  Ships desiring arrival/ 
departure services and anchorage assignments from the following 
ports will address LOGREQs as follows: 
 
  NAVSTA Norfolk, VA 
  TO NAVSTA NORFOLK VA//PD PORT OPS/N3// 
 
  NAVPHIBASE Little Creek, VA 
  TO NAVSTA NORFOLK VA//PD PORT OPS/N3// 
  INFO NAVPHIBASE LITTLE CREEK VA//00/N3// 
 
  NAVSHIPYD Norfolk, VA 
  TO NAVSTA NORFOLK VA//PD PORT OPS/N3// 
  INFO NAVSHIPYD NORFOLK VA//00/N3/340/800// 
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  WPNSTA Yorktown, VA 
  TO NAVSTA NORFOLK VA//PD PORT OPS/N3// 
  INFO LANTORDCOM YORKTOWN VA//280// 
 
  Craney Island 
  TO NAVSTA NORFOLK VA//PD PORT OPS/N3// 
  INFO FISC NORFOLK VA//105/306/700// 
 
  Morehead City, NC 
  TO NAVPORTCO MOREHEAD CITY NC//OIC// 
  INFO NAVSTA NORFOLK VA//PD PORT OPS/N3// 
 
  Wilmington, NC 
  TO NAVPORTCO MOREHEAD CITY NC//OIC// 
  INFO NAVSTA NORFOLK VA//PD PORT OPS/N3// 
 
  Cheatham Annex, Williamsburg, VA 
  TO COMSEALOGLANT NORFOLK VA//00/N3// 
  INFO NAVSTA NORFOLK VA//PD PORT OPS/N3// 
  FISC NORFOLK VA//105/306/700// 
  WPNSTA YORKTOWN VA//00// 
 
  St. Helena Annex 
  TO NAVSTA NORFOLK VA//PD PORT OPS/N3// 
  INFO NAVSHIPYD NORFOLK VA//00/N3/340/800// 
  COMSEALOGLANT NORFOLK VA//00/N3// 
 
  Nauticus 
  TO NAVSTA NORFOLK VA//PD PORT OPS/N3// 
  INFO NAVSHIPYD NORFOLK VA//00/N3/340/800// 
  COMNAVREG MIDLANT NORFOLK VA//00/00PA/N3// 
 
    The standard form and procedures set forth in NWP 1-03.1 
will be employed by ships arriving in the Hampton Roads Area.  
Fleet units should continue to INFO all support addees to 
include FISC Norfolk and NAVFAC MIDLANT.  COMNAVREG MIDLANT 
NORFOLK VA//00/00PA/N3// will be included as an INFO addee on 
all LOGREQS for deployers, returning deployers, and Foreign Ship 
Visits.  COMNAVSURFLANT ships are to include RSO NORFOLK VA as 
an INFO addressee on all LOGREQs. 
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    c.  Logistics Requirement Reports 
 
        (1) All Installations 
 
            (a) Ships carrying cargo ammunition (i.e., AE, AOE, 
T-AE, and T-AO Classes) shall include in section ZULU of the 
LOGREQ either “no cargo ammunition onboard" or “XXX LBS. N.E.W. 
CARGO AMMUNITION ONBOARD.”   
  
            (b) Ships carrying L-FORM ammunition (i.e., 
amphibious warfare ships) shall include in section ZULU of the 
LOGREQ either “non L-FORM ammunition onboard" or "XXX LBS. 
N.E.W. L-FORM AMMUNITION ONBOARD.” 
 
            (c) Ships requesting crane service upon arrival for 
other than brow/stand placement must identify specific 
requirements and the crane coordinator in section KILO of the 
LOGREQ.  The crane coordinator must ensure compliance with 
Section 4650.7 of this manual.   
 
        (2) Logistic services messages will contain the ship’s 
estimated time of arrival/departure and will be transmitted as a 
Priority Precedence Message at least 3 working days prior to 
arrival/departure, and should be received prior to 1200 on the 
last work day prior to a weekend or holiday if arrival/ 
departure is so scheduled.  To improve service and minimize the 
number of berth shifts, ships should submit their LOGREQs as far 
in advance as possible.  For direct distribution to Port Ops, 
messages should contain Standard Subject Identification 
Code//NO4490//.  In addition, when an arriving ship has SECNAV 
guests embarked, list names of guests, local destinations 
(airport, railroad station, etc.), ultimate destinations, if 
reservations are required, and other support requirements. 
 
        (3) Section ZULU of LOGREQ will include specific 
transportation services required and an estimated time schedule 
for these services.  When the requirement for services changes, 
Section ZULU should be promptly modified by message. 
 
        (4) Upon receipt of the information provided by 
paragraph 3170.1c(1) and (2) above, Regional Port Ops will 
arrange and coordinate services, loading plans, and logistic 
requirements.  
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        (5) Customs and immigration clearances should be 
requested only if required.  Ships must list last port of call 
if outside the United States.  
 
        (6) Homeported Ships.  Homeported ships visiting any 
Hampton Roads port may exclude all information from LOGREQs 
except for the following critical information: 
 
            (a) ALPHA (arrival): Required on all LOGREQs. 
 
            (b) BRAVO: Paragraph (1) only (berthing assistance). 
 
                1.  Pilotage.  State if VA Bar Pilot required 
with LP-1 overhead, if applicable. 
 
                2.  Berth.  Specify requested side to pier.  
Default is bow in (except for CVNs and submarines).  Specify if 
any special evolutions, such as weight tests, ordnance handling, 
IMAV/PRAV, sonar test, tiger cruise, or any other evolutions 
requiring special berthing arrangements are to be conducted 
while pier side.  Special evolutions such as INSURV or upcoming 
change of command ceremonies should also be mentioned here. 
 
                3.  Brow.  For CRUDES ships, unless otherwise 
specified, brow will be placed amid ships.  LPDs will use own 
accommodation ladder.  LHAs/LHDs will be provided a flatbed 
truck and crane for ramp placement/removal.  Carriers will be 
provided brows and stands at EL2 and Deck House 3 unless 
otherwise specified. 
 
            (c) KILO (Utilities): Required only if special 
services are required, such as vehicles or quarantine dumpster, 
or if regular hotel services are not required.  If not 
specified, ships will receive shore power, potable water, sewage 
discharge, and steam (if applicable).  Ships with a Shipalt 
changing standard ship class utility requirements must specify 
altered requirements.  Phone lines and Cable TV will be 
available for ships force hook-up.  Specify T-1 IT-21 service 
required and Port Ops will coordinate service with NCTAMS LANT. 
 
            (d) LIMA (departure): Required. 
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            (e) QUEBEC (Customs/Agriculture): Required only if 
returning from a Foreign port.  Date and location of Customs/ 
USDA Clearance must be provided by all units receiving clearance 
en route to, or prior to, entering CONUS. 
 
            (f) UNIFORM (Flag/CO): Required only when 
information changes. 
 
            (g) ZULU (Misc.): Degaussing runs will be provided 
for all outbound and inbound ships during normal working hours 
between 0730-1630, Monday-Friday.  Ships requiring a degaussing 
run outside normal working hours (for an INSURV or if a ship has 
an UNSAT degaussed condition) may request in LOGREQ. 
 
        (7) NAVPHIBASE Little Creek  
 
            (a) Ships desiring DFM (F76) fuel services at 
NAVPHIBASE Little Creek shall transmit a LOGREQ to Port Ops so 
that the request is received not later than 3 working days prior 
to the desired date of service. 
 
            (b) Small craft making unscheduled arrivals and 
departures shall request permission prior to entering the harbor 
or just prior to getting underway from “Little Creek Port 
Control” on Harbor Common or VHF Channel 12.  This is mandatory 
in order to issue advisories on ship movements and control 
channel traffic.  All USN, USNS, USCG, US Army, and Foreign 
vessels must submit LOGREQs IAW directives. 
 
            (c) Non-Navy ships contracted by Government 
agencies, civilian ships with arranged agreements for berthing 
of opportunity, and any other craft scheduled for visits that 
require a berth or moor at Little Creek will establish a line of 
accounting authorizing funding from their respective sponsoring 
command through NAVFAC MIDLANT for any emergent requirement for 
services, including: all hotel services, Crane/MHE services, 
HAZMAT clean-up/removal, or Environmental deployment/recovery 
services.  
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        (8) WPNSTA Yorktown.  An arrival conference is required 
for ships visiting WPNSTA Yorktown.  COs will conduct an arrival 
conference with the CO of WPNSTA or his designated  
representative (e.g., station dockmaster) to discuss safety 
precautions and procedures required on the piers and aboard the 
ship. 
 
            (a) Coleman Bridge Restrictions.  The opening of the 
Coleman Bridge is restricted Monday – Friday, between 0500-0800 
and 1500-1900. 
 
            (b) WPNSTA Yorktown Port Ops will handle ships 
arriving at Cheatham Annex.  
 
    d.  Relative Priorities for Berthing.  Regional Port Ops 
will conduct a Weekly Scheduling Conference to determine 
scheduling/arrival and departure priorities as determined by 
ISICs.  LOGREQs must be received by Wednesday for the following 
week and a half in order to accommodate all units’ requirements. 
 
    e.  Berthing Arrangements/Regulations 
 
        (1) General 
 
            (a) Naval ships arriving from Foreign ports will not 
be allowed to proceed beyond the quarantine anchorage of the 
Hampton Roads Area unless certain provisions are met.   
 
            (b) All berthing and anchorage assignments for the 
Mid-Atlantic Region will be made by Regional Port Ops and will 
be transmitted to the ship via LOGREQ, 2 to 3 days prior to 
arrival. 
 
            (c) Ships arriving at anchorage will ensure that the 
anchor is within 50 yards of the center of the assigned 
anchorage.  Ships that, for any reason, fail to anchor in the 
anchorage assigned, or fail to anchor within the limits 
prescribed above, will report the circumstances immediately to 
the appropriate Port Control.  Except in emergency, ships will 
anchor in Hampton Roads only in berths assigned by NAVSTA 
Norfolk with particular attention given to keeping clear of 
prohibited areas. 
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            (d) Due to the working hours of civilian pilots, 
crane operators, and NAVFAC MIDLANT utilities crews, ship 
arrivals and departures are normally scheduled between the hours 
of 0700 and 1830.  Emergencies are handled at any time. 
 
            (e) Changes to ships’ operating schedules, 
especially during inspections and exercises, must be 
communicated to the ISIC and Regional Port Ops as soon as 
possible.  Every effort will be made to reschedule the arrival/ 
departure.  Requests to change arrival/departure times, berth 
assigned, or side to pier must be documented in a LOGREQ change 
message. 
 
            (f) To ensure that an assigned IMAV is considered 
during berth assignment procedures, it is requested that, when 
applicable, ships include in the ZULU portion of the LOGREQ the 
fact that an IMAV has been assigned and the inclusive dates. 
 
            (g) Assignments of anchorages in Hampton Roads are 
made in accordance with United States Coast Pilot, Atlantic 
Coast, Sandy Hook, Chapter 2.  Contact Regional Port Ops to 
request an anchorage. 
 
        (2) NAVSTA Norfolk 
 
            (a) Deep draft vessel arrivals/departures are 
constrained by Elizabeth River current conditions and take 
scheduling precedence.  
 
            (b) Masthead and Crane Height Restrictions.  Due to 
the proximity of Chambers Field to NAVSTA Norfolk Piers, an 
aerial navigation easement of 205 feet exists for Piers 1 - 5.  
Operation of cranes that extend over 205 feet requires the 
notification of the Air Ops Duty Officer (DO) with hours of 
crane operation.  Cranes should not be stored overnight in the 
fully extended position.  No ship with a masthead height over 
205 feet may be berthed at Piers 1 - 5. 
 
        (3) NAVPHIBASE Little Creek 
 
            (a) Ships are cautioned that the Virginia and 
Maryland Railroad have tugs with railroad barge in tow entering 
and leaving NAVPHIBASE Little Creek at irregular intervals.  The 
tugs depart with tow astern about 700 feet; upon reentering, the  
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tugs drop the astern tow abeam Channel Marker No.8, let the tow 
drift alongside, and then proceed into the RR piers with the tow 
alongside.  All ships should anticipate these evolutions when 
observing these tugs standing in or out. 
 
            (b) Masthead and Crane Height Restrictions 
 
                1.  Due to the proximity of the Norfolk 
International Airport to NAVPHIBASE Little Creek, a navigation 
(aerial) easement of certain air space over Little Creek Harbor, 
its piers, and adjacent land areas has been granted by the 
Government to the Norfolk Port and Industrial Authority for the 
safety of commercial aviation.  This navigation easement 
essentially restricts the mooring of ships and craft at Piers  
1 - 8 to those vessels whose masthead heights do not exceed  
65 feet above the water surface, and the mooring of ships and 
craft at Piers 11 - 19 to those vessels whose masthead heights 
do not exceed 144 feet above the water surface.  Port Ops will 
ensure adherence to the restrictions imposed by this Navigation 
easement when assigning berths to ships and craft in Little 
Creek Harbor. 
 
                2.  In situations where floating or mobile 
cranes are required to perform work on ships at these piers, and 
where the extended boom or derrick height of these cranes may 
exceed the aforementioned masthead height restrictions, Port Ops 
must be informed of the pending operation so that waiver of the 
height restriction for specified time periods can be obtained 
from the Norfolk International Airport Operations Supervisor. 
 
                3.  Between the hours of sunset and sunrise, 
cranes will display a single red light, visible 360 degrees 
around at the highest point, as specified in Federal Aviation 
Regulation, Part 77, whenever the boom is raised or extended, 
regardless of whether this exceeds the height restrictions 
outlined above. 
 
                4.  Masthead height restrictions do not apply to 
any vessel that is underway in any part of Little Creek Harbor. 
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            (c) Training Operations 
 
                1.  Ships and commands are cautioned that 
various areas of Little Creek Cove and Desert Cove may be 
reserved for special training evolutions and industrial work by 
resident commands.  During these periods, control of the part of 
the harbor is delegated by Port Control Little Creek. 
 
                2.  Scheduling of operations and/or restriction 
of traffic should be requested by message or letter to be 
received at least 10 working days in advance of the desired 
training date.  The message must contain the dates and times, 
purpose, and a point of contact (POC) that can clear surface 
traffic through the area during the operation.  Additionally, a 
control boat/unit on the scene will be required to monitor one 
of the below-listed frequencies throughout the exercise: 
 

Harbor Common - 385.0 MHZ 
VHF Channel - 12 
VHF Channel - 13 
Small Craft - 46.65 MHZ 
Safety Admin - 41.10 MHZ 

 
    All units are required to contact Little Creek Port Control 
prior to commencing and upon completion of the exercise on the 
above-listed frequencies or by telephone.   
 
        (4) WPNSTA Yorktown berthing restrictions exist due to 
ammunition present on the pier.  Ships will not be allowed to 
remain overnight except under the following conditions: 
 
            (a) Ships arriving late in the day scheduled for 
load or unload operations the following day. 
 
            (b) Ships completing load or unload operations too 
late in the day to allow safe transit down the river. 
 
            (c) In unusual circumstances, and when approved by 
SOPA (ADMIN) Yorktown Subarea. 
 
            (d) When engaged in load or unload operations that 
require more than 1 day to complete. 
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    f.  Ships Arriving from Foreign Ports 
 
        (1) Department of Homeland Security Personnel (Customs, 
Agriculture, and Immigration) will not board any vessel by tug 
or aircraft.  Prior arrangement must be made for custom form 
delivery, or if vessel will be boarded at the pier. 
 
        (2) Department of Homeland Security will require at a 
minimum - Last port of call; Number of Crew; and Civilians 
Onboard. 
 
        (3) Liberty shall not be granted if returning from a 
Foreign port until full clearance is obtained. 
 
        (4) Ships’ boats, if off-loaded prior to berthing at the 
piers, will remain with their parent ship or proceed to a 
previously arranged area, and no personnel or material debarked 
from them until full clearance is obtained. 
 
        (5) A vessel is carrying Department of Agriculture 
“regulated garbage” if: 
 
            (a) It is a U.S. naval vessel or Military Sealift 
Command (MSC) vessel returning from visiting a port outside the 
continental U.S. (CONUS) or Canada, and has not been berthed at 
a CONUS or Canadian port for more than 24 hours. 
 
            (b) It is a vessel other than a U.S. naval vessel 
and it has visited a port outside CONUS or Canada within the 
last 2 years and is carrying produce that was either purchased 
or present aboard the vessel while it was at the port outside 
CONUS or Canada. 
 
            (c) If produce is purchased in CONUS and mixed with 
the produce purchased or present on the vessel during the visit 
to a port outside CONUS or Canada, the newly purchased CONUS 
produce galley waste is also “regulated garbage.” 
 
        (6) All vessels returning from visiting a port outside 
CONUS or Canada must notify NAVSTA NORFOLK//PD PORT OPS// and 
NAVPHIBASE LITTLE CREEK//00/N3// and SOPA ADMIN SUBAREA LITTLE 
CREEK VA in their LOGREQ that they are carrying “regulated 
garbage.” 
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        (7) The LOGREQ reply from NAVSTA Norfolk will notify the 
ship of the requirement to dispose of all galley waste and 
produce/meat packaging material in specially marked dumpsters 
placed on the pier by NAVFAC MIDLANT for the first 24 hours in 
port (or as otherwise instructed by the Department of 
Agriculture Inspector). 
 
    g.  Tugs and Pilots 
 
        (1) Navy ships are not required to take a Bar Pilot when 
entering Hampton Roads.  Ships desiring a Bar Pilot should 
request this service in their LOGREQ; arrangements will be made 
for the Bar Pilot to embark ships at  “Charlie Hotel” Buoy or 
“CH” Buoy for ships entering port, and walk-ons for ships 
departing Hampton Roads. 
 
            (a) Navy ships less than 750 feet in length 
homeported in Hampton Roads and arriving or departing NAVSTA 
Norfolk, NAVPHIBASE Little Creek, and NAVSHIPYD Norfolk, will  
normally be required to pay for this service.  Please contact  
the Regional Contracting Officer (RCO) Representative at  
(757) 444-1701 to arrange payment prior to use. 
 
            (b) Ships going to anchorage before an arrival or 
after a departure and requesting a Bar Pilot must ensure that 
Port Ops knows about the stop at anchorage, otherwise, the 
ordered pilot will bill for two movements. 
 
            (c) Ships transiting to and from WPNSTA Yorktown 
desiring a pilot for the York River transit must ensure that 
Port Ops knows the pilot is desired for the WPNSTA end of the 
movement, otherwise, the ordered pilot will bill for two 
movements.  
 
        (2) Navy ships are not required to take a Harbor Pilot 
in Hampton Roads, provided permission to enter the harbor has 
been received and a berth has been assigned.  If requested, a 
tug or pusher boat will be assigned to standby without a pilot 
for pushing purposes only.  For safety purposes, no lines are 
permitted to be made fast to a ship from any tug or pusher boat 
without a Navy pilot onboard the ship.  Ships embarking or 
disembarking, a pilot shall proceed at a speed of between 5 and 
7 KTS to facilitate a safe transfer. 
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        (3) NAVSTA Norfolk.  Upon receipt of arrival LOGREQ from 
vessels scheduled to moor at NAVSTA Norfolk, Regional Port Ops 
will advise the ship of the time to arrive at Elizabeth River 
Channel Buoy 3 where it will be met by tugs and pilot. 
 
        (4) NAVPHIBASE Little Creek.  Normally, ships desiring 
pilots shall wait outside the jetty in the vicinity of Buoy 
“2LC.”  In rough weather, ships may be required to stand inside 
the jetty to facilitate boarding by pilots.  Similarly, under 
certain weather conditions when ships are outward bound, the 
pilot will be released when the ship is headed fair in the 
Little Creek Harbor Channel and the channel is clear of traffic. 
 
        (5) NAVSHIPYD Norfolk.  Upon receipt of arrival LOGREQ 
from vessels scheduled to moor at NAVSHIPYD Norfolk, Regional 
Port Ops will advise the ship of the time to arrive at Hospital 
Point to be met by tugs, pusherboats, and pilot. 
 
        (6) WPNSTA Yorktown or Cheatham Annex.  Upon receipt of 
arrival LOGREQ from vessels scheduled to moor at WPNSTA 
Yorktown, Regional Port Ops will state time of ships arrival at 
the Coleman Bridge and will coordinate with Coleman Bridge 
Control for bridge opening.  Tugs and pilot will normally meet 
the ship before passing through Coleman Bridge; coordinate with 
Yorktown Port Control on VHF Channel 13. 
 
    h.  Speeds 
 
        (1) Speeds in excess of 15 KTS in the channel from 
Elizabeth River Channel Buoy #1 to Cape Henry are prohibited. 
 
        (2) Speeds in excess of 10 KTS between Elizabeth River 
Channel Buoy #1 and Hospital Point or in excess of 6 KTS between 
Hospital Point and the NAVSHIPYD Norfolk are prohibited. 
 
        (3) The speed limit in the York River is 12 KTS except 
from the Coast Guard pier to the Coleman Bridge where the speed 
is no greater than 5 KTS.   
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        (4) Ships navigating in Little Creek Harbor shall not 
exceed a speed of 5 KTS at any time and should keep to the right 
side of the channel.  Ships shall reduce speed to bare steerage-
way when in the vicinity of dredging, diving operations, small 
boats engaged in survey or sounding work, and when passing 
berths. 
 
    i.  Reports of Violation of Rules of the Road.  COs will 
report to United States Coast Guard (USCG), Hampton Roads, any 
unseamanlike behavior and infractions of the usual courtesies of 
the sea, which are either embarrassing or dangerous.  The 
identity of the offending ship should be reported, if 
ascertainable. 
 
    j.  Use of Piers.  Weight testing over piers at NAVSTA 
Norfolk, NAVPHIBASE Little Creek, and NAVSHIPYD Norfolk 
Convenience Berthing is prohibited, with the following 
exceptions:  RHIB boat davits and accommodation ladders.  Weight 
tests may be conducted on the ships outboard side.  Weight 
testing over piers at WPNSTA Yorktown is strictly prohibited. 
 
    k.  Brows, Camels, Platforms, Landing Stages, and Line-
Handling Parties 
 
        (1) Brows and platforms will be provided as stated above 
in 3170.1c.(6)(b)(3). 
 
        (2) Ships in port will be tasked by the Port Ops office 
at each port to provide line-handlers for arriving ships, both 
U.S. and Foreign.  Tasking will be made as equitably as 
possible, taking into account crew size of ships tasked.  Line-
handling parties will be in the working uniform of the day.  All 
ships berth-shifting will supply their own line-handlers.  Line-
handling parties are to provide their own safety gear and 
equipment.  For ship arrivals and departures from double-deck 
piers, additional fall prevention gear will be required. 
 
        (3) The activity having custody of camels, barges, and 
paint floats shall be responsible for their security, both 
during and outside normal working hours until returned to Port 
Ops.  Paint floats are issued on a first-come, first-served 
basis.  Port Ops assets, which are released into the custody of 
another activity, become the responsibility of that activity.  
While in custody of Port Ops assets, the activity is responsible 
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for: safe and proper use of asset; reporting of mishaps 
involving asset; any and all damage caused by or to the asset; 
and safety and security of the asset.  All Port Ops assets are 
to be returned in as-good-as or better-than condition when they 
were issued. 
 
        (4) Ships shall not rig boats, accommodation ladders, or 
any other obstruction over outboard sides without permission 
from Port Ops. 
 
    l.  Securing of Craft and Equipment.  Life chains and posts 
along the waterfront bulkheads (e.g., ships boat, camel, water 
hose, airline, power cable, or any other object) are for safety 
purposes and nothing should be tied or secured to the life 
chains and posts in any manner. 
 
    m.  Inboard Ships.  Inboard ships will display the ship’s 
name on the brow or in the vicinity of the brow so that it will 
be easily visible from the piers.  During the hours of darkness,  
the ship’s name will be properly illuminated to allow visibility 
from the pier.  During high winds, ships should loosen the 
bottom of brow skirts to minimize damage to brows. 
 
    n.  Utilities Connections and Disconnection.  Ships arriving 
in Hampton Roads should include requirements for utilities 
(water, steam, electricity, sewage, telephones, and landlines) 
in their LOGREQ, submitted in accordance with NWP-1-03-7.  
Homeported ships may delete this information IAW 3170.1c.(6)(c).  
 
        (1) Ships’ qualified personnel are permitted to 
disconnect steam and electrical connections when ships’ 
departures are required under emergency movement.  Prior to 
ships’ qualified personnel making disconnections, the NAVFAC 
MIDLANT Utilities Department will be notified. 
 
        (2) Potable water and sewage systems on piers are 
facilities under cognizance of the NAVFAC MIDLANT Utilities 
Department, which is responsible for providing backflow 
prevention devices as required.  The NAVFAC MIDLANT Utilities  
Department is responsible for ensuring such protection of  
potable water and sewage systems.  Region-wide ships’ forces are 
responsible to making their own potable water connection and  
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disconnection.  In addition, at WPNSTA Yorktown, ships’ forces 
are responsible for CHT connections, hose flushing, and 
disconnections using hoses provided by Port Ops. 
 
        (3) NAVFAC MIDLANT Utilities Department is responsible 
for making all ship-to-pier connections of steam and shore 
power, except in cases of fire, disaster, or emergencies 
affecting the ship. 
 
        (4) Telephone Service, Fiber Optic, and T1 Services are 
provided by NCTAMS LANT.  Support for problems that may be 
incurred with the telephone box and cable on the pier can be 
handled by calling the NCTAMS LANT Trouble Desk.  All cables/ 
connections from the pier to the ship are to be connected by the 
ships’ force personnel via cable provided by the ship. 
 
        (5) Emergency service calls should be made to: 
 
NAVSTA Norfolk     444-7557 
 
NAVSHIPYD Norfolk Duty Office  396-3221 
 
NAVPHIBASE Little Creek   462-4090/8680  

(weekdays 0700-1500) 
462-7791 (all other times) 

 
WPNSTA Yorktown     887-4375 (weekdays 0700–1600) 

885-7846 (all other times) 
 
    o.  Radio and Television Service 
 
        (1) Armed Forces Radio and Television Service (AFRTS) 
provides deployment broadcasting for deploying ships of network 
television programming.  Contact the Naval Media Center Fleet 
Support Detachment, Norfolk, (NAVSTA Norfolk) at 445-2043. 
 
        (2) Cable television service from Cox Communications is 
available at all NAVSTA Norfolk Piers.  Service includes a total 
of 32 Channels excluding the premium Movie Channels.  COMNAVREG 
MIDLANT funds the cost for service.  Ships provide their own 
connecting cable and connect/disconnect with ships’ force 
personnel. 
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    p.  Ships’ Movements After Arrival 
 
        (1) Information concerning subsequent berthing and 
berthing movements throughout Hampton Roads after arrival should 
be directed to the appropriate ISIC, who will coordinate 
arrangements with Regional Port Ops. 
 
        (2) Pilotage between NAVSTA Norfolk and NAVSHIPYD 
Norfolk will be requested by the ISIC or by the ship via LOGREQ 
and arranged by Regional Scheduling Officer (RSO) (445-0167). 
 
        (3) Regional Port Ops will make arrangements for 
commercial pilots for vessels outbound from/inbound to 
Chesapeake Bay ports upon request via LOGREQ, 72 hours prior to 
the intended move. 
 
        (4) Approximately four times per year, NAVSHIPYD 
Norfolk, Berth 2, will be cleared in support of receiving and 
unloading barges or conducting maintenance or certification 
testing of the Hammerhead Crane.  NAVSHIPYD Norfolk will provide 
affected ships 30-days notification whenever possible.  
 
    q.  Request to Disable Machinery.  During Hurricane 
conditions, ships will report ability/inability to sortie, in 
accordance with COMNAVREGMIDLANT/SOPA(ADMIN)HRINST 3141.1B.  At 
other times, ships in port will notify their Operational 
Commander and SOPA (ADMIN) (Norfolk/Little Creek/Portsmouth 
Subareas, as appropriate) by message; INFO COMNAVREG MIDLANT 
NORFOLK VA//N3//, 24 hours in advance of intentions to disable 
machinery for more than 96 hours to an extent that would prevent 
safe movement within Hampton Roads under ship’s power in case of 
emergency.  Barring no objections by the Operational Commander 
and SOPA (ADMIN) Subarea, permission may be assumed to be 
granted.  Ships berthed at Craney Island and at WPNSTA Yorktown 
will maintain ability to get underway with at least one-half of 
full power/propulsion engine capability at all times.  It is 
suggested the following standard format be used for messages: 
 
FROM REQUESTING SHIP 
TO SOPA ADMIN NORFOLK SUBAREA VA 
SOPA ADMIN LITTLE CREEK SUBAREA VA 
SOPA ADMIN PORTSMOUTH SUBAREA VA 
INFO COMNAVREG MIDLANT NORFOLK VA//N3/N35// 
(APPROPRIATE TYCOM REPRESENTATIVE) 
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(OPERATIONAL COMMANDER) 
(IMMEDIATE UNIT COMMANDER) 
NAVSTA NORFOLK VA//PD PORT OPS/N3// 
CONFIDENTIAL //N03501// 
SUBJ/DISABLED MACHINERY 
MSGID/GENADMIN/(ORIGINATOR)// 
REF/A/DOC/COMNAVREG MIDLANT/DATE// 
AMPN/COMNAVREGMIDLANT/SOPA(ADMIN)HRINST 5400.lA (SOPA MANUAL) 
ARTICLE 3170.1R.// 
 
RMKS/1.  UNODIR PLAN TO DISABLE MACHINERY AFFECTING MAIN PLANT 
OPERATION FROM _____ TO _________ IN ORDER TO _____________.  
(EMERG RFS _____ HRS/*EMERG RFS ________ HRS ONE SHAFT AND 
__________ HRS BOTH SHAFTS.)// 
 
*Dual shaft ships only. 
 
    r.  Reports of Damage to Naval Vessels, Private Vessels, 
Waterfront Structures, and Personal Property 
 
        (1) Each instance of grounding, collision, fire, or 
serious accident to equipment or personnel will be reported in 
accordance with the provision of NWP 1-03-1.  COMNAVREG MIDLANT 
NORFOLK VA//N3// and NAVSTA NORFOLK VA//PD PORT OPS/00/N3// will 
be included as INFO addees on all reports submitted. 
 
        (2) COMNAVREG MIDLANT Staff Judge Advocate (Code 00L) 
will arrange for the survey required by Chapter XII, JAG Manual, 
and will also take the necessary steps to protect the 
Government’s interest in regard to the civil liabilities of the 
matter.  Except as provided in NAVY REGS, 1973, Article 0927, no 
authority exists for effecting repairs by the Navy to privately-
owned vessels or property.  No personnel attached to the naval 
establishment will at any time admit Government liability or 
represent to the private owner that the repairs of the damaged 
vessel or property may be carried-out for the account of the 
Government.  The determination of the position of the Navy with 
regard to any particular incident of this nature is properly 
within the province of the Admiralty Division, Office of the 
Judge Advocate General, and the COMNAVREG MIDLANT Staff Judge 
Advocate as the representative of the Admiralty Division in the 
COMNAVREG MIDLANT Norfolk Area. 
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    s.  Blowing Tubes 
 
        (1) NAVSTA Norfolk.  When possible, ships should blow 
tubes while underway.  Ships berthed at NAVSTA Norfolk Piers 
must request permission from SOPA (Admin) Norfolk Subarea. 
 
        (2) NAVPHIBASE Little Creek.  When possible, ships 
should blow tubes while underway.  Ships moored at NAVPHIBASE 
Little Creek piers must request permission from SOPA (Admin) 
Little Creek.   
 
        (3) NAVSHIPYD Norfolk.  Ships are not authorized to blow 
tubes at NAVSHIPYD Norfolk. 
 
        (4) WPNSTA Yorktown.  Ships at are not authorized to 
blow tubes in port. 
 
    t.  Pumping Bilges.  Refer to Subgroup 5090. 
 
    u.  Hazardous Material (HAZMAT) Handling.  Before 
initiation, all evolutions involving HAZMATs or fueling, at, on, 
or alongside a pier, shall be reported to, and cleared by, the 
appropriate SOPA (ADMIN) Subarea Commander through the local 
Port Ops Office.  HAZMATs include gasoline (“MOGAS”) or JP-5, 
either in bulk or drums; oxygen, compressed flammable gases; or 
any other highly hazardous items.  Routine fueling requests 
should be made in accordance with paragraphs 3170.2 and 4027.1 
of this manual.  See Subgroup 11320 for information on fire 
prevention during Hot Work, fueling, and other hazardous 
evolutions.  
 
NOTE:  Fueling, HAZMAT handling, Hot Work, grinding, sanding, 
etc., is prohibited at WPNSTA Yorktown.  Hot Work, grinding, and 
sanding are prohibited at FISC Craney Island Fuel Depot. 
 
    v.  Use of Sirens, Whistles, and Loudspeakers on Vessels.  
In order to limit the background noise level in port, 
particularly during darkness, loudspeaker volume should be 
regulated to present the minimum interference outside the ship. 
 
    w.  Emergency Drills.  All vessels will notify the 
Installation Fire Department before holding emergency drills. 
 
NOTE:  Drills are not permitted at WPNSTA Yorktown. 



                      COMNAVREGMIDLANT/SOPA(ADMIN)HRINST 5400.1A 
                      03 APR 2006 

 

3170-19 

    x.  Incline Tests.  Due to possible conflict with planned 
vessel movements, all vessels requiring an incline test must 
coordinate the test with Port Ops by message request to  
NAVSTA NORFOLK VA//PD PORT OPS/N3// not less than 3 business 
days before requested incline test date.  Include a POC with 
phone number and an alternate date for the test. 
 
    y.  Pallets 
 
        (1) General Guidance 
 
            (a) Empty pallets (40” x 40”) are to be stacked  
10-high and 7-long with standard Navy pallets on bottom with 
wings out so that straddle trucks can pick them up.  Larger 
pallets (48” x 48”) should also be stacked 10-high, but in  
6 stacks. 
 
            (b) Do not stack pallets on uneven terrain or 
against bulkheads.  Do not block the approach to the pallet 
stacks with vehicles, ship support cables, or hoses.  Straddle 
trucks need a straight approach and at least a 3-foot clearance 
on either side of the stacks to make a pick-up. 
 
            (c) Do not mix trash with pallets. 
 
        (2) NAVSTA Norfolk.  For pallet removal service during 
normal hours, contact FISC Norfolk at NAVSTA Norfolk; at 
NAVPHIBASE Little Creek, contact NAVFAC MIDLANT.  If assistance 
is required, contact Port Ops.  FISC Norfolk will remove empty 
pallets automatically from NAVSTA Norfolk Piers each working day 
between the hours of 1530-1700.  Ships may request pick-up of 
empty pallets or palletized retrograde (reusable) cargo any time 
by calling the FISC Norfolk Transportation Dispatcher (working 
hours) or the FISC Norfolk Duty Officer (DO) (after working 
hours).  Pallets should be staged near the head of the pier in 
accordance with the general guidance above. 
 
        (3) NAVPHIBASE Little Creek.  When receiving supplies, 
ships will return all pallets via the semi-trailer in which the 
supplies were received.  Each ship is responsible for ensuring 
additional pallets are placed in pallet staging areas located  
within white lines along the fence line of the piers.  The  
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pallets shall be stacked 9-high and staged to provide easy 
access for a forklift.  The pallet staging areas are clearly 
marked with white lines and signs. 
 
        (4) WPNSTA Yorktown.  In the rare cases where supplies 
are delivered to ships pier side at WPNSTA Yorktown, pallets 
should be returned via the semi-trailer delivering supplies. 
 
    z.  Garbage, Trash, and Refuse Services 
 
        (1) General 
 
            (a) All burnable trash and garbage shall be placed 
in containers marked “TRASH ONLY.” 
 
            (b) Use of garbage grinders pier side is prohibited. 
 
            (c) Ships’ garbage cans shall not be washed on 
piers. 
 
            (d) All trash and garbage spilled on pier will be 
cleaned-up, immediately. 
 
            (e) Appreciable amounts of paper, books, magazines, 
and files may be disposed of by contacting NAVFAC MIDLANT Ship 
Support Office (SSO).  
 
            (f) NO HAZMATS MAY BE PLACED IN DUMPSTERS. 
 
            (g) All metal waste/surplus metal shall be placed in 
special disposal dumpsters marked “METAL ONLY.”  Large amounts 
of salvageable scrap may be disposed of by contacting NAVFAC 
MIDLANT SSO. 
 
            (h) No metallic objects will be dumped in channels, 
anchorages, or alongside piers in the Hampton Roads Area.  The 
provisions of COMLANTFLTINST 5400.2, Article 3804 (U.S. Atlantic 
Fleet Regulations), shall be strictly enforced. 
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            (i) Should the quantity of trash, garbage, or waste/ 
surplus metal warrant special pick-up during normal hours, 
contact NAVFAC MIDLANT SSO for all dumpster service.  After 
hours service is only available on an emergency basis through 
the NAVFAC MIDLANT DO.  
 
        (2) Ships at WPNSTA Yorktown.  Arrangements for garbage 
and refuse disposal will be made through Port Ops. 
 
        (3) NAVSHIPYD Norfolk Burnable Waste Containers.  All 
persons having food in their possession will keep it in proper 
containers.  Waste food and garbage will be deposited in plastic  
bags and deposited in orange boxes (marked “Burnable Waste”)  
provided by the shipyard.  Requests for additional boxes or for 
boxes to be emptied should be submitted to the NAVFAC MIDLANT 
Trouble Desk. 
 
    aa.  Security of Moorings.  COs of ships moored to piers in 
Hampton Roads are cautioned that responsibility for the security 
of mooring lines rests with each individual ship.  Commands 
should require that moorings be inspected at least one time, 
each 4-hour Watch. 
 
        (1) Mooring Lines.  The overall mooring line pattern 
affects the load distribution to individual lines.  The 
effectiveness of a mooring line is influenced by its slope (that 
is, the vertical angle formed by the line to the pier deck), and 
by the horizontal angle formed by the line with the centerline 
of the ship.  The steeper the orientation of the line, the less 
effective it is in resisting horizontal loads.  Mooring lines, 
including the bow and stern lines, should be arranged as 
symmetrically as possible about the perpendicular centerline of 
the ship (a line 90 degrees to the fore and aft of centerline) 
to ensure a balanced load.  In addition to the single part of a 
mooring line at each bitt, pass a bight of line to the bollard 
on the pier; this results in three parts of the line holding the 
ship at that point.  To ensure that the three parts of the line 
take an equal strain, take a simple round turn to the first 
barrel of the ship’s bitt closest to the chock before passing 
the bight to the pier.  After the slack is taken out of the 
bight, and the three parts are under equal tension, fairlead the  
standing part to the second barrel and then figure-eight the 
line.  Nylon and polyester lines are the best choices where high 
storm surge is expected because of its relatively greater 
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elasticity than wire rope or aramid fiber.  Nylon will provide 
improved load sharing between parts of the mooring line and 
between the lines as the ship moves alongside the pier. 
 
        (2) Heavy Weather Mooring Guidance.  During changes in 
water level with tidal surges or wind direction, ensure that 
neither significant slack nor excessive strain occurs on mooring 
lines.  If low stretch lines are long and steep, vertical angles 
are avoided to allow the lines to work effectively without 
tending.  A moor using nylon or polyester lines will benefit 
greatly form the use of extra breast and spring lines to 
minimize the ship’s movement.  These lines will generally 
perform better than lines with less elasticity.  The practice of 
deploying an anchor underfoot is of limited value except when 
deploying an anchor away from the deck with a catenary in the  
chain while holding the ship off the pier during surging.  
Deploying two anchors has proved to settle the bow from surging 
during high winds. 
 
        (3) Mooring in the Shipyard.  The range of the Tide at 
the shipyard is sufficiently small to allow for a relatively 
tight moor at all times without having to rework the lines with  
tidal changes.  It is the responsibility of COs to ensure a 
tight moor exists at all times in order to preclude a drift away 
from the pier if sudden winds should develop. 
 
    bb.  Pier Loading Restrictions 
 
        (1) NAVSTA Norfolk.  Crane weight restrictions apply to 
all piers.  Cranes contracted through private firms must be 
cleared to operate by NAVFAC MIDLANT.  
 
        (2) NAVPHIBASE Little Creek 
 
            (a) Loading on Piers 1 - 8 will be limited to 15,000 
pounds gross weight, per single axle. 
 
            (b) Piers 11 - 19 and 56 - 60, plus Little Creek 
Cove Quay Wall, are concrete piers.  Ordinary traffic for the 
handling of stores and material is allowed on these piers.  
Limitation of loading on Piers 11 - 19 and 56 - 60 is 500 pounds 
per ft2 (a 20-ton truck with load, or under certain conditions of 
radius and placement, a truck crane with a 10-ton capacity, is 
permissible).  Five hundred pounds per square foot is in effect 



                      COMNAVREGMIDLANT/SOPA(ADMIN)HRINST 5400.1A 
                      03 APR 2006 

 

3170-23 

when the entire pier is being utilized for a load-out operation.  
Dual axle loads on Piers 11 - 19 and 56 - 60 is 57,000 pounds.  
Crane outrigger loads are 50,000 pounds, and if the crane can 
locate outriggers within 2 feet of pile caps, space 15 ft 10½ 
inches apart, center-to-center, capacity is 146,000 pounds.  
Cranes are not permitted for loading on any pier or ramp in 
Desert Cove (Piers 36 - 55).  All loading operations shall be 
conducted under the cognizance and supervision of the NAVFAC 
MIDLANT Transportation Division (Heavy Equipment).  The loading 
ramps located adjacent to Piers 11 - 19 will support a loading 
of 500 pounds per ft2 (a 20-ton truck with load, or a  
60-ton tank, or M26-A1 tractor with trailer).  Piers 20 - 34 and 
36 - 55 have a load limit of 10 tons.  The loading ramps between 
Piers 25 - 29 and 52 - 55 have a 30-ton capacity.  No parking 
will be permitted on the piers, ramps, or access roads.  
 
        (3) NAVSHIPYD Norfolk.  Crane weight restrictions apply 
to all piers.  Cranes contracted through Private Firms must be 
cleared to operate by NAVSHIPYD PWO Engineering. 
 
        (4) WPNSTA Yorktown.  LANTORDCOM arranges for crane 
service to ships receiving/off-loading ordnance.  Ships may not 
arrange any maintenance/crane use while in port at WPNSTA 
Yorktown. 
 
    cc.  Pier Laydown Areas 
 
        (1) Ships requiring a pier laydown area shall submit a 
message request 3 working days in advance using the following 
format: 
 
FM {Originator} 
TO SOPA ADMIN NORFOLK SUBAREA VA 
SOPA ADMIN LITTLE CREEK SUBAREA VA 
SOPA ADMIN PORTSMOUTH SUBAREA VA 
SOPA ADMIN YORKTOWN SUBAREA VA//N3// 
INFO (ISIC) 
PIER SOPA (if other than originator) 
UNCLAS //N03170// 
SUBJ/REQUEST FOR PIER LAYDOWN AREA// 
MSGID/GENADMIN/(ORIGINATOR)// 
REF/A/DOC/COMNAVREG MIDLANT/DATE// 
AMPN/COMNAVREGMIDLANT/SOPA(ADMIN)HRINST 5400.1A (SOPA MANUAL) 
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RMKS/1.  IAW REF A, REQUEST PIER LAYDOWN AREA FOR PIER BERTH 
_______: 
A.  TIME PERIOD REQUESTED: 
B.  REASON/PURPOSE OF REQUEST: 
C.  DIMENSIONS OF AREA REQUESTED: 
D.  PRIMARY LOCATION OF DESIRED AREA: 
E.  EQUIPMENT AND MATERIAL TO BE PLACED IN LAYDOWN AREA: 
F.  24-HOUR POINT OF CONTACT: 
G.  ANY ADDITIONAL REMARKS: 
 
        (2) Restrictions.  Laydown areas shall be approved for 
the period when the ship is in port only.  All equipment/gear/ 
material must be removed from the pier when the ship gets 
underway.   
 
        (3) Emergent requests.  Ships requiring a laydown area 
within 1 working day should contact local Port Ops for 
assistance. 
 
    dd.  Feedwater 
 
        (1) Regional Support Organization (RSO) Norfolk has the 
responsibility for feedwater delivery to all ports in the 
Hampton Roads Area.  They coordinate the allocation of three  
feedwater trucks in providing feedwater to requesting ships.  
Requests for feedwater from COMNAVSURFLANT units will be 
submitted to RSO Norfolk or via LOGREQ. 
 
        (2) Normal maximum delivery to customer ships will be 
10,000 gallons for small combatants, and 20,000 gallons for 
large combatants/PHIBGRU/LOGRON ships.  These maximum quantities 
will be absolute due to other delivery requirements.  Ships will 
arrange for routine deliveries during the week by submitting 
OPNAV Form 4790/2K (citing quantity required) to RSO Norfolk 
during hours 0700-1600 at least 48 hours in advance of delivery. 
 
        (3) For weekend deliveries of an unusual nature that are 
known in advance, deliveries can be scheduled as previously 
outlined. 
 
        (4) For all other emergency feedwater requirements after 
normal working hours and on weekends, a priority message to RSO 
NORFOLK VA, INFO COMNAVSURFLANT NORFOLK VA and immediate 
operational commander, is required, confirming telephone 
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conversation with RSO Norfolk DO, and citing amount of feedwater 
required, and justification for emergency delivery.  The ship 
will provide an OPNAV Form 4790/2K with Form DD-1149, discussed 
in paragraph (d) below. 
 
        (5) All ships will be required to submit a completed 
Form DD-1149 to feedwater delivery personnel at completion of 
delivery.  Quantity of feedwater delivered will be verified by 
truck attendant and annotated on the DD-1149 prior to truck 
departure. 
 
        (6) This feedwater is funded under fuel/water allotment 
and is not charged to receiving ship’s OPTAR. 
 
        (7) Note that shore steam is not certified for use as 
feedwater due to silicate contamination.  Ships may make 
feedwater while berthed at NAVPHIBASE Little Creek and WPNSTA 
Yorktown, but may not make feedwater while berthed at NAVSTA 
Norfolk and NAVSHIPYD Norfolk Convenience Berths due to river 
siltation rates.  
 
    ee.  Services for Ships at Anchor 
 
        (1) Garbage and Trash Services.  Ships requiring service 
should contact NAVSTA Norfolk Port Ops.    
 
        (2) Potable Water.  Regional Port Ops has one potable 
water lighter (180,000 gallons) for ships at anchorage and 
remote locations; however, requests shall be limited to 
emergency or operationally necessary deliveries.  Arrangements 
for water delivery should be made by LOGREQ to NAVSTA NORFOLK 
VA//PD PORT OPS/N3//, or after hours to the Port Ops DO.  When 
ships are serviced by the water barge, they shall ensure that 
the ships side is clear prior to barge arrival and that adequate 
fenders, line-handlers, and a petty officer supervisor are 
provided.   
 
        (3) CHT Removal.  NAVSTA Norfolk Port Ops maintains two 
SWOB barges with a safe working capacity of (56,000 gallons) per 
barge for CHT removal while at anchorage.  At remote locations, 
however, requests shall be limited to emergency or operationally 
necessary deliveries.  Arrangements for water delivery should be 
made by LOGREQ to NAVSTA NORFOLK VA//PD PORT OPS/N3//, or after 
hours to the Port Ops DO.  When ships are serviced by the SWOB 
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barge, they shall ensure the ship’s side is clear prior to 
arrival, adequate fenders are in place, and line-handlers and a 
Petty Officer supervisor are provided. 
 
    ff.  Antiterrorism/Force Protection (AT-FP) Exercises 
 
        (1) AT-FP has become an essential training requirement.  
To ensure all effected units are informed and aware, a naval 
message is required to eliminate potential serious mis-
coordination and missed training opportunities.  To ensure all 
training endeavors are conducted safely with zero opportunity 
for a “blue-on-blue” engagement, NAVSTA Norfolk must approve all 
AT-FP training exercises conducted in its area of operations.   
The following simple procedures are provided to ease the 
scheduling process and maximize pier AT-FP training and 
operational readiness: 
 
            (a) Scheduling command notifies NAVSTA Norfolk via 
message no later than 7 days prior to scheduled exercise.  In 
addition to exercise participants and chain of command, require 
info COMNAVREG MIDLANT NORFOLK VA//N3/PD PUBLIC SAFETY//.  
Include FLECOMPRON SIX and COMHELTACWINGLANT if training 
includes seaborne target services.  Notification message does 
not preclude requirement for OPAREA/service request.  NAVSTA 
Norfolk will confirm training approval via message. 
 
            (b) Provide training objectives, scenario times/ 
locations, use of safety observers, and rules of exercise play 
to all involved commands to include NAVSTA security point of 
contact and all adjacent commands prior to commencement.  
 
            (c) Contact Port Ops the day prior to the exercise 
to confirm intentions to proceed, initiate Port Ops announcement 
over Harbor Common, and obtain permission for “No Wake” Zone 
waiver for exercises involving small boat activity. 
 
    gg.  Pier Safety 
 
        (1) Double-deck piers allow the separation of ships’ 
activities and shore station industrial activities.  The ability 
to separate these activities requires we address the proper 
time, locations, and activities, which can be performed in areas 
normally reserved for industrial use.  Potential uses of the 
lower deck of double-deck piers have been analyzed, and 
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activities have been determined to be in one of three 
categories: Authorized Use, Restricted Use, or Prohibited Use.  
Any activity not specifically listed is an Unauthorized Use.  
Requests to consider adding specific uses to either the 
Authorized or Restricted Use categories should be addressed to 
Port Ops.  Smoking is not permitted in any area of the pier, 
upper/lower deck, or in the alcoves at the end of the piers. 
 
            (a) Authorized Use 
 
                1.  Hotel Services connections and 
disconnections, which are generally performed by dedicated shore  
station personnel; notable exceptions being communications, 
Cable TV, and potable water, which are performed by ships’ 
forces. 
 
                2.  Booming of ships and spill clean-up, which 
is generally performed by dedicated shore station personnel. 
 
                3.  Repair, Maintenance, Inspection of Pier 
Utilities, and Pier-Related Equipment, which is generally 
performed by shore station personnel or contractors. 
 
                4.  Mooring Fixture Access.  Required for line-
handling parties.  The 24” cleats are not to be used for ship 
mooring.  When accessing 42” sponson-mounted cleats, a safety 
harness and life jacket must be utilized in accordance with 
OPNAVINST 5100.23 to ensure personnel safety. 
 
                5.  Access Floating Assets (RHIBs, security 
boats, paint punts, and barges).  Typically accessed using fixed 
pier ladders from the lower deck. 
 
                6.  Deploying Dive Teams.  Dive teams and 
supervisors must adhere to provisions of section 3170.3 of this 
manual. 
 
                7.  Fire, rescue, safety, and security personnel 
in execution of their duties. 
 
            (b) Restricted Use.  Uses in this category may not 
be undertaken when lower deck operations that constitute a 
safety hazard are present.  Examples include electrical/utility 
maintenance, and repair that obstruct the pedestrian paths.  
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Pier SOPA is responsible for promulgating safety restriction to 
other ships and the pier and security chief of the guard. 
 
                1.  Transit Path for Access Between Ship and 
Shore.  Intended for inclement weather and when upper deck 
operations constitute a potential safety hazard.  Personnel are 
to remain within designated pedestrian paths. 
 
                2.  Supervised Group PT.  PT must be supervised; 
a responsible party on ship must know personnel are below.   
Access to area is to be within designated pedestrian paths.  
Permissible only in designated area.  Group size must be a 
minimum of 2 and a maximum of 59 personnel. 
 
                3.  Pier Sweepers.  Pier Sweepers must be 
supervised; a responsible party on ship must know personnel are 
below.  Personnel must be in groups of 2 or more (not to exceed 
59 personnel). 
 
                4.  Ship Painting.  Involves up to 6 personnel 
applying paint with rollers on extension arms.  Lower deck is 
used as a work platform.  Must be supervised; a responsible 
party on ship must know personnel are below.  Access to area is 
to be within designated pedestrian paths.  All required 
equipment and accessories must be removed when group leaves. 
 
                5.  Ship Work Area.  Activities envisioned are 
line splicing, Damage Control Training.  Must be supervised; a 
responsible party on ship must know personnel are below.  Access 
to area is to be within designated pedestrian paths.  
Permissible only in designated area.  Group size must be a 
minimum of 2 and a maximum of 59 personnel.  All required 
equipment and accessories must be removed when group leaves. 
 
                6.  General Military Training (GMT).  GMT must 
be supervised; a responsible party on ship must know personnel 
are below.  Access to area is to be within designated pedestrian 
paths.  Permissible only in designated area.  Group size must be 
a minimum of 2 and a maximum of 59 personnel.  All required 
equipment and accessories must be removed when group leaves. 
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            (c) Prohibited Lower Deck Activities.  Uses in this 
category are never permitted on the lower deck of double-deck 
piers: 
 
                1.  Individual running or jogging. 
 
                2.  Waiting area/personnel gathering. 
 
                3.  Individual athletic activities. 
 
                4.  Picnics, cookouts, or cooking. 
 
                5.  Social events or ceremonies. 
 
                6.  Storage. 
 
                7.  Phased Maintenance Activities. 
 
3170.2  Current In Port Fueling and Fuel Oil Transfer Bill.  
Ensure that the in port fueling and fuel oil transfer bill is 
current.  Compliance with the bill will reduce chances of a 
spill.  Ensure that all non-U.S. Navy ships are boomed prior to 
any fuel transfer. 
  
    a.  Fueling procedures.  To initiate a fueling operation, 
Fleet units will request fueling services at least 3 days in 
advance from the FISC Fuel Department Scheduler.  (See paragraph 
4027.1 of this manual for information on arranging fuel 
deliveries.) 
 
        (1) Oil containment booms are supplied as follows: 
 
            (a) NAVSTA Norfolk.  Oil containment booms for 
daylight refueling are optional.  Ships that desire an oil 
containment boom must contact NAVFAC MIDLANT Oil Recovery at 
least 24 hours prior to commencement of the fueling operation. 
Payment arrangements must be made through the NAVFAC MIDLANT 
Comptroller before a boom may be delivered. 
 
            (b) NAVPHIBASE Little Creek.  Oil containment booms 
are mandatory.  Services are provided by Port Ops. 
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            (c) NAVSHIPYD Norfolk.  Oil booms are mandatory 
during all fueling/defueling operations.  Oil boom services are 
provided by NAVSHIPYD Norfolk, Shop 99. 
 
            (d) WPNSTA Yorktown.  No fueling or defueling 
services are available at WPNSTA Yorktown. 
 
            (e) Craney Island Fuel Terminal.  Oil containment 
booms are mandatory.  Services are provided by the fuel terminal 
operators. 
 
            (f) Private Shipyards.  Oil containment booms are 
required for fueling and defueling operations.  The shipyard is 
contracted by SUPSHIP to accomplish the entire booming 
evolution. 
 
        (2) It is the ship’s responsibility to confirm both 
fuel/defuel services and oil containment boom availability in 
advance of the operation.  If there are any schedule changes, 
the ship must contact Port Ops and the FISC Fuel Department 
Scheduler (322-9045).  Additionally, ships must ensure the 
containment boom is opened/removed upon completion of the 
fueling evolution to ensure fuel barges can be removed.  Ships 
can contact the FISC Fuel Department Superintendent, Assistant 
Superintendent, or Director to resolve any fueling conflicts or 
discrepancies. 
 
        (3) Fueling operations shall not be conducted 
simultaneously at the same pier or anchorage with ammunition 
handling.  Ordnance evolutions will have priority over fueling 
operations.  A fuel and ordnance advisory is transmitted daily 
and indicates ships that have confirmed fueling and ordnance for 
that day and projects the next 5 working days to facilitate 
ships’ planning operations that may be impacted by ordnance or 
fuel operations.            
 
        (4) Fueling/defueling operations will normally be 
conducted during daylight hours. 
 
    b.  Fueling After Dark Requirements.  All fueling and 
defueling evolutions (including pumping of oily waste/waste oil) 
will be scheduled during daylight hours.  When scheduled 
daylight fueling operations are not forecast to be completed by 
sunset, and when operational necessity requires continued 
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fueling, ships may request permission to fuel or defuel after 
dark from the CO of the appropriate Installation by phone call 
to the local Port Ops.  Fueling and defueling operations at the 
Craney Island Fuel Terminal and Yorktown Fuel Terminal are 
authorized to be conducted on a 24-hour-a-day basis to meet 
operational requirements.  Standing permission has been granted,  
and specific approval is not required for each fueling event 
taking place after dark.  The following additional requirements 
must be in place: 
 
        (1) Extra topside safety Watches will be stationed at 
the fueling station, all overboard discharges (including tank 
vents and compensating water discharges), and on the pier/barge. 
 
        (2) Oil containment boom. 
 
        (3) Adequate lighting. 
 
        (4) The Chief Engineer/Aviation Fuels Officer (as 
appropriate) will be onboard to supervise the evolution.   
 
    c.  Fueling at Anchorage.  Fueling at Navy-controlled 
anchorages in Hampton Roads is not permitted.  In exceptional 
circumstances, permission to refueling at anchorage may be 
allowed.  Contact Regional Port Ops for emergent requests to  
fuel at anchorage.  Allow enough lead-time to permit Port Ops to 
get approval from the Program Director, Port Ops, and notify the 
Coast Guard Marine Safety Office at least 2 hours in advance of 
the evolution. 
 
    d.  Transfer Evolutions.  Transfer evolutions include 
internal transfers of petroleum products from storage tanks to 
service tanks, from storage tanks to other storage tanks, and 
from service tanks to storage tanks, as well as any transfer 
from ship to pier/outside the ship.  Regional spill data shows 
that most spills are the result of internal fuel transfers, 
improper dewatering of bilges when oil residue may be present, 
and oily waste transfers.   
 
        (1) All transfer evolutions will be conducted during 
daylight hours and during ships’ normal working day only, and 
only with the express permission of the ship’s CO.   
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        (2) Normal working hours excludes times when duty 
section only is onboard.  A fully qualified Watch Team must be 
aboard to include key engineering supervisory personnel. 
 
    e.  Emergency Transfers.  In an emergency, when any of the 
types of transfers described in paragraph 3170.2d above are 
required after dark, ships may request permission to transfer 
after dark from the CO of the appropriate Installation by phone 
call to the local Port Ops.  The following additional 
requirements must be in place: 
 
        (1) Extra topside Safety Watches will be stationed at 
the overflow discharge valves, all overboard discharges and 
vents associated with the system being used, and on the pier or 
barge if applicable. 
 
        (2) Oil containment boom. 
 
        (3) Adequate lighting. 
 
        (4) An EOOW will be onboard to supervise the evolution. 
 
    f.  Prevention of Water Pollution.  See Subgroup 5090 of 
this manual for information on the prevention of water 
pollution. 
 
    g.  Fire Prevention During Fueling.  See Subgroup 11320 of 
this manual for information on the safe handling of inflammable 
materials. 
 
    h.  All personnel involved with fueling or transfer 
evolutions need to understand this policy.  Ensure CDOs, cold 
iron, and Sounding and Security Watches understand the great 
importance of their duties.  Shipboard oil pollution is a high 
visibility issue, with significant potential for negative impact 
on the environment, readiness, scarce financial resources, and 
the Navys public image. 
 
3170.3  Diving Operations (In port).  In order to ensure the 
safety of divers providing services to ships and facilities in 
Hampton Roads, to include ships’ forces conducting internal dome 
dive operations, the following procedures shall be followed:  
(See Subgroup 3522 of this manual for procedures for sonar 
operations.) 
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    a.  Safety.  Diving officers, master divers, and diving 
supervisors shall ensure that diving operations are conducted 
safely and that proper tag-out procedures are followed at all 
times.  COs shall ensure that ships’ instructions and bills 
regarding diving operations are strictly followed. 
 
    b.  Lights and Dayshapes.  Ships shall hoist CODE ALPHA on 
appropriate yardarm during daylight hours, or shall display 
light signal of red over white over red during hours of 
darkness.  In addition, Dive Flag(s) shall be hoisted on the 
pier guard shack at the offshore end of the pier upon commencing 
diving operations.  Once diving operations are concluded, the 
flag(s) should be lowered by the divers signifying that they are 
out of the water. 
 
    c.  Diving in the vicinity of nuclear ships.  Activities 
desiring to conduct diving operations in the vicinity of vessels 
with Nuclear Engineering Plants shall coordinate their diving 
activities with NAVSHIPYD Codes 105 and 105.2.  Such Diving 
requires special briefings and/or procedure reviews.  Contact 
local Radiological Control (RADCON) Office to schedule briefing. 
 
    d.  Required Notification Prior to Commencing Diving.  A 
naval message requesting authorization to conduct diving 
operations is required a minimum of 3 business days in advance 
of the planned diving operations.  Diving operations reply 
messages will be sent 2 business days prior to the planned 
diving operation to ensure adequate de-confliction of waterfront 
operations has taken place.  Use the following format when 
requesting permission to conduct in-port diving operations: 
 
FROM REQUESTING SHIP 
TO NAVSTA NORFOLK VA//PD PORT OPS/N3// 
INFO ALL SHIPS AND FLEET UNITS NORFOLK/LITTLE CREEK SUBAREA 
COMNAVREG MIDLANT NORFOLK VA//N3/N35// 
NAVSHIPYD NORFOLK VA//105/105.2// 
NAVPHIBASE LITTLE CREEK//00/N3// 
SOPA ADMIN SUBAREA LITTLE CREEK 
COMREGSUPPGRU NORFOLK VA//N40// 
RSO NORFOLK VA///JJJ 
ROICC NORFOLK VA//RO// 
MIDLANT RMC NORFOLK VA 
SOPA ADMIN HAMPTON ROADS AREA VA//31// 
SOPA ADMIN HAMPTON ROADS SUBAREA VA/00/P00// 
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ADDITIONAL ADEES AS NECESSARY 
UNCLASS//N03170 
MSGID/GENADMIN//NAVSTA NORFOLK VA/-/MONTH// 
SUBJ/DIVING OPERATIONS REQUEST// 
REF/A/DOC/COMNAVREG MIDLANT/20MAR2000// 
AMPN/COMMANDER NAVY REGION MID-ATLANTIC SOPA MANUAL 5400.1A// 
POC// 
RMKS/1.  IAW REF A, REQUEST PERMISSION TO CONDUCT DIVING 
OPERATIONS FROM (DTG) TO (DTG) AT PIER (NO.) BERTH (NO.) 
 
2. REASON FOR REQUEST.  FOR DIVES IN VICINITY OF NUCLEAR SHIPS, 
INDICATE IF NAVSHIPYD NORFOLK/NRMD RADIOLOGICAL CONTROL OFFICE 
HAS BEEN NOTIFIED.// 
BT. 
 
        (1) NAVSTA Norfolk.  Diving Supervisors of each dive 
team shall contact Norfolk Port Control (VHF Channel 13/14) 
prior to commencing diving operations and provide the following 
information: radio call sign; cell phone number; and approximate 
time of completion.  Additionally, they shall continuously 
monitor Channel 13/14 for notification in the event of emergent 
or unscheduled vessel movements.  Notify Norfolk Port Control 
when diving operations are completed or secured for the day.  
The diving operations Supervisor must contact NRMD Radiological 
Controls Office for briefing, in accordance with 3170.3.c. 
 
        (2) NAVPHIBASE Little Creek.  Ships scheduling diving 
operations shall advise Little Creek Port Control of their 
intentions by calling Port Ops.  Diving Supervisors check-in 
with Port Control on VHF Channel 12 prior to commencing diving 
operations and provide radio call signs, cell phone numbers, and 
continuously guard Channel 12.  Team will report completion of 
diving operations. 
 
        (3) NAVSHIPYD Norfolk 
               
            (a) Commands/activities desiring to dive shall 
notify the following offices at least 48 hours in advance of 
desired dive: 
 
                1.  NAVSHIPYD Norfolk Combat Systems Office (to 
ensure no approved sonar requests conflict with dive time).  
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                2.  NAVSHIPYD Norfolk Port Ops (to ensure no 
ship movements or dock trials conflict with dive time). 
 
                3.  If diving in the vicinity of a Nuclear ship, 
notify the NAVSHIPYD Norfolk RADCON Office. 
 
                4.  NAVSHIPYD Norfolk Duty Officer.  The DO will 
confirm that no conflicts exist and will grant dive approval. 
 
            (b) Once permission is granted, Diving Supervisors 
will contact the NAVSHIPYD Norfolk DO prior to first dive with  
approximate time of completion and again when diving operations 
are completed for the day.  Diving teams must continuously 
monitor VHF Channel 13 during diving operations. 
 
        (4) WPNSTA Yorktown.  Normally, diving operations are 
not permitted at WPNSTA Yorktown.  Emergent requirements shall 
be coordinated with Port Ops after normal working hours, contact 
the CDO. 
 
    e.  Requests to Conduct Diving Exercises 
 
        (a) NAVPHIBASE Little Creek.  All commands scheduling 
diving operations will ensure that exercises are coordinated 
with NAVPHIBASE Little Creek Plans Officer. 
 
        (b) NAVSTA Norfolk, WPNSTA Yorktown, and NAVSHIPYD 
Norfolk.  Any and all exercises must be coordinated with 
Regional Port Control well in advance of scheduled commencement 
by message request as stipulated in section 3170.3.d. 
 
        (c) All notification procedures in paragraph 3170.3c 
must be adhered to during all exercises. 
 
    f.  Scheduling Conflicts.  In general, priority shall be 
given to diving operations on deploying units, emergent work, 
and work to correct CASREPs over routine preventative 
maintenance and sonar testing. 
 
        (1) NAVSTA Norfolk.  RSO Norfolk will resolve conflicts.  
For assistance, call RSO Norfolk at (757) 445-5430. 
 
        (2) NAVPHIBASE Little Creek.  NAVPHIBASE Little Creek 
Training Officer will resolve conflicts.      
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3170.4  Small Boat Operations 
 
    a.  NAVSTA Norfolk  
 
        (1) Small boats shall not exceed a speed of 5 KTS when 
entering slips or the small craft basin at NAVSTA Norfolk.  All 
small boats shall receive clearance from Norfolk Port Control on  
VHF Channel 13/14 before entering or exiting slips, with the 
exception of Harbor Patrol and security RHIBs/boats, under the 
control of NAVSTA Security. 
 
        (2) Stowage of Ships’ Boats Ashore.  Boats will not be 
placed on piers for overhaul, cleaning, or stowage purposes. 
 
        (3) Berthing of Flag Officers Barges in the Lagoon.  
Facilities are available for berthing of Flag Officers barges in 
the small boat lagoon.  Those desiring to utilize this service 
should contact the COMLANTFLT Aide, or they may include 
requirement for this service in a LOGREQ.   
 
    b.  NAVPHIBASE Little Creek 
 
        (1) Heavy fog conditions frequently prevail in this 
area, which render boating hazardous.  Boat Coxswains will 
ensure possession of a compass and predetermined magnetic course 
to steer in order to reach their destinations. 
 
        (2) Small boats shall not exceed a speed of 5 KTS in 
Little Creek Harbor or Channel, except when they are seaward of 
the southern end of the jetties.  Boats will keep clear of the 
Floating Drydock, East of Pier 10. 
 
        (3) COs must be alert to weather conditions, as the 
waters in the vicinity of Little Creek rapidly become unsafe for 
small boats during periods of high winds. 
 
        (4) Small boats proceeding from the anchorage to 
NAVPHIBASE Little Creek will make the Fleet Landing located at 
the Quay Wall, South, adjacent to Port Ops, Bldg. 2000.  They 
will not land liberty parties on property belonging to the 
Virginia and Maryland Railroad or the NAVPHIBASE Little Creek 
Marina.  Small boats may use Finger Piers (Piers 1-8). 
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    c.  NAVSHIPYD Norfolk.  Small boats proceeding in the 
vicinity of NAVSHIPYD Norfolk must stand clear of the Controlled 
Industrial Area (CIA) unless granted permission to enter.  Entry 
into Fleet Landing at Slip 1 for small boats must be coordinated 
with Portsmouth Port Control on VHF Channel 13/79. 
 
    d.  WPNSTA Yorktown.  Small boat operations are normally not 
permitted at WPNSTA Yorktown.  Contact Yorktown Port Ops to 
request an exception. 
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SUBJECT GROUP 3100-3199 OPERATIONS  
 

SUBGROUP 3172 – VESSEL BOARDING 
 
3172.1  General 
 
    a.  Boarding Officers 
 
        (1) Regional Port Operations (Port Ops) will ensure that 
ships arriving in the Hampton Roads Area for the first time or 
after an extended absence will be boarded by appropriate 
officials who will furnish copies of this Manual and such other 
information as may be pertinent.  Ships that have been furnished 
this Manual (with latest changes) by mail need not be boarded as 
a matter of routine.  
 
        (2) In addition to copies of this Manual, the Boarding 
Officers will furnish ships with a copy of such other 
information pamphlets as may be in effect.  For instance, at 
NAVSHIPYD Norfolk, NAVSHIPYDINST 5400.1, Information to Ships, 
is also provided. 
 
        (3) COMSEALOGLANT representatives are delegated to board 
merchant ships and will furnish ships with information as deemed 
necessary, and will obtain crew list from the ship's Master.  
This list will in turn be given to the pertinent local Security 
Department. 
 
    b.  Personal Calls 
 
        (1) Personal calls on SOPA (ADMIN) HAMPTON ROADS are 
welcome but are not required.  Telephone the Aide for an 
appointment. 
 
        (2) Due to the large number of ships arriving in the 
Hampton Roads Area, calls are not required on SOPA (ADMIN) 
Subareas.  However, Unit Commanders and Commanding Officers (CO) 
of ships arriving at Hampton Roads naval ports who desire to 
call on Installation COs are welcome to do so.  
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SUBJECT GROUP 3300-3499 WARFARE TECHNIQUES 
 

SUBGROUP 3400 
 

NUCLEAR, BIOLOGICAL, AND CHEMICAL WARFARE (GENERAL) 
 
3400.1  General 
 
    a.  Operational response to the presence and/or release of 
biological/chemical agents can be found in COMNAVREGMIDLANT/ 
SOPA(ADMIN)HRINST 5530.5, Physical Security Crisis Response 
Plan. 
 
    b.  Policy and procedural guidance for disaster 
preparedness, response, and recovery operations, including the 
use of biological/chemical agents as Weapons of Mass Destruction 
(WMD), are addressed in COMNAVREGMIDLANTINST 3440.24, Regional 
Disaster Preparedness and Recovery Plan (NOTAL). 
 
3400.2  Nuclear.  Nuclear accidents/incidents are separated into 
two categories:  reactors and weapons. 
 
    a.  Reactor Accidents/Incidents.  NAVSHIPYD Norfolk has the 
lead in responding to Nuclear Reactor Accidents/Incidents.  
Detailed instructions regarding operational response can be 
found in NAVSHIPYDNORINST P3040.2.  Portions of this instruction 
are also included in the Nuclear Reactor/ Radiological Accident 
Plan for Nuclear Powered Ships and Equipment Associated with 
Naval Nuclear Propulsion annex of COMNAVREGMIDLANTINST 3440.24, 
COMNAVREG MIDLANT Disaster Preparedness and Recovery Plan.  
 
    b.  Weapons Accidents/Incidents.  COMNAVREG MIDLANT has been 
designated by COMLANTFLT as the Accident Coordinator and Service 
Response Force On-Scene Commander (SRF/OSC) for accidents/ 
incidents in the COMLANTFLT Area of Operation (AO) (CONUS, East 
of the Mississippi River).   
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SUBJECT GROUP 3500-3699 TRAINING AND READINESS 
 

SUBGROUP 3521 - RADAR 
 
3521.1  Naval Radar Operations and Restrictions 
 
    a.  Requirements.  Operation of naval radars in the  
200-40,000 MHz range in port or within range of civilian or 
military establishments shall be in accordance with instructions 
contained in CINCLANTFLT OPORD 2000 ANNEX K and the 
installation’s local Hazard of Electromagnetic Radiation to 
Ordnance (HERO) Bill.  HERO instructions will be given to ship’s 
staff during the arrival conference. 
 
    b.  Radar Operating Restrictions and Guidance 
 
        (1) To avoid harmful interference to TV Channel 13  
(210-216 MHz), a minimum of 6 MHz frequency separation shall be 
maintained when operating within 40 NM of the following TV 
stations:  WJZ–Baltimore, MD; WVEC-Hampton, VA; and WNBE-New 
Bern, NC.  Additionally, radar that is capable of operation in 
the 216-225 MHz range and has a center operating frequency near 
220 MHz will not be operated above 225.0 MHz. 
 
        (2) Restrictions to radar operating in the 1215-1400 MHz 
frequency range:  When within 100 NM radius of Norfolk, VA, 
radars shall not be operated in the 1255-1361 MHz range.  This 
restriction is necessary to minimize interference with the 
Federal Aviation Administration (FAA) Air Traffic Control except 
TAS radars that will use the following frequencies:  1383 MHz, 
1385 MHz, 1387 MHz, and no others.  Coordination messages for 
Tactical Air Support (TAS) radar operations will include Joint 
Frequency Management Office, Atlantic (JFMO LANT NORFOLK VA), as 
an INFO addee, and include in the text the period of radiation, 
location, frequencies, radar Pulse Repetition Frequency (PRF), 
and Identification Friend or Foe (IFF) PRF. 
 
        (3) Operation of radar in the 2700-2900 MHz frequency 
within a 100-mile range of an FAA Air Traffic Control Radar or 
within 20 miles of any U.S. military site employing 2700-2900 
MHz Air Traffic Control Radar, shall request prior radiation 
authorization by coordination with the appropriate SOPA (ADMIN) 
Subarea.  The following FAA and military sites employ Air 
Traffic Control Radar in the 2700-2900 MHz range: 
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            (a) MCB, Camp LeJeune, NC. 
 
            (b) MCAS, Cherry Point, NC. 
 
            (c) MCAS (H), New River, NC. 
 
            (d) NAS Oceana, VA. 
 
            (e) FAA, Norfolk Regional, Norfolk, VA. 
 
            (f) Langley AFB, Hampton, VA. 
 
            (g) TRASUPCEN Hampton Roads, Dam Neck, VA. 
 
            (h) FAA, Newport News, VA. 
 
            (i) CGAS, Elizabeth City, NC. 
 
            (j) NAS Patuxent River, MD. 
 
            (k) MCAS, Quantico, VA. 
 
            (l) FAA, Washington, DC. 
 
        (4) Fleet radar having a tuning capability throughout 
the 8500-9600 MHz range should be tuned to avoid the 9000-9200 
MHz band when operating within possible interference range  
(10 miles) of ground precision approach control activities; 
i.e., Chambers Field at NAVSTA Norfolk; Norfolk International 
Airport; and NAS Oceana. 
 
        (5) Operation of radar, which constitutes a HERO during 
ordnance handling operations onboard ship, or in the vicinity of 
such handling operations, shall take action as prescribed in the 
local installation’s HERO Bill. 
 
        (6) Radiation of shipboard radar in harbors for test 
purposes will not be conducted without prior approval as 
outlined in paragraph 3521.1d. 
 
        (7) Shipboard interrogators and transponders used for 
tactical operations shall be in accordance with tactical 
doctrine.  However, when operational use or maintenance permits,  
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interrogators and transponders should be placed in a non-
radiating, radiating into a dummy load, during in port periods 
or when operating in coastal areas of the United States where 
there is extensive use of Air Traffic Control Radar Beacon 
System (ATCRBS) and military IFF.  
 
        (8) Periods of radar EMCON in the NAVSTA Norfolk area 
are: 
 
            (a) Piers  6-14  Thursday 0730-Sunset. 
 
            (b) Piers  1-5  Monday 1200-Sunset. 
                            Thursday 0730-Sunset. 
                            Friday 0730-1200. 
 
    Additional information on EMCON conditions is contained in 
the local installation’s HERO Bill. 
 
        (9) The radiating activity shall ensure that any 
radiation hazard to personnel, ordnance, or fuel on adjacent 
ships and piers is taken into consideration. 
 
        (10) Potentially harmful interference coordination is 
the responsibility of, and will be initiated by, the activity 
capable of causing harmful interference. 
 
        (11) To avoid or minimize harmful interference in the 
200-40,000 MHz frequency range with other government activities 
and non-government agencies in the Norfolk and Virginia Capes 
area, necessary coordination shall be made with NAVSTA Norfolk 
as delineated in paragraph 3521.1d. 
 
    c.  Identification Friend or Foe (IFF) Interrogator and 
Transponder Usage Criteria.  Unauthorized use of IFF equipment 
in port in the Hampton Roads Area by Navy ships and aircraft 
causes a very serious safety hazard to local aircraft 
operations.  Unauthorized IFF transmission from ships and craft 
in Hampton Roads waterways activates the Traffic Alert and 
Collision Avoidance System (TCAS) of commercial air carriers and 
could require flight crews to initiate evasive maneuvering 
requiring erratic flight control inputs during extremely 
critical phases of flight (approach, landing, and takeoff) at 
Norfolk International Airport.  All commands will take positive 
action to ensure IFF systems are not activated by ships in port, 
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ships entering/leaving port, aircraft on the ground not 
preparing to take off, or aircraft embarked on ships in port.  
Ships arriving/departing Hampton Roads must not squawk Mode C or 
any Mode 3 code.  Additionally, ships within 13 NM of the 
shoreline (west of the Chesapeake Light) must place both Mode 3A 
and Mode C to the out position on the transponder control unit.  
U.S. military aircraft may use IFF in these areas as safety of 
flight dictates. 
 
        (1) Operation of IFF Transponders/Interrogators for 
preventative maintenance and routine repairs shall be restricted 
to radiation into AN/UPM 70 or equivalent test set, which 
permits no radiation to ships exterior. 
 
        (2) Testing Requirements/Procedures 
 
            (a) Radiation of shipboard IFF in harbors for test 
purposes will not be conducted without prior approval as 
outlined in paragraph 3521.1d.d. 
 
                1.  To facilitate performing INSURV checks on 
IFF equipment, a test code (Mode 2, Code X276 or Mode 4 only) 
must be used.  Use of the test code is not to exceed 30 minutes 
duration.  Upon approval of request, the ship will notify via 
phone to NAVSTA Norfolk Port Operations (Port Ops) the Norfolk 
Federal Aviation Administration Air Traffic Control supervisor, 
1 hour prior to commencement of test with the following 
information: 
 
                    a. Ship’s name. 
 
                    b. Hull number. 
 
                    c. Pier and berth. 
 
                    d. Name of individual supervising test. 
 
                    e. Phone number where test supervisor can be 
immediately reached.  
 
                    f. Ship’s quarterdeck number. 
 
                    g. Planned start and stop time. 
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            (b) Upon receiving a ship’s request to conduct an 
IFF test, Port Ops will remind the ship not to squawk Mode 3A/C. 
 
            (c) The ship will notify Port Ops and the FAA 
supervisor when testing is complete or if the test time needs to 
be extended. 
 
            (d) Both Port Ops and the FAA supervisor have the 
authority to delay test start time if a current situation (e.g., 
ships in close proximity conducting similar test during the same 
time frame, an air traffic density overload, extreme weather 
condition, etc.) would cause a significant problem to the FAA. 
 
            (e) When an IFF interference problem occurs, FAA 
will notify NAVSTA Norfolk Quarterdeck.  NAVSTA Norfolk, Command 
Duty Officer (CDO) will then initiate action with Port Ops for 
all ships to be notified by telephone or bridge-to-bridge to 
check their equipment.  The Port Ops Duty Officer and Duty ET 
will use IFF tracking/identification equipment to isolate the 
IFF offender.  If the problem is not resolved within ninety 
minutes, Port Ops will request the assistance of the Federal 
Communications Commission (FCC) to assist in identifying the 
offender.  NAVSTA Norfolk CDO will send an immediate action 
message to all ships, tasking them to physically verify all IFF 
equipment is secured, and respond by message upon completion of 
equipment verification.   
 
    d.  Radar Radiation/IFF Notification Requirements.  To 
request and to coordinate radar radiation/IFF, a message request 
shall be originated.  This message shall reach the addressees 
three working days in advance of requested emission time in the 
following format: 
 
FM ORIGINATOR 
TO SOPA ADMIN NORFOLK/LITTLE CREEK/PORTSMOUTH/YORKTOWN SUBAREA 
VA, as appropriate//POO// 
INFO (chain of command, as appropriate) 
CCGDFIVE PORTSMOUTH VA 
NCTAMS LANT NORFOLK VA//N3/N5/N52// 
NAS OCEANA VA//30// 
NAS OCEANA AIR DET NORFOLK VA//30// 
WALLOPS FLIGHT FACILITY NASA WALLOPS ISLAND VA 
1FW CP LANGLEY AFB VA//CC/MA// 
JFMO LANT NORFOLK VA//N3// 
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BT 
UNCLAS  //N02450// 
MSGID/GENADMIN/(originator)// 
SUBJ/RADAR RADIATION REQUEST// 
REF/A/DOC/COMNAVREG MIDLANT/(date)// 
AMPN/REF A IS COMNAVREGMIDLANT/SOPA(ADMIN)HRINST 5400.1A (SOPA 
MANUAL) ARTICLE 3521.1. 
RMKS/1.  IAW REF A, REQUEST TO RADIATE RADARS AS FOLLOWS: 
A.  EQUIPMENT TYPE AND FREQUENCY: 
B.  DATE AND TIMES: 
C.  APPROXIMATE DURATION: 
D.  SHIPS LOCATION (ANCHORAGE, STATION, YARD, PIER/BERTH) AND 
DIRECTION OF RADIATION (SECTOR BY DEGREES TRUE): 
2.  STOP BUZZER POC:        TEL:     .// 
 
3521.2  Communication and Radar Electromagnetic Radiation 
Control (EMCON) 
 
    a.  EMCON/HERO at Piers.  To provide routine periods for 
transfer and/or other ordnance handling operations, HERO 
restrictions are imposed on ships, craft, and vehicles berthed 
or operating at or in the immediate vicinity of NAVSTA Norfolk, 
NAVPHIBASE Little Creek, and WPNSTA Yorktown piers, as specified 
in the respective installation’s HERO Bill. 
 
    b.  Conduct of EW/AAW Drills.  EMCON periods are normally 
set each Wednesday for the conduct of EW/AAW or ESM drills by 
ships principally in the Norfolk Subarea, Hampton Roads.  During 
these periods, all naval ships present in the Hampton Roads Area 
shall observe complete radar silence. 
 
3521.3  Collimation Services Available to Ships in the Hampton 
Roads Area 
 
    a.  General.  Collimation of Gun Fire Control Radar and 
Missile Guidance Radar are done with portable collimation 
towers.  To arrange for collimation services, contact Fleet 
Technical Support Center, Atlantic (FTSCLANT), Code 4221. 
 
    b.  Requirements.  Portable towers need wind speed less than 
15 KTS; clear line of sight from the radar to the tower; no  
threat of lightning storms or severe weather present; and level 
ground in order to raise the tower located 800 to 1,600 feet 
from radar. 
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    c.  Shipyard Facilities.  NAVSHIPYD Norfolk has a tower on 
the roof of Building 369 for ships at Piers 4, 5, and 6.  
NAVSHIPYD Norfolk operates collimation towers for ships in the 
yard.  Collimation services may be requested in accordance with 
COMNAVSURFLANTINST 9000.0. 
 
    d.  Missile Radar Collimation.  Ship collimation of missile 
radar by straight line radiation with director in positive 
manual control may be authorized provided that no exposed 
ASROC/ASTOR transfer/handling is scheduled at the same pier 
during standing or special EMCON established at NAVSTA Norfolk 
piers by UNODIR message for COMREGSUPPGRU NORFOLK VA to SOPA 
ADMIN NORFOLK SUBAREA, INFO COMNAVREG MIDLANT NORFOLK VA//N3//. 
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SUBJECT GROUP 3500-3699 TRAINING AND READINESS 
 

SUBGROUP 3522 – SONAR 
 
3522.1  Hazards of Sonar Transmissions 
 
    a.  General.  Sonar operations will not be conducted in the 
vicinity of diving operations.  The high power transmitted by 
sonar is capable of causing serious physiological damage to 
divers and swimmers in the vicinity.  In the event it becomes 
necessary to operate sonar equipment in port while diving 
operations are in progress, minimum safe distances prescribed by 
NAVSEAINST 3150.2 will be strictly observed to prevent injury to 
personnel.  It is the responsibility of ship’s commanding 
officer to ensure that no one is injured by sonar.  See Article 
3170.3 of this manual for procedures for diving operations. 
 
    b.  Permission to Conduct Sonar Operations at Naval Station 
(NAVSTA), Norfolk, and Naval Amphibious Base (NAVPHIBASE), 
Little Creek.  All transmissions will be restricted to the hours 
of 1800-0600, Monday-Friday, and all day Saturday and Sunday.  A 
message request is required, using the following format, at 
least 36 hours in advance of the planned transmission.  Emergent 
requests required to clear an underway, restrictive condition 
will be assigned a priority and handled accordingly.  In the 
event it is necessary to conduct diving operations during stated 
sonar windows due to unscheduled emergent work or major 
evolutions, sonar windows may be altered by Port Operations 
(Port Ops).  Coordination of sonar and diving operations at 
anchor shall be the responsibility of the affected ship's 
commanding officer.  Use the following format for requesting 
permission to transmit sonar: 
 
FROM {Originator} 
TO   NAVSTA NORFOLK VA//PD PORT OPS/N3// 
INFO   
SOPA ADMIN HAMPTON ROADS AREA VA//N31// 
COMREGSUPPGRU NORFOLK VA//414// 
MOBDIVSALU TWO 
ROICC NORFOLK VA//RO// 
SIMA NORFOLK VA//00/01/03/06// 
NAVFAC MIDLANT NORFOLK VA 
FISC NORFOLK VA//105/306/700// 
(SHIPS IN THE VICINITY) 
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TYPE COMMANDER (if period longer than five days) 
UNCLAS //N03255// 
MSGID/GENADMIN/(originator)// 
SUBJ/SONAR TRANSMISSION// 
REF/A/DOC/COMNAVREG MIDLANT//DATE// 
AMPN/COMNAVREGMIDLANT/SOPA(ADMIN)HRINST 5400.1A (SOPA MANUAL) 
ARTICLE 3522.1// 
RMKS/1.  IAW REF A, REQUEST PERMISSION TO TRANSMIT SONAR (DTG) 
TO (DTG), AT PIER (NO.) USING NOT GREATER THAN TWENTY PERCENT 
DUTY CYCLE. 
 
2.  REASON FOR REQUEST:  (E.G. PMS, INSPECTION, ETC)//  
 
NOTE 1:  This is the only time ships are authorized to use this 
CAD. 
 
    c.  Permission to Conduct Sonar Operations at Norfolk Naval 
Shipyard (NAVSHIPYD Norfolk), Portsmouth, or other shipyards in 
the vicinity of Norfolk.  Ships berthed/undergoing repairs at 
shipyards (military or civilian) in the Portsmouth Subarea shall 
request permission by message at least 36 hours in advance from 
NAVSHIPYD NORFOLK VA//800//.  Use the following format for 
requesting permission to transmit sonar at/near NAVSHIPYD 
Norfolk. 
 
FROM {Originator} 
TO NAVSHIPYD NORFOLK VA//800/812/821/300/900// 
INFO  (SHIPS IN THE VICINITY) 
SUPSHIP PORTSMOUTH VA// 
NAVSTA NORFOLK VA//PD PORT OPS/N3// 
UNCLAS//N03255// 
MSGID/GENADMIN/(ORIGINATOR)// 
REF/A/DOC/COMNAVREG MIDLANT NORVA//DATE// 
AMPN/COMNAVREGMIDLANT/SOPA(ADMIN)HRINST 5400.1A (SOPA MANUAL) 
ARTICLE 3522.1// 
RMKS/1.  IAW REF A, REQUEST PERMISSION TO TRANSMIT SONAR (DTG) 
(INDICATE HOURS OF TRANSMISSION), (SHIPYARD AND BERTH OF SHIP 
LOCATION) USING NO GREATER THAN TWENTY PERCENT DUTY CYCLE.// 
 
    d.  Permission to Conduct Sonar Operations at Naval Weapons 
Station (WPNSTA), Yorktown.  Ships desiring to conduct sonar 
operations while berthed at WPNSTA Yorktown shall request 
permission in LOGREQ and at pre-arrival conference.  For 
requirements which develop after submission of the LOGREQ and 
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pre-arrival conference ship shall request permission by message 
at least 36 hours in advance from WPNSTA YORKTOWN VA//00//.  Use 
the following format for requesting permission to transmit sonar 
at WPNSTA Yorktown. 
 
FROM {Originator} 
TO WPNSTA YORKTOWN VA//00/01/CDO/SAFETY/PORT OPS// 
LANTORDCOM YORKTOWN VA//01// 
LANTORDCOM DET YORKTOWN VA//OIC// 
INFO // 
COMREGSUPPGRU NORFOLK VA//414// 
MOBDIVSALU TWO 
ROICC NORFOLK VA//RO// 
SIMA NORFOLK VA//00/01/03/06// 
TYPE COMMANDER// 
NAVSTA NORFOLK VA//PD PORT OPS/N3// 
UNCLAS//N03255// 
MSGID/GENADMIN/(ORIGINATOR)// 
REF/A/DOC/COMNAVREG MIDLANT NORVA//DATE// 
AMPN/COMNAVREGMIDLANT/SOPA(ADMIN)HRINST 5400.1(SOPA MANUAL) 
ARTICLE 3522.1// 
RMKS/1.  IAW REF A REQUEST PERMISSION TO TRANSMIT SONAR (DTG) 
(INDICATE HOURS OF TRANSMISSION), USING NO GREATER THAN TWENTY 
PERCENT DUTY CYCLE.// 
 
    e.  Restrictions.  Duty cycle percentage (maximum of twenty 
percent) is established in accordance with NAVSEAINST 3150.2.  
Requests to transmit sonar for time periods longer than 5 days 
will not normally be approved.  If a longer time period is 
necessary, ships may submit another message request. 
 
    f.  Additional Requirement.  Due to the potential danger to 
personnel in the water, ships will not operate sonar without 
first contacting the appropriate office, as listed below, and 
receiving permission to transmit sonar.  Ships must also make 
notification when sonar transmission is completed.   
 
        (1) NAVSTA Norfolk, contact Norfolk Port Control on VHF 
Channel 13. 
 
        (2) NAVPHIBASE Little Creek, contact Little Creek Port 
Control on VHF Channel 12. 
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        (3) NAVSHIPYD Norfolk and nearby shipyards, contact the 
NAVSHIPYD Norfolk Duty Officer. 
 
        (4) WPNSTA Yorktown, contact the WPNSTA Yorktown CDO. 
 
    g.  Scheduling Conflicts.  COMREGSUPPGRU Norfolk will 
resolve conflicts between sonar and diving requirements at 
NAVSTA Norfolk piers.  For assistance, call the COMREGSUPPGRU 
Norfolk Diving Coordinator. 
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SUBJECT GROUP 3500-3699 TRAINING AND READINESS 
 

SUBGROUP 3523 - COMMUNICATIONS 
 
3523.1  Telegrams.  Telegrams may be sent from the Western Union 
Telegraph located in the Navy Exchange Mall Complex. 
 
3523.2  Electronic Field Engineers Service 
 
    a.  Services.  A corps of civilian Electronic Field 
Engineers (certified U.S. Navy Electronic Technicians (ET)) 
operating under the cognizance of COMNAVSURFLANT are available 
to Fleet Units for purposes of instruction, training, and 
technical assistance, when desired. 
 
    b.  Procedures.  When assistance is required to make 
electronic repairs, an advance request should be made by message 
to COMNAVSURFLANT NORFOLK VA stating nature of work, ETA, and 
berth assignment.  Requests for weekend work should reach 
COMNAVSURFLANT by 1200 on Fridays. 
 
    c.  Requirements.  At least one ET should be present at all 
times for instructions and to assist the Engineer in effecting 
repairs, procurement of parts, et cetera. 
 
    d.  Transportation.  If required, it is requested that boat 
transportation be furnished for the Engineer to return to 
COMNAVSURFLANT promptly upon completion of work. 
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SUBJECT GROUP 4000-4199 GENERAL 
 

SUBGROUP 4061 – MESSES AND CAFETERIA 
 
4061.1  Food Services.  The mission of the general messes 
located throughout the Navy is to provide Navy enlisted members 
with wholesome nutritional rations-in-kind.  The general mess, 
which in the Hampton Roads Area, is managed by the Commanding 
Officer, Naval Support Activity (NAVSUPPACT), Norfolk, as 
Program Director for Regional Support Services (PD SS), fulfills 
this purpose through proper preparation and service of the daily 
food allowances authorized by law and the Department of Defense 
(DoD) Food Cost Index.  Galley locations and phone numbers to 
inquire as to operating hours are listed in Appendix A. 
 
4061.2  Sale of Ceremonial Cakes.  Commands will attempt to 
purchase the food items required for ceremonial events 
(promotions, reenlistment, retirements, command milestones, 
etc.) through Navy resale system outlets or commercial sources.  
When Navy resale system activities are not available or 
adequate, prepared food products may be authorized for purchase 
from a general mess.  The use of subsistence appropriation funds 
to defray the cost of food items is not authorized.  The general 
mess may support these requests only if adequate personnel and 
facilities exist to support the additional workload.  Personnel 
may submit requests to the Food Service Store Front Manager  
5 working days prior to the scheduled event, at which time the 
ingredient costs will be calculated and payment will be 
collected. 
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SUBJECT GROUP 4400-4499 MATERIAL 
 

SUBGROUP 4400 – GENERAL 
 
4400.1  General 
 
    a.  Background.  Commanding Officer, Fleet and Industrial 
Supply Center (FISC), Norfolk, as Program Director for Supply 
and Logistics (PD S&L), controls additional assets, which are 
now available to provide a variety of enhanced support to local 
and transient Fleet customers.  Through the establishment of 
Regional Supply Offices (RSO), and in conjunction with the 
services provided by both the Defense Distribution Depot, 
Norfolk (DDNV), and FISC Norfolk, the PD’s capability to provide 
these support services has expanded throughout the region.  
General information concerning these enhanced services is in 
this chapter. 
 
    b.  Mission.  FISC Norfolk, Fleet RSOs (RSO Norfolk; RSO 
Oceana; RSO Portsmouth; and RSO Peninsula), and DDNV are 
available to furnish full supply support to the extent assigned 
in its official mission.  FISC Norfolk provides the following 
functional support to Fleet Units in the Hampton Roads Area:  
Retail Supply; Base Operating Support (BOS) Procurement; Freight 
Transportation; Fuel Services; Regional Mail Services, and 
Material Handling Equipment.  The FISC Annex at NAVSHIPYD 
Norfolk, established to support NAVSHIPYD Norfolk, is not a 
general stocking activity, and is authorized to issue supplies 
to forces afloat only in cases of emergencies, which prevent 
obtaining the material from FISC Norfolk.  Shipboard personnel 
requiring supplies or having supply related problems during 
normal working hours are to call the FISC Norfolk Customer 
Assistance Branch (IPG 1) or Customer Service Center (Bearer 
Pick-up)(see Section 4400.2 of this instruction for more 
details).  The FISC Annex main office, Bldg. 1500, 2nd Floor, can 
also be contacted during normal working hours for general 
assistance and guidance.  The NAVSHIPYD Norfolk Annex  
(Code 561.1) will make arrangements with vessels in repair to 
pick-up ship requisitioned material that periodically arrives at 
Bldg. 276.  FISC Norfolk Annex, NAVSHIPYD Norfolk, maintains a 
complete current technical library, and its Technical Branch is 
staffed with qualified technicians.  Technical assistance is 
available to representatives of other activities, ships, etc.   
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The Technical Branch, Code 515.3, is located in Bldg. 1500,  
2nd Floor.  Although personal contact is normally more 
beneficial, ship personnel may contact the Technical Division.  
 
    c.  Other.  Ships’ material required for the support of 
afloat units is provided in the form of local procured items and 
hull material (sold at Super Servmarts), and compressed gasses 
(processed and issued by DDNV) stored at Bldg. X-380.  Fleet 
RSOs provide local, general and aviation support including 
receiving, storing, packing, shipping, and inventory services to 
the installation Fleet and Fleet Squadrons/support activities.  
Fuel storage distribution and servicing facilities are also 
provided at each RSO location. 
 
4400.2  Fleet Liaison Section.  FISC Norfolk Customer Service 
Division, Fleet Liaison Section, is located in the Customer 
Service Center in the west end of Bldg. W-143, 1st  Floor, and 
provides handout material regarding the services and facilities 
of the Norfolk Center.  The handout material is intended to 
answer questions frequently asked by Supply Officers in the 
area.  The Fleet Liaison Office is available to answer any 
questions or assist with supply problems not covered in the 
handout material.  Fleet units are encouraged to avail 
themselves of this service in order that full advantage of the 
facilities of the Norfolk Center may be realized, and to assist 
the Center in the efficient and expeditious fulfillment of Fleet 
requirements. 
 
4400.3  Super Servmart 
 
    a.  General.  Super Servmart is an integral part of FISC 
Norfolk.  It has been designed to support the customer, both 
afloat and ashore, with ready supply of popular, low-cost items 
required by customers in the area.  With the concept ”self 
service is rapid service,” a reduction is realized in the cost 
of processing individual low-dollar, value requisitions, and 
customer requisitioning and accounting procedures are 
simplified.  The centrally located shopping facility is located 
at NAVSTA Norfolk, Bldg. W-135.   
 
    b.  Location/Hours of Operation.  Super Servmart is located 
in the west end of Bldg. W-135 across from Pier 4, NAVSTA 
Norfolk.  
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        (1) The hours of operation are as follows: 
 
            0700-1600 - Monday through Friday 
 
Note: Store is closed Saturdays, Sundays, and holidays. 
 
    c.  Requisition Procedures.  All Super Servmart requisitions 
will be prepared on a Requisition System Document (DD Form 1348 
or NAVSUP Form 1250).  Requisitions that are not signed, contain 
an altered monetary limitation, or are otherwise improperly 
prepared will not be honored.  The only copy of the DD Form 1348 
or NAVSUP Form 1250 required by the Servmart is the original 
that will be retained by the Super Servmart cashiers.   
 
Note: An alternate method of payment offered is through the  
Government credit card. 
 
    d.  Authorization Cards and Shopper Identification 
Procedures.  Super Servmart shoppers are required to present a 
Super Servmart Authorization Card in addition to the DD Form 
1348 money-value-only requisition in order to utilize the FISC 
Norfolk Super Servmart.  To obtain authorization cards, the 
authorizing official, or his designated representative, must 
present a completed application for a Servmart/Authorization 
Card to the Super Servmart Office, Bldg. W-135, Norfolk Center.  
Cards should be requested in sufficient quantity to meet 
anticipated shopping needs, and authorization to sign Servmart 
requisitions should be granted to more than one person per 
activity.  In the event a card is lost or misplaced, the FISC 
Norfolk Super Servmart Branch, Code 305.1, should be notified, 
immediately. 
 
    Such notification should include the serial number of the 
lost card.  Activities should turn-off cards no longer valid.  
Replacement, additional, or new cards may be obtained by 
presenting a request to the Super Servmart Office, Bldg. W-135, 
FISC Norfolk.  The Super Servmart Authorization Card Number 
should also be typed on the DD Form 1348 Requisition. 
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    e.  Miscellaneous Information.  It is the responsibility of 
the requisitioning activity to ensure that only authorized items 
are purchased.  Control of purchases and the shopping process  
itself are facilitated by the use of Super Servmart Shopping 
List (NAVSUP Form 1314).  Super Servmart Shopping Lists are 
available on floppy disc together with the catalog.   
 
Note: Certain high moving paints are also available from Super 
Servmart and can be identified via the Super Servmart Shopping 
List.  Additional paints can be obtained from DDNV via FISC 
Norfolk Customer Service (Bldg. W-143). 
 
4400.4  Mandatory Turn-In of Repairables (MTR).  The turn-in 
point for all unclassified "F" condition repairables retrograde, 
except Radiac Equipment (FSC 6665), having N68620 or N00189 as 
the designated support point (DSP), is Bldg. SP-237, which is 
located near Gate 10, NAVSTA Norfolk.  The hours of operation 
are 0700-1530, Monday through Friday.  Excess or inoperable 
Radiac equipment should be turned-in to the nearest shore Radiac 
Calibration Laboratory (RCL), or as directed by the inventory 
manager.  Refer to the Radiac Program Users Manual for 
additional details; NAVSEA Publication Designator  
SE700-AA-MAN-100/RADIAC applies. 
 
4400.5  Disposition of Personal Effects of Absentees and 
Deserters 
 
    a.  Regulations.  Naval Supply Systems Command Manual, 
(NAVSUP) Volume 1, Chapter 3, Part (B), outlines procedures 
relative to the shipment of personal effects.  The instructions 
categorize personal effects of absentees and deserters as lost, 
abandoned, or unclaimed personal property. 
 
    b.  Disposition 
 
        (1) Afloat Units.  Forward the personal effects 
immediately to the Personal Effects Distribution Center, 
Personal Effects Branch, Cheatham Annex, FISC, Williamsburg, VA 
23185-8792. 
 
        (2) Shore Activities 
 
            (a) If the property has an estimated value of less 
than $25.00, either donate to charity or discard after 90 days.   
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            (b) All property with an estimated value of $25.00 
or more will be retained at the activity for 90 days.  If not 
claimed within that time frame, the effects will be forwarded to 
FISC Cheatham Annex. 
 
    c.  Local Turn-in.  Personal effects, properly prepared, may 
be delivered to FISC Norfolk, Bldg. Z-135, Doorway 24, for 
further transfer to Cheatham Annex. 
 
    d.  Responsibility.  The CO, OIC, or competent authority 
shall: 
 
        (1) Cause the absentee’s personal effects to be 
collected, inventoried, and processed for safekeeping as 
follows: 
 
            (a) Appoint, verbally or in writing, a board to 
inventory effects in accordance with NAVSUP Manual, Volume 1, 
paragraph 13128. 
 
            (b) Ensure that all persons concerned with personal 
effects take necessary precautions to prevent pilferage or 
damage. 
 
        (2) Prior to transfer, the status, date, and hour the 
absentee was declared AWOL, deserter, etc., will be indicated on 
the Inventory of Personal Effects (NAVSUP Form 29). 
 
        (3) In the event time does not permit delivery to 
Cheatham Annex, the effects, properly prepared and inventoried, 
may be left with another ship with instructions for delivery.  
Transferring the effects to another ship for this purpose does 
not relieve the transferring ship of the responsibility for 
inventorying and sealing containers properly.   
 
NOTE: The Supply Officer who receives the effects from the 
inventory board will enter distribution information on all 
copies of the NAVSUP Form 29, make appropriate distribution of 
the form, and transfer the personal effects to Cheatham Annex. 
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4400.6  Regional Support Office 
 
    a.  Regional RSOs support the following activities: 
 
        (1) RSO Oceana: NAS Oceana, TRASUPPCEN, and 
TACTRAGRULANT. 
 
        (2) RSO Norfolk: NAVSTA Norfolk, NAVPHIBASE Little 
Creek, NAVSUPPACT Norfolk, NCTAMS LANT, and NAVAIRTERM Norfolk. 
 
        (3) RSO Portsmouth: NAVSHIPYD Norfolk Annex, SUPSHIP 
Portsmouth. 
 
        (4) RSO Peninsula: FISC Cheatham Annex, Yorktown. 
 
    Not all activities under SOPA (ADMIN) Areas of 
Responsibility are supported by the RSOs. 
 
    More details regarding RSO functional support areas and 
times of operation can be located within Appendix B of this 
instruction. 
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SUBJECT GROUP 4000-4999 LOGISTICS 
 

SUBGROUP 4452 – SPACE CONTROL 
 
4452.1  General.  Non-hazardous stores are accumulated by DDNV 
in the warehouse on Pier 8 for both local afloat and shore 
activities.  Hazardous stores are accumulated at Buildings X-218 
and X-380.  Activities may call to determine the volume of 
stores awaiting them.  Access to Pier 8 and Buildings X-218 and 
X-380 is strictly controlled.  Personnel requiring access to 
either of these areas must have a written request from the 
Supply Officer on command letterhead.  The time and place of 
delivery, if not previously established, should be arranged with 
the Transportation Branch, Transportation and Shipping Division, 
located at the east-end of Pier 3.  Ships will be required to 
acknowledge receipt of material delivered to them by signing one 
delivery receipt for alongside a pier to take on stores, arrange 
for berthing assignment as described in this manual. 
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SUBJECT GROUP 4400-4499 SUPPLY/MATERIAL 
 

SUBGROUP 4460 - MATERIALS HANDLING 
 
4460.1  General Categories of Material Stocked at FISC/DDNV 
Norfolk 
 
    a.  General Supplies. 
 
    b.  Industrial Supplies. 
 
    c.  Resale Clothing and Accessories:  Special Occupational 
and Environmental Clothing and Textiles. 
 
    d.  Subsistence Items. 
 
    e.  Navy (Inert) Nuclear Weapons Material. 
 
    f.  Liquid Petroleum Fuels, Lubrication Oils, Drums, Plugs, 
Cap Seals and Special Material. 
 
    g.  Printed Material. 
 
    h.  Naval Military Personnel Command Library Books. 
 
    i.  Aeronautical Material; except Aircraft, Guided Missile 
Service Change Kits, and Catapult and Arresting Gear Repair 
Parts. 
 
    j.  Photographic Material. 
 
    k.  Construction Material. 
 
    l.  Major Construction and Civil Engineering Equipment. 
 
    m.  Materials Handling Equipment. 
 
    n.  Major Aeronautical and Specialized Aeronautical 
Photographic Equipment. 
 
    o.  Major Electronic Equipment. 
 
    p.  Electronic Assemblies and Repair Parts. 
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    q.  Major Ordnance Equipment. 
 
    r.  Ordnance (non-explosive) and repair parts. 
 
    s.  Major Shipboard Machinery, Equipment, and Component. 
 
    t.  Ships Assemblies and Repair Parts; Submarine and Nuclear 
Equipment and Repair Parts. 
 
    u.  Training Device Repair Parts. 
 
    v.  Medical, Dental, and Optical Repair Parts. 
 
    w.  FISC Norfolk does not handle or store explosives or 
ammunition, with the exception of certain 0A and 8A Cog items 
and selected Explosive Class/Division 1.4S safety related or 
classified stock material, which is handled by the Special 
Material Supply Division, Building X-137.  Procedures for 
ordnance support are in the Subject Group 8000 of this manual.   
 
4460.2  Material Left on the Pier.  Stores/Supplies/Retrograde/ 
or other unidentifiable turn-in material left on the pier.  DDNV 
Norfolk has established a single point of contact for assistance 
in providing guidance on material disposition, turn-in, and 
transportation requests concerning stores, supplies, retrograde, 
or other turn-in materials left on the piers.  Contact Material 
Turned into Stores (MTIS) Supervisor or the Receiving Director 
for assistance.   
 
    FISC Norfolk Customer Service Center, Building W-143, will 
provide guidance and respond to questions on any type of 
material requiring turn-in pier side vessels. 
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SUBJECT GROUP 4400-4499 SUPPLY/MATERIAL 
 

SUBGROUP 4470 - DISTRIBUTION 
 
4470.1  General.  Stores that are ordered, but not delivered 
before the departure of a ship, will be routed to reach the ship 
as soon as practicable.  DDNV will make maximum effort to 
deliver material at times, which will not interfere with other 
work of Fleet units.  Fleet units will not refuse stores, which 
are delivered at an hour other than that requested by a ship.  
Cooperation of all Fleet units is requested in effecting the 
expeditious acceptance of stores as dispatched by DDNV and the 
prompt unloading of stores from barges, trucks, and vans.  All 
material should be picked-up within 48 hours.  Changes in the 
ship's schedule, which will alter the place and date of 
delivery, should be called to the attention of the DDNV 
Transportation and Shipping Division, Transportation Branch, 
Local Delivery, immediately for rescheduling.  Specific 
instructions as to disposition of undelivered supplies should 
also be furnished to the DDNV Transportation and Shipping 
Division by telephone, message or letter, in order that stores 
may be returned to stock or shipped to a scheduled port of call. 
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SUBJECT GROUP 4400-4499 SUPPLY/MATERIAL 
 

SUBGROUP 4491 – REQUISITIONS AND OTHER MATERIAL REQUESTS 
 
4491.1  Ships’ Requisitions 
 
    a.  Material Requests.  Request for materials, supplies 
exceeding the Purchase Card thresholds, and subsistence should 
be submitted in the following manner: 
 
        (1) Routine requisitions for materials and supplies 
should be submitted to item managers via Web One Touch Support 
(WEBOTS) or other media mentioned in paragraph d. 
 
        (2) Bearer Pick-up Requisitions for materials and 
supplies can be processed at the Joint Supply Support Center 
(JSSC) located at Doorway 16, entrance to the Fleet and 
Industrial Supply Center (FISC), 1968 Gilbert Street.  The JSSC 
is available to support urgent repair part requirements 
24/7/365. 
 
        (3) Consumable items meeting Purchase Card (PC) 
thresholds are usually readily available at local Servmarts or 
from local vendors. 
  
        (4) Non-standard requisitions. 
  
        (5) Subsistence orders are processed at the Logistics 
Support Center (LSC) located at FISC, 1968 Gilbert Street.  
Representatives will place orders, arrange deliveries, broker 
on-load working parties, coordinate resolution of discrepancies, 
and post receipts for all in-port fleet subsistence 
requirements.  You may contact the LSC by calling (757) 443-1861 
or the Navy Integrated Call Center (NICC) at 1-877-418-6824  
(use option 1) for 24/7/365 services. 
 
    c.  General Requisition Input Procedures.  The following 
paragraphs outline procedures for submitting requisitions.  
Unnecessary delays can be avoided if your requisitions are 
prepared in accordance with NAVSUP Publication 485, Afloat 
Supply Procedures, and other pertinent written directives 
covering requisitioning procedures.  An especially useful  
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instruction that covers assignment of requisition priority is 
OPNAVINST 4614.1, Uniform Material Movement and Issue Priority 
System (UMMIPS). 
 
        (l) Requisition processing applications will not accept 
requisitions received with a Julian Date (CC 36-39) more than 
one day in the future.  Such inputs generate delays until the 
Julian Date is acceptable.   
 
        (2) Always use a Required Delivery Date (RDD) (CC  
62-64).  Ensure that the RDD is consistent with the requisition 
priority.   
 
    d.  Special Processing.  The NICC has the capability to 
respond to those occasions where customers desire special 
handling or line-item release authorization of requisitions.  
For example, processing is available for any activity/ship 
requiring special sorting, packaging, and shipping.  Such 
requirements can be provided to NICC via phone at 1-877-418-6824 
or E-Mail: nicc@navy.mil.   
 
    e.  Media of Requisition Input.  There are several media 
available for input of requisitions to the Supply System.  More 
than likely, your activity will utilize a combination of the 
following: 
 
        (1) One Touch Support (WEBOTS).  The preferred method of 
requisition input is via WEBOTS.  Requisitions may be input via 
WEBOTS from any web-connected terminal.  Stock availability and 
requisition status is also available.   
 
        (2) SALTS.  Requisitions are passed to DAASC using the 
DAMES option in SALTS.  User must contact SALTS Central in order 
to ‘activate’ their DAMES option.  Periodically, SALTS Central 
forwards such requests to DAASC, and the user is set-up on both 
systems.  Once that happens, the user can send and (usually) 
receive status back through SALTS; SALTS Central DSN 442-5498, 
Comm. (215) 697-5498, or DSN 442-5934, Comm. (215) 697-2934.  
Most of the ships’ Supply Departments use SALTS to forward 
requisitions to DAASC.   
 
        (3) DAMES.  Customers can also request a DAMES account 
that is not associated with SALTS.  DAMES is a PC-based 
requisition and message system.  The files can be built 
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interactively within DAMES, or text files can be uploaded into 
DAMES for transmission.  DAMES software must be loaded on the 
user’s PC in order to use the network.  A request for a DAMES 
account can be filled-out at https://www.daas.dla.mil/homepage.  
Click on the option at the left that says ‘Request Login ID and 
Password,’ scroll down to DAMES, fill out the System Access 
Request (SAR), submit it online, and someone from the Info 
Center will make contact when the account has been established.   
 
        (4) Web Requisitioning.  WebReq is a Web-based 
requisitioning system.  It provides customer with access to the 
World Wide Web a means to input material requisitions into DAASC 
directly via the Web.  Requisitions may be uploaded to DAASC 
from outside of WebReq or they can be built in WebReq using a 
series of fill-in-the-box templates to assist in correctly 
formatting the transaction.  It is not necessary to load 
software on your PC in order to use WebReq, but you must still 
obtain an account before you can use it.  To apply for any 
account, follow the directions above in the DAMES description.  
WebReq is especially useful for customers without a lot of 
MILSTRIP knowledge because it offers templates to assist in 
formatting transactions, it offers Help Screens, and it prompts 
for required data.    
 
        (5) DIELOG is the name of our E-Mail-based network, and, 
as above, users can request an account at the DAASC Homepage.  
DIELOG does not offer templates to assist in correctly 
formatting requisitions.    
 
         (6) Telephone.  Telephone requisitions may be submitted 
for Issue Priority Group (IPG) I (Priorities 01-03) and 
requirements requiring special handling or item manager release 
authorization.  For these requisitions, call the NICC at  
1-877-418-6824 (use Option 1).  As a reminder, all requisitions 
submitted by telephone must be in complete MILSTRIP format.  
 
    f.  Input of Non-Standard Requisitions.  Significant delays 
can occur when processing non-standard requisitions because of 
minor administrative errors created by the requisitioner.  You 
can help FISC Norfolk serve you better by adhering to the 
following guidelines: 
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        (1) If you are using a DD Form 1348-6, make sure there 
is only one item requested per form/per requisition number.  Do 
not attach a continuation sheet indicating two or more separate 
items. 
 
        (2) If you are requesting non-standard items by message, 
make sure the request is in complete MILSTRIP format.  Also, use 
the same Julian Date for each requisition in the message, but 
ensure a separate serial number is assigned per line item.  Use 
message address FISC NORFOLK VA//103//. 
 
        (3) If you are requesting non-standard items using the 
DD Form 1149 or NAVCOMPT Form 2276, ensure for each line item 
indicated there is a corresponding document number that applies. 
 
    Additionally, as required by NAVSUP Publication 485, all 
non-NSN requisitions, including requests submitted by message, 
will contain an estimated price per line item and a total 
estimated price.  If funding is not provided, the requisition 
will be rejected.  By providing the necessary funds and as much 
descriptive data as possible, the processing time for the non-
standard requirements can be kept to a minimum.  FISC Norfolk 
establishes to designate end-of-year spending.  The dates are 
available to all customers on FISC Norfolk’s Web site @ 
www.nor.fisc.navy.mil (click on Procurement Planning Document 
under Contracting).  To ensure processing, all customers must 
comply with the established dates when expiring funds are cited 
on non-standard requisitions.  
 
    g.  Technical Assistance (Code 103).  Requests for technical 
assistance, such as identifying unidentified material, assigning 
NSN, and furnishing information on military specifications can 
be satisfied via WEBOTS and FEDLOG, or by contacting NICC at  
1-877-418-6824 (use option 2).      
 
    h.  Hours of Operation.  Activities should obtain supply and 
other services during the regular 40-hour workweek in effect at 
shore activities.  Normal working hours at the FISC Norfolk and 
DDNV are 0800-1630, Monday through Friday.  A limited work force 
is available on Saturdays, Sundays, legal holidays, and  
during other-than-normal working hours to process high priority 
demands.  For requirements 24/7/365 contact NICC at  
1-877-418-6824 or nicc@navy.mil. 
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4491.2  Subsistence Requisitions 
 
    a.  Subsistence Prime Vendor Customer Assistance.  The LSC 
operates the STORESNT program to order fleet food requirements.  
Subsistence Prime Vendor is a system that provides the process 
for a military dining facility to order subsistence items from a 
local distributor referred to as the Prime Vendor.  
 
    The LSC has STORESNT terminals and Logistics Support 
Representatives to support your ordering requirements.  The LSC 
can be reached by phoning (757) 443-1861 or by calling NICC at 
1-877-418-6824 for 24/7/365 support. 
 
    b.  Ordering Procedures.  FISC Norfolk, Subsistence Prime Vendor, 
will provide support for Atlantic Fleet ships.  Dining facilities 
should first determine their requirements by using a current copy of 
the SPV Catalog, which is sent to the ships.   The catalog is updated 
every Monday and sent to the ships via SALTS/E-Mail.   
 
    Orders can be submitted by the following methods: E-Mail; 
SALTS transmissions; naval message; and hand-delivered CD or 
Disk.  After an order is placed, it is transmitted via a 
STORESNT terminal directly to DSCP and the Prime Vendor.  The 
vendor delivers the freight directly to the customer.     
 
    c.  Regular Prime Vendor and FF&V Items.  Orders can be 
submitted Monday thru Friday between the hours of 0700 and 1630.  
Regular Prime Vendor items can be delivered within 72 hours if 
submitted before 1100.  Example: Orders placed on Monday before 
1100 will be delivered on Thursday.  Orders placed on Friday 
before 1100 will be delivered on Tuesday.  Emergency orders can 
be placed if a ship is deploying.  Emergency orders must be 
approved by the ship’s TYCOM. 
 
        (1) The LSR will process the order and send a confirmed 
copy to the customer via SALTS/E-Mail. 
 
        (2) Prime Vendor items are ordered from a company called 
Hampton Roads SYSCO, and fresh fruits and vegetables are ordered 
from the Defense Supply Office (DSO).  Other contracts are 
available for such items as bread, fresh milk, and other dairy 
products. 
    d.  Special Lead Times.  Due to unique processing 
procedures, milk with extended shelf life requires special lead 
times.   ESL milk (60-75 days shelf life) requires a lead-time 
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of 7/10 days before RDD.  UHT milk (180 days shelf life) 
requires a lead time of 25/30 days; vitality based products 
require 7/10 days; and main-squeeze, beverage-based products 
require 3/5 days before RDD.    
 
    e.  Receipt Processing.  After delivering the freight to the 
customer, the driver delivers a signed copy of the receipt to a 
drop box located in the LSC.  The SPVI Operator will make the 
necessary adjustments, process the receipt through the SPVI 
terminal, and send a final copy to the customer via SALTS/  
E-Mail.  When the receipt is processed through STORESNT, a copy 
is transmitted to DSCP to establish payment records. 
 
    f.  Bearer Walk-Through Procedure.  To assist our customers 
in emergency situations, we have established a walk-through 
procedure with the Prime Vendor in which the customer can pick 
up items by going to the vendor location.  The customer must 
contact the LSR for assistant and coordination.  The customer 
must place the order with the LSR and he/she will transmit the 
order and FAX a copy of the order to the vendor to notify them 
of the walk-through.  The customer must allow 1 hour from the 
time the order is transmitted before the walk-through can take 
place.  A walk-through order must be placed before 1400; the 
latest time for picking up freight is 1500.  No walk-through can 
take place between 1200 and 1300. 
 
    g.  Items Not in Stock (NIS) and Substitution Procedure.  
The LSR is notified by Prime Vendor via a FAXED memo on NIS 
items, and offers a substitute if one is available.  The LSR 
proceeds with the following steps:  
 
        (1) Annotates the NIS item on the hard copy of the 
ship’s order. 
 
        (2) Calls the ship to inform the food service officer of 
the NIS item, the availability date of the item, and the 
substitute item, if available. 
 
        (3) When processing the receipt, the SPVI Operator 
enters a zero (0) quantity for the NIS item and adds the 
substitute item, if accepted by the customer. 
        (4) If the substitute item is not offered or accepted by 
the customer, the original item can be reordered with new RDD. 
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    h.  Fleet Freight Procedure.  When a ship is at sea, the 
food service officer can place an order to the LSC via SALTS/ 
E-Mail.  When placing such an order, the ship must provide the 
forwarding address/location in which the food is to be delivered 
as fleet freight.  The LSR will coordinate the following: 
 
        (1) When processing the order, the LSR will give the 
forwarding address and pertinent information concerning delivery 
to the Prime Vendor. 
      
        (2) Instruct Prime Vendor and/or DSO as to the PIER date 
and time the freight can be delivered For Fleet Transfer (FFT).   
 
    Special instructions must be annotated on the freight. 
 
    i.  Trans-shipment (Surface Shipment) via SEP. 201 OCEAN 
TERMINAL.  When a SHIP is at sea, the food service officer can 
place an order to the LSC via SALTS/E-Mail.  The ship shall 
provide the FORWARDING ADDRESS/LOCATION in which the food is to 
be delivered to trans-shipping point.  The LSR will give the 
forwarding address and pertinent information to Prime Vendor 
concerning delivery.  Special instructions must be annotated on 
the freight. 
 
    j.  Delivery Services.  FISC Norfolk, Subsistence Prime 
Vendor, has been designed to meet the changing needs of our 
customers.  We will make every reasonable effort to accommodate 
delivery.  It is standard policy to deliver freight to 
customer’s location between the hours of 0500 and 1630, Monday 
through Friday, unless advised otherwise.   
 
    For changes in delivery times or for problems concerning 
deliveries, please contact the LSR. 
 
    k.  Veterinary Support Service.  The U.S. Army Veterinary 
Service at Norfolk plays a key role in the food hygiene, safety, 
and quality assurance of subsistence procured through 
appropriated and non-appropriated fund activities.  Our 
objectives are to protect the health of military personnel from 
 
 
food-borne illnesses; to determine contractual compliance for  



                      COMNAVREGMIDLANT/SOPA(ADMIN)HRINST 5400.1A 
                      03 APR 2006 

 

4491-8 

quality factors specified by the purchasing activity; and to 
assure that military subsistence stocks are suitable for issue, 
sale, and consumption.   
 
    The U.S. Army Veterinary Service is sometimes available, on 
an exception basis, to assist afloat and ashore customers of 
FISC Norfolk, Prime Vendor, as follows: 
 
        (1) Update Inspections.  Onsite inspections of 
subsistence having reached or exceeded its inspection test date. 
 
        (2) Unit Basis Loads.  Onsite inspections to ensure 
rations are fit for continued storage and/or issue.  Provide 
accountable officers with inspection results. 
 
        (3) ALFOODACT Messages.  Assist accountable personnel 
when requested to identify and supervise segregation of 
hazardous foods. 
 
        (4) Unsatisfactory Material Reports.  Assist in 
preparation and evaluation of subsistence.  Submit samples to 
the laboratory and/or food evaluation team. 
 
        (5) Hazardous Food Item Messages.  If necessary, onsite 
inspection of subsistence, inspects stock, and provides 
accountable personnel with appropriate commendations. 
 
    FISC now has a Veterinarian on location to support emergency 
on-the-spot inspections as they develop. 
   
    l.  Visiting Ship’s Template.  This procedure has been 
developed to support ships that are visiting this area from 
another site and ships that are deploying to other regions.  
When visiting this area, ships may contact the LSC by calling 
(757) 443-1861, or the NICC at 1-877-418-6824.  
 
        (1) FISC Norfolk, Subsistence Prime Vendor, is 
responsible for the following areas/territory: 
 
            (a) Navy Ships assigned to or visiting the Hampton 
Roads Area. 
            (b) Navy ships assigned to or visiting the following 
area: Yorktown, VA, to the North Carolina line.  Navy Ships 
assigned to the Atlantic Fleet in the following status: 
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                1.  All ships stationed at FISC Norfolk.  All 
ships stationed at FISC Norfolk, Little Creek Detachment. 
 
                2.  All ships stationed at FISC Norfolk, 
NAVSHIPYD Norfolk Detachment. 
 
                3.  Ships stationed at Newport News, VA. 
 
                    a.  Ships assigned to the Atlantic Fleet 
that are stationed at Metro Machines; Jonathan Corporation; 
Newport News Shipyard; NORSHIPCO; Yorktown; Keflavik, Iceland; 
and Thule, Greenland. 
 
                    b.  Any of the ships mentioned above when in 
deployment status. 
 
                    c.  Ships visiting any areas mentioned above 
and from other sites with appropriate accounting data. 
 
                    d.  Ships visiting this area with a 
different Prime Vendor contract should contact FISC Norfolk with 
the correct "Bill To" address and MILSTRIP profile. 
 
                    e.  Visiting ships with the same contract 
number should contact FISC Norfolk and establish a temporary 
"Ship To" address for delivery to the deployed location during 
the exercise. 
 
                    f.  Food orders for visiting ships will be 
processed and receipted through FISC Norfolk in accordance with 
the Department of Defense Automated Addressal Code (DODAAC), 
which was added using the Customer Access Facility, and the data 
that was entered directly into SPVI.  FISC Norfolk will maintain 
hard copies of all orders and receipts in order to verify bills 
with for audit purposes. 
 
 
 
 
                    g.  Foreign and visiting ships not yet on a 
SPV contract and deploying to this area must call FISC Norfolk  
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with the correct DODAAC and "Bill To" address.  FISC Norfolk 
will assist in obtaining Special accounting data or special 
instructions. 
 
4491.3  Ships Deploying to Other Areas 
 
    a.  FISC Norfolk is responsible for ships visiting other 
areas of the Northeast Region in CONUS as far north as Maine; as 
far south as the North Carolina border; as far east as 
Massachusetts; and as far west as Wisconsin and Illinois.  FISC 
Norfolk is the point of contact for "HomePort Ships" that are 
visiting the following areas of the Northeast Region: West 
Virginia; Maryland; Delaware; New Jersey; Connecticut; Rhode 
Island; Massachusetts; Maine; New Hampshire; Vermont; New York; 
Pennsylvania; Ohio; Michigan; Indiana; Illinois; and Wisconsin.  
 
    b.  When deploying to other areas, the "Bill To" addresses 
will not change, however, the "Ship To" addresses will change 
after liaison with the Account Manager and the appropriate FISC 
Norfolk Detachment Office.  Orders will be processed and 
receipted by the host SPVI operator.  Hard copies of the orders 
and receipts must be maintained for audit trails and to process 
bills. 
 
    When deploying to other areas, please call your LSR for 
points of contact in other areas. 
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SUBJECT GROUP 4600-4699 TRAVEL AND TRANSPORTATION 
 

SUBGROUP 4600 – GENERAL 
 
4600.1  General.  Only sufficient transportation equipment to 
carry-out the stated mission adequately and within reasonable 
limits will be assigned to a naval activity.  Subsequent and 
continuing determinations and justifications of requirements 
will be based upon analyses of equipment and military 
requirements.  The use of all Navy-owned and controlled motor 
vehicles shall be restricted to official capacity as an officer 
or employee.  This precludes the use of government vehicles for 
personal use.  The purpose of the trip must be related to the 
performance of official duties or in connection with activities 
conducted under official authorization.  To maintain adequate 
transportation service, it is essential that each ship or 
activity request transportation. 
 
4600.2  Shipment of Household Goods.  Fleet and Industrial 
Supply Center (FISC), Norfolk, is a major shipping and trans-
shipment point and handles movement of household goods and 
Privately Owned Vehicles (POVs).  Complete information may be 
obtained by contacting the Consolidated Personal Property 
Shipping Office, Norfolk, FISC Norfolk.  The source of supply 
for ships at NAVSHIPYD Norfolk is FISC Norfolk.  FISCNORVAINST 
11000.1, Service to Seapower, provides instructions for 
requisitioning material and services from that activity. 
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SUBJECT GROUP 4600-4699 TRAVEL AND TRANSPORTATION 
 

SUBGROUP 4650 – PASSENGER TRANSPORTATION/TRAVEL 
 
4650.1  Passenger Transportation Management.  The management of 
all official passenger transportation functions in Hampton Roads 
is under control of the Commanding Officer, Personnel Support 
Activity (PERSUPPACT), Norfolk.  PERSUPPACT Norfolk website, 
www.psanorva.navy.mil, has a Traveler’s Handbook for up-to-date 
information. 
 
4650.2  Commercial Transportation.  The Commercial Travel Office 
(CTO) is located in Bldg. A-48, 3rd deck, Naval Station (NAVSTA), 
Norfolk.  The CTO will make official travel reservations, 
including lodging and rental cars.  Overseas official travel 
reservations are also made providing a port call commercial air 
authorization number (Control Number) has been obtained from a 
Navy Passenger Transportation Office (NAVPTO). 
 
    For leisure travel, contact the local MWR for locations and 
hours of operation. 
 
4650.3  Navy Passenger Transportation Office (NAVPTO) 
 
    a.  This office is co-located with the CTO in Bldg. A-48.  
The NAVPTO performs the following functions in conjunction with 
CTO in support of personnel on official travel: 
 
        (1) Evaluates orders, arranges routings, and makes 
commercial air, Air Mobility Command (AMC) flight, lodging, and 
rental car reservations. 
 
        (2) Issues airline tickets, Government Transportation 
Requests (GTRs), and AMC Travelopes. 
 
    b.  In addition, NAVPTO performs the following functions: 
 
        (1) Provides advice regarding travel entitlements and 
travel arrangements. 
 
        (2) Authorizes travel and determines cost effective 
modes, carriers, and routings. 
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        (3) Maintains the Ship’s Locator for all East Coast 
ships and squadrons. 
 
        (4) Provides Passport and Visa information and services. 
 
        (5) Processes Passenger Reservations Requests (PRRs) for 
official overseas travel and issues Port Call messages and 
flight advisory messages.   
 
        (6) Arranges for all returning emergency leave travel to 
East Coast ships and squadrons.  
 
        (7) As required, arranges air charters. 
 
4650.4  Airline Tickets 
 
    a.  Tickets for all military and civilian personnel under 
orders can be obtained at all regional NAVPTOs and associated 
offices, Monday through Friday, except holidays.  Airline 
reservations should be made as soon as travel dates are known.  
Airline tickets will be issued during regular working hours 
available by calling phone numbers listed in this instruction. 
 
    b.  Outside of normal working hours, the issuance of tickets 
is limited to emergency travel situations wherein airline travel 
is in the best interest of the Navy.  Under no circumstances 
will tickets be issued outside of normal working hours to 
satisfy the personal desires of the traveler or to compensate 
for the lack of proper advance planning on the part of commands.  
Tickets, when required for travel commencing before 1000 of the 
next working day, may be obtained outside of normal working 
hours through PERSUPP DET NAVSTA Norfolk in Bldg. A-48. 
 
4650.5  Government Air Transportation.  Planned or scheduled 
government air transportation may normally not be available for 
travel wholly within the continental limits.  The order writing 
authority should make arrangements for such military flights 
prior to authorizing the use of commercial air transportation.  
NAVPTOs/PERSUPP DETs are not authorized to arrange government 
air within the continental United States.  Commercial air 
reservations will not be made as a back-up for government air. 
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4650.6  Official Passport Applications.  Personnel who qualify 
and are authorized official no-fee passports in accordance with 
OPNAVINST 4650.15 may file passport applications at any of the 
locations indicated above and at PERSUPP DET NAS Oceana,  
Bldg. 326, Virginia Beach, VA. 
 
4650.7  Floating and Mobile Cranes 
 
    a.  The operation of floating and mobile cranes for light 
and heavy lift services is the responsibility of NAVFAC MIDLANT.  
This includes lifting ship’s antenna, heavy ship’s gear, and 
conveyor belt service.  All requests from forces afloat to 
perform light and heavy lift service will be coordinated through 
NAVSTA Norfolk Port Ops on a first-come, first-served basis.  
However, priorities have been established as follows:   
 
        (1) Ship movements. 
 
        (2) Ordnance movements. 
 
        (3) Load-outs for deploying ships and those with 
departures scheduled within the next 3 days working days. 
 
        (4) On-load of perishable goods. 
 
    In order to increase efficiency in scheduling crane service 
and decrease lost time due to pier congestion, the following 
procedures are effective:   
 
            (a) Identify crane coordinator and at least one 
alternate in writing.  Coordinators shall be commissioned 
officers and will be identified in section KILO of ship 
originated LOGREQs.  Only coordinators may arrange for crane 
services. 
 
            (b) Identify crane requirements in arrival LOGREQ 
(section KILO) when possible.  Include type of crane service 
(mobile, floating), time desired, and full job description.   
 
            (c) Coordinator will arrange all routine crane jobs 
48 hours in advance. 
 
            (d) Short-notice requirements should be arranged  
24 hours in advance. 
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            (e) Only emergencies constituting a threat to safety 
or a bonafide operational necessity (verified by squadron) 
should be scheduled with fewer than 24-hours notice.   
 
            (f) Port Ops will arrange crane services for brow 
removal and placement and escort crane as necessary. 
 
    During the regular work week, floating crane and mobile 
crane services, other than for ammunition ships, and all 
conveyor services may be obtained through the crane coordinator.  
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SUBJECT GROUP 5000–5199 GENERAL  
 

SUBGROUP 5060 – HONORS AND CEREMONIES 
 
5060.1  Honors, Distinctions, and Salutes.  Honors, 
distinctions, and gun salutes will be rendered as appropriate in 
accordance with U.S. Navy Regulations.  SOPA (ADMIN) Hampton 
Roads will coordinate honors to be rendered when several 
component commands are concerned to avoid unnecessary or 
improper duplication. 
 
    a.  SOPA (ADMIN) Hampton Roads should be notified of the 
movement of persons for whom honors are rendered in order that 
all commands and personnel along the route may be alerted. 
 
    b.  All ships present in the Hampton Roads Area will advise 
SOPA ADMIN HAMPTON ROADS NORFOLK VA, INFO respective SOPA ADMIN 
SUBAREA, by message, at least 48 hours prior to firing gun 
salutes, as prescribed by paragraph 5060.6 below. 
 
5060.2  Morning and Evening Colors 
 
    a.  In accordance with law and custom, all pedestrians 
throughout the Hampton Roads Area, both military and civilian, 
will comply with U.S. Code Annotated, Title 36, Section 177, as 
noted below: 
 
    “During the ceremony of hoisting or lowering the F1ag, or 
when the Flag is passing in a parade or in a review, all persons 
present should face the Flag, stand at attention, and salute.  
Those present in uniform should render the military salute.  
When not in uniform, men should remove the headdress with the 
right hand holding it at the left shoulder, the hand being over 
the heart.  Men without hats should salute in the same manner.  
Aliens should stand at attention.  Women should salute by 
placing the right hand over the heart.  The salute to the Flag 
in the moving column should be rendered at the moment the Flag 
passes.” 
 
    b.  Occupants of all vehicles, military or civilian, will 
comply with Article 1006.9 of Navy Regulations 1973, as quoted 
below: 
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    “During colors, vehicles within sight or hearing of the 
ceremony shall be stopped.  Persons riding in such vehicles 
shall remain seated at attention.” 
 
    For purposes of executing morning and evening colors with 
traditional military smartness, all commands the within Hampton 
Roads Area refer to paragraph 3110.4b. 
 
5060.3  Military Courtesies to Flag Officers.  Military 
personnel and Federal civilian employees will be alert for, and 
yield right of way to, official vehicles bearing the insignia of 
a Flag Officer or civilian Government Official.  This action 
does not apply to police, fire, or ambulance types of vehicles 
on an emergency call, as they must automatically be given the 
right of way. 
 
5060.4  Customs, Traditions, and Courtesies 
 
    a.  Military personnel will conduct themselves in the 
highest traditions of their service.  Customs, traditions, and 
courtesies, as described in U.S. Navy Regulations 1973, Blue 
Jackets’ Manual, Naval Orientation, and other directives, will 
be observed. 
 
        (1) It is required that hand salutes be rendered to 
officers in vehicles if safety permits.  Passengers other than 
the drivers should be alert to render and return salutes.  
Official cars carrying personal flags, insignia, or plates that 
clearly indicate that the officer represented thereby is in fact 
in the vehicle.  The hand salute is a matter of courtesy and 
should be exchanged between officers of equal rank as well as 
between juniors and seniors.  Salutes are to be exchanged and 
should be demanded. 
 
        (2) It is the duty of every naval officer to take 
positive action to correct non-observance of the elements of 
military courtesy immediately as he notes them in his juniors.  
It is emphasized that this responsibility extends to all juniors 
and is not restricted to individuals of the same command.  In 
general, personnel will comply with orders and customs if they 
consider it to be important.  In most cases, brief, on-the-spot 
instructions to the offender will be adequate.  In the event of 
a flagrant case, a written report via the chain of command to 
the offender’s commanding officer is appropriate. 
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    b.  Information on appearance and uniforms will be found in 
Section 1020 of this manual. 
 
5060.5  Passing Honors.  In accordance with CINCLANTFLTINST 
(COMLANTFLT) 5400.2, passing honors will be dispensed with while 
mooring/unmooring in pier complexes in the Hampton Roads Area.  
Appropriate honors will be rendered: 
 
    a.  Where international courtesy or the seniority of an 
embarked official or officer indicates; and 
 
    b.  To all officials and officers passing in boats. 
 
5060.6  Gun Salutes 
 
    a.  General.  NAVSTA Norfolk, NAVSHIPYD Norfolk, and 
NAVPHIBASE Little Creek have fixed saluting batteries.  National 
salutes fired by foreign men-of-war visiting the Hampton Roads 
Area are directed to, and returned by, the Department of the 
Army Saluting Station, Fort Monroe.  The saluting battery at 
NAVSTA Norfolk returns personal salutes fired by foreign men-of-
war.  Gun salutes by foreign men-of-war are coordinated through 
SOPA (ADMIN) Hampton Roads. 
 
    b.  Requesting and Firing Gun Salutes 
 
        (1) Shore stations will fire salutes on President’s Day, 
the 4th of July, and Memorial Day, as prescribed by Article l083 
of Navy Regulations.  Stations firing these salutes are those 
with fixed saluting batteries listed above. 
 
        (2) Foreign men-of-war firing personal salutes will do 
so to SOPA (ADMIN) Hampton Roads. 
 
        (3) Requests to fire gun salutes in support of 
ceremonies at piers (i.e., changes of command) will be handled 
on a case-by-case basis.  Requests should be submitted by 
message from the ship to the applicable Installation Commanding 
Officer (CO), INFO SOPA (ADMIN) Hampton Roads, at least 48 hours 
prior to firing any rounds using the following format: 
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FM {ORIGINATOR} 
TO {INSTALLATION} 
INFO {TYPE COMMANDER} 
SOPA ADMIN HAMPTON ROADS AREA VA //N312// 
ALL SHIPS AND FLEET UNITS NORFOLK SUBAREA VA 
UNCLAS//NO5060// 
SUBJ/GUN SALUTE// 
MSGID/GENADMIN/(ORIGINATOR)// 
RMKS/1.  UNODIR INTEND TO FIRE SALUTING BATTERY IN SUPPORT OF  
(    ) CEREMONY, FIRING (     ) RNDS AT (DTG LOCAL) FOR PRACTICE 
AND (     ) FOR CEREMONY. 
2.  POC:  (NAME), (PHONE NUMBER).// 
 
        (4) Shore station requests for saluting battery support 
for appropriate occasions (Flag Officers only) should be made by 
letter to NAVPHIBASE Little Creek, copy to SOPA (ADMIN) Hampton 
Roads, at least 30 days prior to the ceremony. 
 
    c.  NAVSHIPYD Norfolk, Portsmouth, VA, and adjoining 
Elizabeth River communities have in common many venerable naval 
traditions, and at least one of them is believed to be unique in 
character.  This is the familiar “9 O’clock Gun,” which has 
punctually announced the evening hour of “two bells” since 1847.  
For more than a century, its well-known voice has been heard 
here by forces afloat and ashore and by all local citizens 
within sound of the nightly blast.  Time-honored at this 
Shipyard, the custom is not known to prevail at any other naval 
station.  In pre-radio days, its welcomed and resounding “boom” 
heard for great distances over the waters served to regulate 
every Watch and clock in the Portsmouth-Norfolk area.  It also 
served effectively as a juvenile curfew.  
 
    d.  The saluting battery will be fired at 2100 hours.  
Notification of any ceremonial salute will be provided by Code 
800 informing all commands on board NAVSHIPYD Norfolk of intent 
to fire the saluting battery in support of required functions.  
 
5060.7  Dress/Full Dress Ship/Display Holiday Colors.  Conducted 
in accordance with procedures outlined in Chapter 4 of the 
current NTP 13. 
 
    a.  Ships in overhaul may be permitted to dress ship on 
authority of the Subarea SOPA when overhaul work prohibits full 
dressing ship. 
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    b.  Requests for special dress ship will be reviewed by SOPA 
(ADMIN) Hampton Roads on a case-by-case basis and are not 
routinely approved. 
 
5060.8  Arrangements for U.S. Navy Ship Arrival and Departure 
Ceremonies 
 
    a.  Procedures.  When an arrival or departure ceremony is 
desired, the Type Commander (TYCOM) or his Norfolk 
representative will advise CO, NAVSTA Norfolk, of the nature of 
the ceremony, approximate number of guests expected, the optimum 
berth and brow arrangements desired, etc.  
 
    b.  Coordinator.  NAVSTA Norfolk will make berthing 
arrangements and coordinate other logistic requirements with 
appropriate agencies, including the host ship.  If the optimum 
berth cannot be made available, an alternate berth will be 
assigned, which achieves to the greatest extent possible, the 
TYCOM’s desires. 
 
    c.  Safety and Control of Family Members and Guests 
Welcoming Returning Ships 
 
        (1) Family members and guests must remain inshore of the 
ships berthed at that pier until all lines are passed and brows 
are in place. 
 
        (2) In order to ensure safety and control of family 
members and guests during berthing evolution, host ships, when 
assigned, are required to provide an appropriate number of 
ushers to assist police in crowd control functions.  Safety of 
family members and guests will be the paramount concern of the 
police and ushers. 
 
    d.  Boarding Priority.  In accordance with COMLANTFLT 
policy, and upon completion of necessary customs/agriculture 
inspections, waiting family members will be granted boarding 
priority over other welcoming Navy, VIP, or civilian officials.  
 
    e.  Public Affairs.  Arrangements for press coverage of 
arrival or departure of U.S. Navy ships should be made through 
the Commander, Second Fleet, Public Affairs Office.  The NAVSTA 
Norfolk Public Affairs Officer assists the host ship in 
coordinating homecoming activities. 
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    f.  Originating Commander Responsibilities.  The originating 
commander will make such other special greeting arrangements as 
desired, such as banners, etc. 
 
    g.  Protocol.  Full cooperation by all concerned in applying 
the procedures stated above will result in enhancing the morale, 
safety, and convenience of family members and returning 
servicemembers. 
 
5060.9  Ceremonies 
 
    a.  Naval Facilities Engineering Command, Mid-Atlantic 
(NAVFAC MIDLANT), provides platforms, podiums, sound systems, 
and related ceremonial items in support of afloat commands.  
Make arrangements by LOGREQ and/or phone for these services.  
Notification of requirements should be made as far in advance as 
possible to ensure best service.  Funding by DD Form 1149, 
NAVCOWR Form 2275, Minor Work Request, or check MUST be received 
by NAVFAC MIDLANT prior to the reservation of any commercially 
rented equipment or the set-up of any NAVFAC MIDLANT-owned 
equipment. 
 
    b.  Commander, Naval Sea Systems Command (NAVSEA), approval 
is required for ceremonies/public visits inside the Controlled 
Industrial Area (CIA).  Requests for these visits are screened 
closely by the cognizant shipyard codes, in accordance with 
NAVSHIPYDNORINST 5530.2, before they are forwarded to NAVSEA.  
These visits/ceremonies must provide a benefit to the U.S. 
Government, and a strict need-to-know principle should be 
applied in submitting such a request.  NAVSHIPYD Norfolk 
recommends that ceremonies (i.e., changes of command, 
retirements, etc.) be conducted outside the CIA at Trophy Park 
or Callaghan Center.  Before making commitments and submitting a 
request for such an event inside the CIA, refer to 
NAVSHIPYDNORINST 5530.2 for guidance.  Subsequent to this, 
contact the Security Director, Code 1120, for further 
assistance. 
 
5060.10  Quiet Hours 
 
    a.  Inappropriate noise is disruptive and interferes with 
the conduct of official ceremonies.  The imposition of Quiet 
Hours during changes of command ensures that the solemnity and 
dignity of these ceremonies is preserved. 
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    b.  Commands within Hampton Roads requesting Quiet Hours for 
change of command ceremonies shall address their requests as 
follows: 
 
        (1) No later than 14 days prior to the ceremony, send 
message TO NAS OCEANA AIR DET NORFOLK, INFO NAVSTA NORFOLK VA, 
AND SOPA (ADMIN) HAMPTON ROADS NORFOLK VA (N31).  This message 
will include the date, time, and location of the event; the area 
for which noise reduction is requested; and the name and phone 
number of a point of contact. 
 
        (2) Quiet hour requests for changes of command for Flag 
Officers, or for other ceremonies for which there will be a high 
level of public interest, will be addressed directly to SOPA 
(ADMIN) HAMPTON ROADS NORFOLK VA (N31), INFO NAVSTA NORFOLK VA. 
 
    c.  Installation COs will ensure the thorough dissemination 
of noise abatement requirements to their respective tenant 
commands. 
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SUBJECT GROUP 5000–5199 GENERAL 
 

SUBGROUP 5090 - ENVIRONMENTAL PROTECTION 
 
Ref:   (a) OPNAVINST 5090.1 
       (b) CNO ltr 5090 Ser N452E/8U595418 of 6 Apr 98 
       (c) COMLANTFLT NORFOLK VA 231655Z Jul 98 
       (d) NAVSTA Norfolk Shipbuilding and Ship Repair Coating  
           Implementation Plan 
       (e) COMNAVREG MIDLANT ltr Ser 970/05/0190 of 15 Jun 00  
       (f) COMLANTFLTINST 5400.2 (LANTFLTREGS) 
       (g) COMNAVREGMIDLANTINST 5090.1 of 25 Oct 01 
 
5090.1  Environmental Compliance in the Hampton Roads Area 
 
    a.  Navy Policy.  Reference (a) promulgates Navy policy 
regarding Environmental Compliance.  The following sections 
provide additional guidance and direction to supplement 
reference (a) for use in Hampton Roads.  Various additional 
requirements are required at Hampton Roads facilities due to 
Virginia Environmental Regulations and permit requirements.  
 
    b.  Area of Coverage.  The following sections provide 
specific information on Environmental Compliance requirements at 
NAVSTA Norfolk; NAVSUPPACT Norfolk; Craney Island; NAS Oceana; 
NAS Oceana, Dam Neck Annex; NAS Oceana, NALF Fentress; Dare 
County, NC, Bombing Range; NAVSUPPACT Norfolk, Northwest Annex; 
NAVPHIBASE Little Creek; and WPNSTA Yorktown, Cheatham Annex.  
Requirements for NAVSHIPYD Norfolk are addressed in 
NAVSHIPYDINST 5400.1.  Specific requirements for other Hampton 
Roads facilities should be obtained from the Regional 
Environmental Program.   
 
5092.2  Ashore Environmental Coordinator.  Each shore-based 
activity must designate an individual to be its Environmental 
Coordinator.  The individual functions as the Regional 
Environmental Program point of contact for routine inspections 
and visits to the activity.   
 
5090.3  Painting/Paint Removal Environmental Compliance 
 
    a.  Vessel Painting Compliance.  All work must be performed 
in such a manner as to prevent any paint or debris from reaching 
the surface of the water.  Paint floats and john boats are 
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permitted as long as they are positioned in such a way as to 
preclude any paint from dripping onto the water.  Tarps and 
other barriers can also be used.    
 
    b.  Background.  Reference (a) contains the Best Management 
Practices (BMP) for surface preparation, painting, and oil 
transfer operations conducted pier side at NAVSTA Norfolk. 
 
    c.  Vessel Paint Removal Operations 
 
        (1) Vessel Sandblasting Operations.  The following 
restrictions apply to sandblasting operations on the waterfront:  
 
            (a) Complete recovery of sandblasting material and 
paint is mandatory.  Fixed or floating platforms shall be used 
as work surfaces when working at the water surface in order to 
provide a surface to catch spent abrasives.  These platforms 
must be cleaned at the end of each work shift.  Discharge of 
removed paint and sandblasting material to the water violates 
state and Federal Environmental Regulations and must be avoided. 
 
            (b) Additional NAVPHIBASE Little Creek Requirements  
 
                1.  Message to Commanding Officer (CO) of 
NAVPHIBASE Little Creek 2 days prior to start of sandblasting 
requesting that ‘No Parking’ and ‘Warning’ signs are posted. 
 
                2.  Operators will have respiratory evaluations 
and associated training. 
 
                3.  All personnel within 25 ft of a sandblasting 
area will wear eye, hearing, and respiratory protection. 
 
        (2) Vessel Scraping or Grinding.  Any scraping or 
grinding must be performed in a manner to ensure collection of 
all chips.  All debris must be vacuumed up at the end of each 
shift.  Scraping over john boats is unacceptable due to the  
likelihood of paint debris being discharged overboard by wind, 
rain, or boat bailing.  Scraping over floats is acceptable only  
if tarps or shrouds having magnets are used - attaching magnets  
between the ship and float in a manner to ensure all debris is 
captured.   
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    d.  Vessel Painting Operations 
 
        (1) Shipbuilding and Ship Repair Painting Operations 
 
            (a) Navy Policy.  Reference (a) promulgates Navy 
policy regarding air pollution.  Reference (c) requires affected 
Navy shore activities and ships to comply with the Clean Air Act 
requirements for ship coating operations.  Reference (d) 
provides afloat guidance on compliance with the Clean Air Act, 
shipbuilding, and ship repair coating regulations.  Reference 
(e) is the NAVSTA Norfolk plan for compliance with the Clean Air 
Act standards for shipbuilding and ship repair coating 
operations. 
 
            (b) Background.  The Clean Air Act Amendments of 
1990 established standards for ship coating operations at major 
air pollution facilities.  Reference (c) is pertinent to all 
facilities during ship coating/painting operations.  
 
            (c) NAVSTA Norfolk Specific Requirements 
 
                1.  Since NAVSTA Norfolk is regulated as a major 
air pollution source addressed in reference (e), compliance 
requires considerable record keeping, certification, and 
verification of the Volatile Organic Content (VOC) of ship 
coatings.  This regulation requires that the following VOC 
limits for each coating type are not exceeded: 
 
COATING TYPE/USE   MAX VOC LIMIT  MAX VOC LIMIT 
      (Grams/Liter) (Lbs/Gal) 
 
GENERAL USE     340   2.83 
AIR FLASK      340   2.83 
ANTENNA      530   4.42 
ANTIFOULANT     400   3.33 
HEAT RESISTANT     400   3.33 
HIGH GLOSS     420   3.50 
HIGH TEMPERATURE    500   4.17 
INORGANIC ZINC HIGH BUILD PRIMER 340   2.83 
MILITARY EXTERIOR    340   2.83 
MIST       610   5.08 
NAVIGATIONAL AIDS    550   4.50 
NONSKID      340   2.83 
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COATING TYPE/USE   MAX VOC LIMIT  MAX VOC LIMIT 
      (Grams/Liter) (Lbs/Gal) 
 
NUCLEAR      420   3.50 
ORGANIC ZINC     360   3.00 
PRE-TREATMENT WASH PRIMER  780   6.50 
REPAIR AND MAINTENANCE OF   550   4.58 
THERMOPLASTIC COATING 
RUBBER CAMOUFLAGE    340   2.83 
SEALANT COAT FOR THERMAL   610   5.08 
SPRAY ALUMINUM  
SPECIAL MARKING    490   4.08 
SPECIALTY INTERIOR    340   2.83 
TACK COAT      610   5.08 
UNDERSEA WEAPONS SYSTEMS   340   2.83 
WELD-THROUGH (SHOP) PRIMER  650   5.42 
 
                2.  A waiver from the record keeping 
requirements of reference (e) for ships’ forces painting 
operations has been obtained from the U.S. Environmental 
Protection Agency (EPA).  This waiver does not apply to ships’ 
forces painting conducted during overhaul availability or to 
contractor work regardless of overhaul status.  To ensure the 
waiver is not revoked, all vessels at NAVSTA Norfolk must comply 
with the following procedures when performing ships’ forces 
painting operations:  
 
                    a.  Procure only NAVSEA approved marine 
coatings from supply system stocks to the maximum extent 
possible. 
 
                    b.  Ensure that the maximum VOC limit listed 
above is not exceeded for the applicable marine coating use 
category. 
 
                    c.  Per reference (c), thinning of marine 
coatings with materials such as thinners, solvents, and 
varnishes is prohibited.  All shipboard paint lockers must be 
marked with a conspicuous sign stating, "Thinning of marine 
coatings/paints is prohibited."    
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                    d.  Incorporate good housekeeping practices 
by minimizing spills of coatings and solvents, ensure coating 
containers are in good condition and that coating containers are 
closed except when adding or removing materials. 
 
        (2) Spray Painting Operations 
 
            (a) Ships will cease painting immediately upon 
receipt of a complaint. 
 
            (b) Reports of damage will be made in accordance 
with Section 3170.1r of this instruction. 
 
            (c) NAVSTA Norfolk Specific Requirements.  Ships 
will announce intent to conduct topside spraying five days in 
advance via message to their SOPA ADMIN (appropriate) SUBAREA 
VA, INFO SOPA ADMIN HAMPTON ROADS AREA VA, requesting widest 
dissemination.  In addition, the following minimum precautions 
will be exercised: 
 
                1.  Large signs will be posted at foot (landward 
end) of pier. 
 
                2.  Ships proximate to area will be surveyed as 
soon as painting begins to ascertain fall-out pattern. 
 
                3.  Painting will stop if wind velocity 
increases or direction changes.  Painting may continue only 
after fall-out pattern is resurveyed. 
 
            (d) NAVPHIBASE Little Creek Specific Requirements.  
Ships planning topside spray painting shall notify SOPA (ADMIN) 
LITTLE CREEK SUBAREA by message no later than 48 hours in 
advance of the operation with ships at adjacent berths listed as 
INFO addees.  
 
                1.  The ship will ensure that the area adjacent 
to the operation is clear of parked cars and other material that 
may be damaged by wind-borne paint.  Spray painting is 
specifically prohibited where winds exceed 10 KTS and are coming 
on shore, (e.g., westerly at Piers 11-19, southerly at Piers  
56-59, etc.).  Additionally, a sign shall be placed at the base 
of the pier indicating spray painting is in progress. 
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    e.  Aircraft Painting Compliance 
 
        (1) Navy Policy.  Reference (f) contains guidance for 
compliance with the Clean Air Act, aerospace coating 
regulations.  
 
        (2) Background.  The Clean Air Act Amendments of 1990 
established standards for aerospace/aircraft painting and de-
painting operations at major air pollution facilities.  Both 
NAVSTA Norfolk and NAS Oceana are major air pollution sources.  
Compliance consists of considerable record keeping and  
certification and verification of the VOC of aerospace coatings.  
Questions on compliance procedures for the aerospace/aircraft 
coating operations should be directed to NAVFAC MIDLANT 
Environmental Staff. 
 
        (3) Specific Requirements Ashore   
 
            (a) Procure only NAVAIR approved aircraft coatings 
from supply system stocks. 
 
            (b) Ensure the maximum VOC limit is not exceeded by 
procuring coatings that meet the following limits:  Primers -  
350 grams/liter (2.9 lbs/gal), and topcoats (including self-
priming topcoats) - 420 grams/liter (3.5 lbs/gal). 
 
            (c) Thinning of aircraft coatings with materials 
such as thinners, solvents, or varnishes is prohibited.   
“No Thinning” signs must be installed on all paint lockers. 
 
            (d) Incorporate good housekeeping practices.  
Minimize spills of coatings and solvents.  Ensure containers are 
in good condition and are kept closed except when adding or 
removing materials. 
 
            (e) Use only compliant solvents with vapor pressure 
under 45 mm Hg for hand-wipe cleaning of aircraft surfaces.   
Do not use Methyl Ethyl Ketone or Type II Epoxy Thinner for 
hand-wipe cleaning of aircraft unless it is for cleaning prior 
to adhesive bonding of airbags or other similar adhesive bonding 
operations.  Compliant alternatives for hand-wipe cleaning 
include Type I thinner, toluene, aliphatic naphtha, mineral 
spirits, and isopropyl alcohol. 
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            (f) For paint gun cleaning, use enclosed gun washers 
or clean by hand.  Do not clean guns by shooting thinner or 
solvent through gun, this is a violation of Federal 
Environmental Regulations.  If gun washers are utilized, perform 
monthly leak inspections in accordance with reference (f). 
 
            (g) Use gloveboxes or hand or mechanical sanders 
whenever practical for de-painting.  Minimize use of chemical 
strippers.    
     
5090.4  Vessel Requirements 
 
    a.  Navy Policy.  Reference (a) promulgates Navy policy 
regarding afloat Environmental Compliance.  Local installation 
Environmental Staff should be contacted if additional guidance 
is needed. 
  
    b.  General Vessel Requirements 
 
        (1) Overboard Discharges: While pier side, there shall 
be no overboard discharge of petroleum products, food matter, 
cleaning fluids, paint, or chemicals.   
 
            (a) Hull/Weather Deck Cleaning.  Detergents may not 
be washed overboard from hull and weather deck cleaning 
operations.  If decks are washed with detergent, all deck drains 
must be plugged and the residual washing liquids mopped up and 
discarded through the CHT system. 
 
            (b) Gray Water.  Vessels with operating gray water 
collection systems will not discharge gray water overboard while 
pier side.  Vessels without an operable gray water collection 
system may discharge gray water overboard but will minimize the 
discharge by using one or more of the following methods: 
 
                1.  Discontinue use of garbage grinders. 
 
                2.  Minimize use of scullery. 
 
                3.  Reduce frequency of deck cleaning. 
 
                4.  Minimize use of (or secure) laundries. 
 
                5.  Secure non-essential sinks. 
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                6.  Minimize crew onboard time. 
 
            (c) Black Water.  Black water will not be discharged 
overboard while pier side.  The pier side CHT collection system 
or a CHT SWOB will be used for off-loading black water.  
 
        (2) Painting/Chipping:  Follow requirements in paragraph 
5090.3.a. 
 
        (3) Waste Disposal:  Follow instructions in paragraph 
5090.6. 
 
        (4) Spills:  Follow instructions in paragraph 5090.5. 
 
    c.  WPNSTA Yorktown Additional Requirements.  All ships 
docked at WPNSTA Yorktown will have an oil containment boom 
placed around the ship immediately after arrival. 
 
5090.5  Spills 
 
    a.  Reference (a) promulgates Navy policy regarding water 
pollution.  Reference (g) directs steps to be taken by commands/ 
activities to reduce the possibility of water pollution.  
Reference (h) provides response actions to major oil and 
hazardous substance incidents. 
 
    b.  Compliance.  Fleet commands will ensure that oil and 
oily mixtures are not discharged in the prohibited zones.  
Vessels shall comply with reference (h), Articles 3701-3707, 
regarding oil pollution of the sea and coastal waters. 
 
    The provisions of the Oil Pollution Act of 1990 and the 
Federal Water Pollution Act, as amended, will be strictly 
observed.  All oil and oil-containing substances, including 
bilge water, must be properly handled to prevent a release to 
the environment (see paragraph 5090.6 for bilge water disposal 
requirements). 
 
    c.  SOPA (ADMIN) HAMPTON ROADS Spill Response Organization 
 
        (1) Navy On-Scene Coordinator (NOSC): Commander, Navy 
Region, Mid-Atlantic. 
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        (2) Facility Incident Commander (FIC): Installation 
Commanding Officers. 
 
        (3) Navy Spill Management Team (SMT): Clean-up teams 
trained and equipped by the FICs and NAVFAC MIDLANT. 
 
    d.  Prevention of Oil Spills.  The primary emphasis in 
control of oil pollution is aimed at prevention of oil spills.  
Articles 3802, 3803, and 3805 of reference (h) provide guidance 
for the formulation of shipboard procedures in this respect.  
Ships and shore activities shall establish procedures for the 
safe handling of oils and industrial wastes and ensure the 
integrity of oil handling systems by frequent inspections and 
careful maintenance.  See paragraph 3170.2 of this manual for 
specific information on fueling at Hampton Roads ports. 
 
        (1) Ashore Requirements.  During all oil transfer 
operations, drip pans or other protective devices will be used 
to catch incidental spills or drips from hose nozzles, hose 
racks, drums, or barrels.  Spill equipment such as absorbent 
pads, rags, or mops will be readily available. 
 
            (a) Required actions in event of a spill.  Upon 
discovery of a polluting discharge, it is necessary to 
simultaneously effect the proper notifications and to limit 
(stop the source) and contain the spill to prevent contamination 
of critical water areas.  Proper action will ensure rapid, 
effective response.  Oil spills also constitute a serious fire 
hazard.  Personnel shall be alert at all times to detect oil 
spills, particularly during fueling operations.   
 
                1.  Spill Control.  In the event of an oil or 
hazardous substance spill or discharge of oily mixture, take 
immediate steps, if possible, to stop the spill at the source, 
and contain it in proximity to the source.  All concerned will 
take immediate action to reduce the hazard by putting out the 
“smoking lamp,” cease burning or welding in progress, etctera.   
 
                2.  Spill Report.  The incident must be reported 
immediately to the local Installation CO, COs of adjacent ships, 
and the Shore Installation Emergency Dispatcher.  COMNAVSURFLANT 
units shall additionally make a report to COMREGSUPPGRU Norfolk.  
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                3.  Immediate Telephone Notification 
 
                    a.  The first level of notification calls 
should be to the appropriate Emergency Communications Center 
(ECC).  Notification will include the location, amount, and type 
of pollutant.  (Example: Southside Pier 23, 100 gallons, DFM).  
Do not postpone notification due to lack of complete 
information.  Notify by telephone and follow with message, as 
detailed in sections 5090.4d(1)(a)4. 
 
    During notification, state whether or not clean-up 
assistance is required.  Report the incident regardless of 
whether or not clean-up assistance is required.  
 
    Refer all media inquiries to COMNAVREG MIDLANT PAO. 
 
                4.  Spill Message.  The second level of 
reporting consists of message notification within 6 hours of 
event utilizing formats outlined below, utilizing the latest 
revisions contained in Appendices H and I of reference (a).   
 
                    a.  Oil Spill Message Format.  In addition 
to the addressees listed in reference (a), Appendix H, the 
following addressees are required on all spill messages for the 
Hampton Roads Area: 
 
INFO COGARD MSO HAMPTON ROADS//JJJ// 
COMNAVREG MIDLANT NORFOLK VA//00/N45// 
NAVFAC MIDLANT NORFOLK VA//90// 
NAVPHIBASE LITTLE CREEK VA// N05// 
[Installation]//00// 
NAVSTA NORFOLK VA//PD PORT OPS/N3// 
 
                    b.  Hazardous Substance (HS)/Sewage Release/ 
Spills Message Format.  In addition to the addressees listed in 
reference (a), Appendix I, the following addressees are required 
on all spill messages for the Hampton Roads Area: 
 
INFO COGARD MSO HAMPTON ROADS//JJJ// 
COMNAVREG MIDLANT NORFOLK VA//00/N45// 
NAVFAC MIDLANT NORFOLK VA//90// 
[Installation]//00// 
NAVSTA NORFOLK VA//PD PORT OPS/N3// 
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                5.  Spill Clean-up 
 
                    a.  Roles.  Each FIC will oversee response 
to water pollution within his respective jurisdiction and will 
maintain access to an appropriate organization SMT with  
materials and equipment ready to respond on short notice to 
requests for assistance in controlling and removing oil spills 
and other HS discharges.    
 
    COMNAVREG MIDLANT Regional Environmental Coordinator, as 
NOSC for water pollution, will call for assistance should the 
nature and size of the spill dictate.  The shore facility PAO 
will coordinate on-scene information and assist the NOSC and 
COMNAVREG MIDLANT PAO in preparing situation reports and 
progress reports to news media and other appropriate 
governmental civilian agencies.  COMNAVREG MIDLANT PAO will make 
all news releases concerning any oil or other hazardous material 
spill. 
 
                    b.  Spill Sampling.  If an oil-spill sample 
analysis is required, NAVFAC MIDLANT or the U.S. Coast Guard 
will accomplish this.  All Coast Guard sample collection shall 
be coordinated with the NOSC to ensure that necessary split 
samples are retained by the Navy. 
 
                    c.  Responsibility For Oil Removal.  The 
ultimate responsibility for the containment and removal of oil 
from a spill rests with the command causing the spill.  When a 
ship is responsible, in most cases it will be necessary to 
receive assistance from the FIC who will provide trained 
personnel and equipment to properly remove the oil. 
 
                    d.  Clean-up Steps To Be Taken By The 
Responsible Ship.  Positive steps that the responsible ship 
should take include rapid location and securing of the source of 
pollution; proper use of fire hoses to “corral” the oil while it 
is being removed or until help arrives; supplying manpower as 
needed to the FIC; and making all required notifications.  
 
    Use of fire hoses is an acceptable method for containing 
spills.  Spray should create a “wave” behind the sheen and push 
oil in the intended direction.  Special care will be taken to 
prevent the oil slick from flowing under piers where clean-up 
efforts will be impeded. 
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                    e.  Physical Removal of Oil.  Physical 
removal of oil from the water is the most acceptable method of 
responding to oil spills.  Skimmers, sorbents, and vacuum trucks  
are available through FICs to assist in the physical recovery of 
oil or hazardous substances.  The use of Chemical Dispersants 
(Detergents or Emulsifiers) is prohibited. 
 
                    f.  Clean-up Cost and Reimbursement of Labor 
and Material.  Fleet activities/commands responsible for 
pollution of the water will be required to fund all clean-up 
operations and disposal expenses.  This may involve direct 
payment of contractor fees or reimbursement of funds expended by 
other Navy commands. 
 
5090.6  Waste Disposal Requirements 
 
    a.  Hazardous Material (HAZMAT)/Hazardous Waste (HW) 
Disposal 
 
        (1) Navy Policy.  Reference (a) promulgates Navy policy 
regarding waste disposal requirements.  The following section 
provides information on the management procedures pertaining to 
the disposal of HAZMAT and HW.  Disposal is the most costly and 
most regulated method of managing expired or unneeded HAZMAT.  
The cost of disposal often exceeds the purchase cost of the 
material.  Thus, every effort will be made to avoid disposal.  
This portion of the instruction has been divided into four 
sections.  The first section, Part (b), entitled Waste 
Minimization Information, will provide tips and information on 
how to generate less waste.  Part (c), entitled Hazardous 
Material Reutilization Information, provides options that can be 
taken as alternatives to disposal.  Part (d), entitled Hazardous 
Waste Disposal Information, details the procedures to be 
followed to dispose of an item, and, Part (e), entitled 
Management of Specific Materials/Wastes, provides instructions 
for the wastes that are generated most frequently.  
 
        (2) Hazardous Waste (HW) Definition 
 
            (a) Generally, the term “HW” is used or “excess HM.”  
HW is defined as a chemical that exhibits one or more of the HW 
characteristics of ignitability, corrosiveness, reactivity or  
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toxicity, or is specifically listed as HW by the EPA.  Such 
characteristics (listed below) can often be found in a Material 
Safety Data Sheet (MSDS). 
 
                1.  IGNITABLE: Can catch fire easily, has a 
flash point of 140 0F or less.  Examples: paint and paint 
thinner. 
 
                2.  CORROSIVE: Can burn the eyes on contact, pH 
less than 2 or greater than 12.5.  Examples: battery acid, waste 
acids, phenol, and hydrazine. 
 
                3.  REACTIVE: Can catch fire, explode, or give-
off fumes when exposed to water.  Examples: ordnance and 
explosives. 
 
                4.  TOXIC: Toxicity is measured by an EPA test 
called the Toxicity Characteristic Leaching Procedure (TCLP).  
Materials containing certain metals or chemicals detected by 
this test are classified as having the toxicity characteristic 
and are classified as HW.  Examples are lead, mercury, and 
trichloroethylene. 
 
            (b) In addition to characteristic waste, the EPA 
specifically lists other compounds as hazardous.  Typical Navy 
wastes, which fall into this category, are acetone, benzene, 
phenols, and toluene.  
 
    b.  Waste Minimization Information 
 
        (1) Work Practices: To reduce the generation of HW, 
users of HAZMAT should incorporate the following ideals into 
their everyday work practices: 
 
            (a) Process Changes.  Is there as way to conduct the 
work without using HAZMAT? 
 
            (b) Material Substitution.  Is there a less 
hazardous or “environmental friendly” material that can be used 
as a substitute for the HAZMAT? 
 
            (c) Recycle/Reuse.  Instead of disposing of an item, 
is there another use for this material?  
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        (2) Consolidated Hazardous Material Reutilization And 
Inventory Management Program (CHRIMP): All activities should 
establish a management program for HAZMAT.  Control and  
management procedures are excellent ways to prevent against 
waste, fraud, and abuse, as well as to ensure that HAZMATs are 
utilized before the expiration of their shelf-life. 
 
    c.  Hazardous Material Reutilization Information 
 
        (1) Extending Shelf-Life.  All shelf-life material is 
either Type I or Type II.  Type I material cannot be extended; 
Type II material can.  In-house inspections and tests will 
suffice for extension of most of your material.  End-users may 
extend the shelf-life as long as the item performs 
satisfactorily for their need.  Additional guidance may be 
provided by Defense Depot, Norfolk, VA (DDNV), or Fleet and 
Industrial Supply Center (FISC), Norfolk. 
 
        (2) Cross-decking Material.  If your command no longer 
has a need for a HAZMAT, another activity may be able to utilize 
the excess material.  Contact another activity’s HAZMAT Manager 
to determine if they can utilize the material and arrange for 
transfer.  If assistance is needed in finding a potential user, 
contact the Regional Environmental Group, Pollution Prevention 
Media Managers, for assistance.   
 
        (3) Return HAZMAT to FISC/DDNV or DRMO (last option).  
If you procure an unneeded HAZMAT, return it to the supply 
center.  FISC also offers a reuse store located at NAVSTA 
Norfolk, Bldg. X-218.  The Reuse Store accepts and issues excess 
or unused HAZMAT, free of charge.  HAZMAT destined for the Reuse 
Store can be turned in at any of the FISC HAZMIN Centers across 
the region.  To return excess/unused material to FISC, DDNV, or 
DRMO, the item must meet the conditions following conditions: 
 
            (a) The material must be accompanied by a completed 
DD Form 1348-1A (See Appendix 2 for instructions). 
 
            (b) Material is unopened and has original labels. 
 
            (c) Container is undamaged/minimally damaged (e.g., 
slightly dented).  Containers are minimally rusted. 
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            (d) FISC will accept Type II shelf-life material 
regardless of current shelf-life status, and some Type I 
material. 
 
        (4) HAZMAT/HW Off-loads: In the event you have more than 
four pallets (more than two pallets for NAVPHIBASE Little Creek 
activities) of either HAZMAT (usable items) and/or HW (unusable 
items) that you need to relinquish custody of, contact your 
Logistic Support Representative (LSR).  The LSR will schedule a 
HAZMAT/HW off-load conference and coordinate the effort.    
 
    The off-load procedure is as follows: Once informed of a 
request for an off-load, the LSR will contact a FISC HAZMAT 
Representative, a NAVFAC MIDLANT HW Operations Representative, 
and schedule a meeting (called an Off-load Conference) at your 
location.  The FISC and NAVFAC MIDLANT representatives will 
examine the items that you wish to relinquish custody of and 
determine what is still usable and what is waste.  The FISC and 
NAVFAC MIDLANT representatives will then work with you to get 
these items off the ship or out of facility as soon as possible.  
FISC will take all of the usable material.  NAVFAC MIDLANT will 
take all of the waste.   
 
    d.  Hazardous Waste (HW) Disposal Information 
 
        (1) Navy Policy: If a HAZMAT is determined to be no 
longer suitable for its intended purpose, and all other routes 
of utilization have been attempted and failed, the last 
management alternative is disposal as a regulated waste.  NAVFAC 
MIDLANT Environmental Services Department, specifically the HW 
Operations Division, is the region’s HW transportation and 
disposal agent.  NAVFAC MIDLANT HW Operations Division will 
pick-up HW at HW Accumulation Areas (HWAA), Satellite 
Accumulation Areas (SAA), and at specified locations.  Funding 
for disposal of COMLANTFLT activities’ wastes has been 
established.  Non-COMLANTFLT activities are required to submit a 
valid Job Order Number (JON) when turning in waste.  HW 
Management and Disposal instructions are listed below. 
 
        (2) General Requirements 
 
            (a) HW must be properly packaged in the original or 
approved DOT containers.  Do not use tri-wall boxes unless it 
was the original container. 
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            (b) The generator must maintain labels, markings, or 
other means of identification for all HW containers.  The 
generators are responsible for appropriately managing waste and 
turning it in for disposal.  Illegal dumping and abandonment of 
HW are criminal violations. 
 
            (c) A completed DD Form 1348-1A is required for 
turn-ins of unusable HAZMAT or process-generated HW to the 
NAVFAC MIDLANT HW Operations Division.  Complete the DD Form 
1348-1A prior to turn-in.  All six copies are required.  In 
addition, for material not procured through the Navy stock 
system, a MSDS is required. 
 
        (3) Ashore Activities Requirements   
 
            (a) Storage Of HWs.  The EPA and the Virginia 
Department of Environmental Quality regulate the management and 
disposal of HW.  The Regional Environmental Group must approve 
all HW storage areas prior to use and must be informed of any 
issues that has the potential to effect the Navy’s ability to 
comply with the governing environmental regulations.  There are 
two main types of authorized HW management areas:  
 
                1.  Satellite Accumulation Area (SAA): Best 
management practice for generators that produce small volumes of 
two or less HW streams.  For a HW generation site to qualify as 
a SAA it must be pre-approved by the Regional Environmental 
Group.  Weekly self-inspection of SAA is highly recommended.  
Contact the Regional Environmental Group for a copy of the SAA 
inspection checklist.  
 
                2.  Hazardous Waste Accumulation Area (HWAA): 
Allows for temporary storage (not to exceed 90 days) of HW in 
preparation for transportation to a permitted treatment, 
storage, or disposal facility.  All HWAAs must obtain site 
approval by the Regional Environmental Group and the Virginia 
Department of Environmental Quality.  Self-inspections every  
7 days are mandatory; records must be maintained for 3 years.  
Contact the Regional Environmental Group for a copy of the HWAA 
inspection checklist.  
 
 
 
 



                      COMNAVREGMIDLANT/SOPA(ADMIN)HRINST 5400.1A 
                      03 APR 2006 

 

5090-17 

            (b) Turn-in Requirements – Shore Activities 
 
                1.  For Established SAA: Prior to the 
Accumulation of 55 Gallons, contact NAVFAC MIDLANT HW Operations 
Div. to schedule a pick-up of the waste.  When scheduling a 
waste pick-up, inform the Dispatcher that your area is a SAA 
site.  Once 55 Gallons have been accumulated, the container by 
regulatory definition is considered full, must be dated, 
immediately, and moved to an approved storage facility within  
72 hours.  
 
                2.  For Established 90-day HWAA: At least 30 
days prior to the 90th day of accumulation, contact NAVFAC 
MIDLANT HW Operations Div. to schedule a pick-up of the waste.  
Inform the Environmental HW Operations Div. that your waste is 
stored in a 90-day HWAA site.  
 
                3.  For Sites Without An Established 90-day HWAA 
or SAA: Prior to the generation of a HW, contact your 
environmental representative to ensure that you will comply with 
all of the applicable regulations.  When you are ready to 
dispose of the waste, contact NAVFAC MIDLANT HW Operations Div. 
to schedule a pick-up.  
 
        (4) Ship Activities Requirements   
 
            (a) Turn-In Requirements 
 
                1.  Ships in Local Private Shipyards: Contact 
NAVFAC MIDLANT HW Operations Div. to schedule a pick-up of the 
waste.  Allow at least 1 week for scheduled pick-up. 
    
                2.  Ships at NAVSHIPYD Norfolk should contact 
the NAVSHIPYD Environmental Dept. for assistance with HW 
disposal. 
 
                3.  Ships at NAVSTA Norfolk Piers With Four 
Pallets or Less of HHW: NAVFAC MIDLANT HW Operations Div. offers 
several HW pick-up points on the piers, the specific piers and 
pick-up times are listed below.  A representative from the ship 
must accompany the HW from the time it leaves the ship to the 
time it is picked-up by NAVFAC MIDLANT HW Operations Div.   
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NAVSTA Norfolk Pier Pick-up Schedule Is As Follows: 
 

Monday – Friday 
 

0800 – 0915  Piers 5 
0800 – 0915  Piers 11 
1000 – 1115  Between Piers 21 and 22 
1000 – 1115  Pier 24 

 
                4.  Ships at NAVPHIBASE Little Creek Piers With 
Two Pallets or Less of HW: NAVFAC MIDLANT HW Operations Div. 
offers several HW pick-up points on the piers, the specific 
piers and pick-up times are listed below.  A representative from 
the ship must accompany the HW from the time it leaves the ship 
to the time it is picked-up by NAVFAC MIDLANT HW Operations Div. 
 

NAVPHIBASE Little Creek Pier Pick-up Schedule Is As Follows: 
 

Tuesday and Thursday 
 

0800-0900   Pier 15 
1000-1100   Pier 56 

 
                5.  Ships at NAVSTA Norfolk Piers With More Than 
Four Pallets of HW: see the off-load procedures discussed in 
Section 5090.5(c)(4). 
 
                6.  Ships at NAVPHIBASE Little Creek Piers With 
More Than Two Pallets of HW: see the off-load procedures 
discussed in Section 5090.5(c)(4). 
 
    e.  Management of Specific Materials/Wastes.  To obtain a 
guidebook that provides detailed information on how to manage 
the Navy’s most frequently generated wastes, contact the 
Regional Environmental Group to obtain a copy of the  
Mid-Atlantic Region’s HAZMAT/HW Minimization, Reutilization, and 
Disposal Guide. 
 
    f.  Oily Waste Disposal  
 
        (1) Shore Generated 
 
            (a) Management.  Keep petroleum and synthetic-based 
products separated.  If petroleum and synthetic products are 



                      COMNAVREGMIDLANT/SOPA(ADMIN)HRINST 5400.1A 
                      03 APR 2006 

 

5090-19 

mixed together, they may not be recycled.  Used synthetic 
oil/hydraulic fluid, may be collected together.  Label 
containers with oil type, e.g., “used synthetic oil” or “used 
petroleum oil.”  Used oil and hydraulic fluids (petroleum or 
synthetic) contaminated with a HW, such as Freon, must be 
managed as HW (see section 5090.6.c).  
 
            (b) Disposal.  Containers of used oil can be turned 
in to DRMO Norfolk, Bldg. SDA-204.  NAVFAC MIDLANT Environmental 
Services can be contacted for pick-up of drums and pump-out of 
containers and tanks.   
 
        (2) Ship Generated 
 
            (a) Acceptable Oily Wastes.  Non-contaminated bilge, 
ballast, and fuel tank cleaning wastes, including butterworthing 
rinse water, may be disposed of as oily waste.  Regional 
Environmental must be contacted to determine proper disposal 
procedures for all other oil containing wastes.  Synthetic oils 
are to be segregated and disposed of by calling NAVFAC MIDLANT 
Oil Recovery.  Vessels shall ensure that personnel are properly 
trained in oily waste management and that no contaminants have 
entered the bilge water or oily waste.  Unacceptable 
contaminants include, but are not limited to, Aqueous Film 
Forming Foam (AFFF); Sewage (black water and gray water); 
HAZMATs and HWs; JP4, AVGAS, MOGAS, and gasoline; Boiler 
cleaning wastes; anti-freeze; and FSII (Fuel System Icing 
Inhibitor).  
 
            (b) Oily Waste Discharges During Night Hours.  
Discharging during the hours between sunset and sunrise is not 
normally permitted due to reduced ability to immediately detect 
a spill; inability to determine amount and spread of a spill; 
the need to recall oil clean-up personnel; and the need to pay 
the response teams overtime.  Approval for ships to discharge  
oily waste after dark must be obtained from the CO of the 
appropriate installation by phone call to the local Port Ops 
Officer.  The following additional requirements must be in 
place: 
 
                1.  Extra Topside Safety Watches stationed at 
the discharge station and on the pier or SWOB to monitor the 
water for any oil sheens; 
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                2.  Oil spill clean-up equipment on hand; 
 
                3.  Adequate lighting erected; and 
 
                4.  The Chief Engineer will be on board to 
supervise the evolution. 
 
            (c) NAVSTA Norfolk 
 
                1.  Piers at NAVSTA Norfolk are equipped with 
oily waste collection piping and risers for off-loading bilge 
water and non-contaminated oily wastes.  NAVFAC MIDLANT’s Ship 
Support Office (SSO) will coordinate connections and 
disconnections to the collection system through LOGREQS.  To 
ensure adequate resources are available to respond in the event 
of a system casualty, discharges to the system are only 
permitted during daylight hours during the regular workweek.     
 
                2.  Vessels must have a 2.5 in. male camlock 
fitting on their oily waste overboard discharge connection in 
order to connect.  Vessel connections will be scheduled by SSO 
to occur approximately 24 hours after arrival.  Following 
connection to the system, the vessel must check for leakage from 
the hose and connections by flushing the hose with seawater for 
5 minutes.  A "T" adapter is available from NAVFAC MIDLANT, 
which will allow use of a 1.5 in. fire hose to flush the hose.  
Disconnection from the system will occur approximately 48 hours 
before vessel departure.  Prior to disconnection, the vessel 
must flush the hose with seawater for 10 minutes to remove 
residual oil.  The vessel is responsible for lowering the hose 
to the pier and walking the residual seawater in the hose into 
the pier riser.  If the vessel was issued a "T" adapter, the 
adapter must be returned to NAVFAC MIDLANT. 
 
                3.  Individual off-loads of greater than 50K 
Gallons, or discharge rates greater than 200 gpm, must be 
coordinated through SSO to ensure the pier collection system 
capacity is not exceeded.  It is the responsibility of vessels 
to periodically observe the connections and hose and to report 
any unusual conditions that may occur. 
 
                4.  If the pier side collection system is non-
operational, NAVFAC MIDLANT SSO will arrange for collection 
services via a NAVFAC MIDLANT Oil Recovery Tanker Truck, square/ 
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FRAC tank, or SWOB.  If the vessel uses their shipboard oil 
water separator, NAVFAC MIDLANT SSO will coordinate pick-up of 
oil from the shipboard used oil tanks. 
 
        (d) NAVPHIBASE Little Creek.  The SSO provides oily 
waste collection and handling services.  For emergency 
requirements outside normal working hours, contact NAVPHIBASE 
Little Creek Port Ops.  Any services requiring payment of 
overtime are chargeable to the requesting command unless 
otherwise determined. 
 
        (e) WPNSTA Yorktown/Cheatham Annex.  Oily waste should 
be off-loaded before arrival.  If off-load at the facility is 
required, NAVFAC MIDLANT Oil Recovery should be contacted.    
 
    c.  Hazardous Waste Disposal.  This section identifies 
requirements and responsibilities applicable for management of 
HW.  HW handling and disposal is governed by the EPA, the 
Virginia Department of Environmental Quality Regulations, and 
reference (a).  The following section provides general 
information for the Fleet in Hampton Roads.  The local 
Environmental Staff should be contacted if additional guidance 
is needed.  
  
5090.7  Liquid Storage Tank Facilities, Shore Installations 
 
    a.  Background.  Aboveground and Underground Storage Tanks 
are regulated by several Virginia and Federal Environmental 
Regulations.  NAVFAC MIDLANT Environmental is responsible for 
complying with the environmental regulatory tank registration 
and construction requirements. 
 
    b.  Notification of Storage Tanks.  Regional Environmental 
must be notified of all newly installed aboveground and 
underground storage tanks (ASTs and USTS) used to store 
petroleum, wastewater, or other liquids.  Notification of tanks 
used to store compressed or condensed gases, or aboveground 
tanks internal to a building, is not required.  All planned UST 
and AST installations, modifications, changes in service, and 
removals must be approved by Regional Environmental before 
commencement of work.  Within 2 weeks following the 
installation, modification, or removal of a UST used to store 
petroleum products, a complete UST notification form must be 
submitted to Regional Environmental. 
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    c.  Tank Management.  Activities that utilize ASTs/USTs must 
assign an individual as the tank custodian.  The tank custodian 
is responsible for ensuring the tank is periodically inspected 
for leaks and to ensure proper operation of the leak detection 
equipment.  The tank custodian is also responsible for ensuring 
that any required maintenance and repairs are completed.  If a 
release is discovered, notification, per Section 5090.5, must be 
made.   
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SUBJECT GROUP 5000–5199 GENERAL  
 

SUBGROUP 5102 – ACCIDENT PREVENTION 
 
5102.1  Accident Prevention 
 
    a.  Navy Motor Vehicles.  Navy motor vehicles shall be 
equipped with safety belts required by Federal Motor Vehicle 
Safety Standards. 
 
        (1) Safety belts shall be maintained in a serviceable 
condition and shall be readily available for driver and 
passenger use. 
 
        (2) Seatbelt usage applies to motor vehicle operators 
and passengers as follows: 
 
            (a) All Navy military personnel at all times (on and 
off a naval activity). 
 
            (b) All Navy civilian personnel in a duty status (on 
and off a naval activity). 
 
            (c) All persons in/on any Navy motor vehicle (on and 
off a naval activity). 
 
            (d) All persons at any time on a naval activity. 
 
        (3) All persons described above, operating or riding in 
or on any Navy motor vehicle, shall use safety belts in a proper 
manner.  Individuals shall not ride in seating positions where 
safety belts have not been installed, have been removed, or 
rendered inoperative (does not apply to passengers riding buses 
not equipped with safety belts).  Additionally, passengers shall 
not ride in the cargo areas of Navy motor vehicles, except when 
the vehicle has been modified for such purposes.  Prior to use 
as a passenger vehicle, modification shall include installation 
of safety belts that meet Federal Motor Vehicle Safety Standards 
208, 209, and 210. 
 
        (4) All children under age 4 shall use an infant or 
child car safety seat in a proper manner, approved by U.S. 
Department of Transportation, while riding in a Navy motor 
vehicle equipped with safety belts. 
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        (5) The operator of any Navy motor vehicle is 
responsible for informing all passengers of applicable safety 
belt, child’s car safety seat, and personal protective equipment 
requirements of this instruction.  It is the responsibility of 
the senior occupant or rider of the vehicle to ensure compliance 
by all passengers with these requirements. 
 
    b.  Private Motor Vehicles 
 
        (1) All persons operating or riding in or on any private 
motor vehicle shall use safety belts in a proper manner.  
Individuals shall not ride in seating positions where safety 
belts have not been installed, have been removed, or rendered 
inoperative (does not apply to passengers riding in forms of 
public transportation such as buses, taxi cabs, etc., nor does 
it apply to historic/antique vehicles being driven to/from 
parades/displays, etc.).  Additionally, passengers shall not 
ride in the cargo areas of motor vehicles except when the 
vehicle has been modified for such purposes.  Prior to use as a 
passenger vehicle, modification shall include installation of 
safety belts that meet Federal Motor Vehicle Safety Standards 
208, 209, and 210. 
 
        (2) All children under age 4, weighing less than 40 lbs, 
shall use an infant or child car safety seat in a proper manner, 
approved by the U.S. Department of Transportation, while riding 
in a private motor vehicle on a naval installation when said 
vehicle is equipped with safety belts.  Parents of newborn 
infants shall ensure that all newborns are placed in an approved 
child safety seat prior to transporting home from naval 
hospitals or clinics. 
 
        (3) The operator of any private motor vehicle on any 
naval activity is responsible for informing all passengers of 
applicable safety belt, child car safety seat, and protective 
equipment requirements, and for ensuring compliance by all 
passengers with these requirements. 
 
5102.2  Maximum Driving and On-Duty Time 
 
    a.  This paragraph pertains only to full-time motor vehicle 
operators, such as over-the-road truck and bus drivers, school 
bus drivers, security patrol vehicle operators, and operators of 
vehicles carrying explosives and other hazardous cargo. 
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        (1) No person shall drive a motor vehicle during any 
duty period if that duty period was not preceded by at least  
8 consecutive hours off-duty. 
 
        (2) In accordance with OPNAVINST 5100.12, in any duty 
period, a person may not drive a motor vehicle for more than a 
total of 10 hours after being on duty for 15 hours, or after  
8 hours if the vehicle is carrying explosives or other hazardous 
cargo.  (If a vehicle carrying explosives or other hazardous 
cargo makes an off-station trip requiring more than 8 hours 
driving time, 2 drivers shall be assigned.  Assigned drivers 
shall relieve each other of driving responsibility and may drive 
no more than 8 hours each.  Total driving time for both drivers 
shall not exceed 10 hours.) 
 
        (3) Fire truck, and crash and rescue vehicle drivers who 
are assigned to 24-hour rotating shifts with sleeping 
accommodations are exempt from the above duty time restrictions. 
 
5102.3  Cell Phones, Portable Headphones, Earphones, or Other 
Listening Devices.  Effective 1 March 2006, drivers on Navy 
installations throughout the Mid-Atlantic Region are no longer 
authorized to use non-hands-free cell phones while operating 
motor vehicles on base.  In addition to the restriction on cell 
phone usage, the wearing of all other headphones, earphones, or 
other listening devices, not to include hearing aides, while 
operating a motor vehicle on DoD installations, is prohibited.  
The Navy restrictions follow a Defense Department-wide 
regulation restricting the use of non-hands-free cell phones 
unless the vehicle is safely parked.  This policy applies to all 
operators of privately-owned, or Government-owned motor vehicles 
operating on Navy installations.  The policy does not extend to 
tactical vehicles or to those vehicles that are not typically 
used for the transport or conveyance of personnel or commercial 
goods.  This policy affects all drivers of motor vehicles on 
installations with the exception of law enforcement, fire, and 
security personnel in performance of duties. 
 
5102.4  Motorcycle Safety 
 
    a.  Every operator of a government-owned motorcycle, every 
military operator of a motorcycle, whether on or off 
installation, and every civilian operator of a motorcycle on a 
naval installation must successfully complete COMNAVSAFECEN 
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approved motorcycle training.  Each military operator of an All 
Terrain Vehicle (ATV) shall successfully complete the Specialty 
Vehicle Institute of America’s (SVIA) ATV Rider Course or other 
COMNAVSAFECEN approved ATV training before operating these 
vehicles.  Encourage operators of these vehicles off-base to 
take the SVIA ATV Rider Course and the MSF’s course.  Call SVIA 
at COML 1 (800) 887-2887 for ATV course locations: 
http://www.svia.org. 
 
        (1) Each operator of a motorcycle shall successfully 
complete the Motorcycle Safety Foundation’s Motorcycle Rider 
Course (MRC) or the Motorcycle Safety Foundation's Motorcycle 
Rider Course - Riding and Street Skills (MRC-RSS), or other 
training approved by COMNAVSAFECEN Norfolk.  Each operator of an 
ATV shall successfully complete a COMNAVSAFECEN Norfolk approved 
ATV safety course.  The motorcycle and ATV course shall be 
conducted following the curriculum provided by COMNAVSAFECEN 
Norfolk.  Military personnel are required to complete this 
training in order to operate a motorcycle and/or ATV, on base 
and off base.  Civilians must complete the training in order to 
operate a motorcycle and/or ATV on base, only. 
 
        (2) Prior to being issued a vehicle registration decal 
for on base operation, each registrant or operator of a 
privately owned motorcycle shall have a Motorcycle Safety Course 
Completion Card signed by an approved instructor. 
 
        (3) Military motorcycle operators shall ensure 
headlights are turned on at all times while the motorcycle is 
being operated (on and off base).  Civilian motorcycle operators 
shall ensure headlights are turned on while operating the 
motorcycle on base. 
 
        (4) Government or private motorcycles shall be equipped 
with a rear view mirror mounted on each side of the handlebars 
or the left and right side of the fairing. 
 
        (5) Motorcycle operators shall wear/use the following 
personal protective equipment when operating or riding on 
motorcycles: 
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            (a) A properly fastened (under the chin) protective 
helmet certified to meet U.S. Department of Transportation (DOT)  
standards.  If the host nation does not have an equivalent 
helmet standard, the helmet will meet the U.S. DOT standard.  
Fake or novelty helmets are prohibited.   
 
            (b) Properly worn, eye protective devices (impact or 
shatter resistant goggles or full-face shield properly attached 
to the helmet).  A windshield, fairing, or eyeglasses alone are 
not proper eye protection. 
 
            (c) Properly worn, long-sleeved shirt or jacket, 
long-legged trousers, and full-fingered gloves or mittens 
designed for use on a motorcycle. 
 
            (d) Sturdy footwear is mandatory.  Leather boots or 
over-the-ankle shoes are strongly encouraged. 
 
            (e) A brightly colored, outer upper garment during 
the day and a reflective, upper garment during the night.  The 
outer upper garment shall be clearly visible and not covered.  
Military uniforms do not meet these criteria. 
 
            (f) PPE for operators of Government-owned 
motorcycles, ATVs, and OHMs during off-road operations shall 
also include knee and shin guards and padded full-fingered 
gloves.  
 
        (6) Operators of privately-owned motorcycles authorized 
to operate on an installation must be currently licensed by 
civil authorities to operate motorcycles on public highways. 
 
        (7) License and equipment requirements for motorcycles 
shall conform to state and local traffic codes. 
 
    b.  For information concerning the above, contact the 
respective installation’s safety office or the contact below: 
 
        COMNAVREG MIDLANT 
        NAVY REGIONAL SAFETY OFFICE (N05) 
        1510 GILBERT ST 
        NORFOLK VA 23511-2737 
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5102.5  Driver Education 
 
    a.  SOPA (ADMIN) Hampton Roads supports and encourages the 
Traffic Safety Education and Training Program which is of vital 
importance both to the Navy and civilian community.  It provides 
the Navy with better qualified and safer operators, thereby 
resulting in a reduction in the loss of services of skilled 
manpower and conservation of funds, materials, and equipment. 
 
    b.  COMNAVREG MIDLANT, Program Director, Public Safety 
(PDPS), administers a Traffic Safety Education Program for 
personnel assigned to ships and activities within the SOPA 
(ADMIN) Hampton Roads Area of operations. 
 
    c.  Traffic Safety Education and Training Courses 
 
        (1) Motorcycle Safety Training (15 hours).  In 
accordance with OPNAVINST 5100.12, each operator of a motorcycle 
shall successfully complete MRC-RSS or other training approved 
by COMNAVSAFECEN Norfolk.  Each operator of an ATV shall 
successfully complete the ATV Safety Institute (ASI) ATV Rider 
Course or other training approved by COMNAVSAFECEN Norfolk.  
Instructors teaching these courses on naval installations must 
be approved by COMNAVSAFECEN Norfolk.  Prior to being issued a 
vehicle registration decal for on-station operation, each 
registrant or operator of a privately-owned motorcycle shall 
have a Motorcycle Safety Course Completion Card signed by an 
approved instructor.  Temporary vehicle passes to cover the date 
of the quota received will be issued after verification of class 
acceptance is presented to the Installation Pass and ID Office. 
 
            (a) Class Schedule.  The course is conducted at 
NAVSTA Norfolk, NAVPHIBASE Little Creek, and NAS Oceana. 
 
            (b) Quota Requests.  Individuals requiring a quota 
can obtain information from their local Safety Office.  At this 
time, the individual’s motorcycle license will be verified and 
guidance given on other command requirements.  Once quota has 
been obtained, a memo will be issued to take to the Pass and ID 
office for base access on the days of the class.   
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        (2) American Automobile Association/Drive Improvement 
Program (AAA/DIP) (8 hours).  AAA/DIP is classroom instruction 
in traffic safety designed to establish and reinforce a positive 
attitude toward safe driving.  It is a re-education and 
rehabilitation course for motor vehicle operators who have been 
convicted of a moving traffic violation, or who are determined 
by competent authority to have been at fault (in whole or in 
part) in a traffic mishap.  Offenders, military or civilian, 
driving private motor vehicles on a naval activity shall be 
required to attend such a course as a condition of continued 
authorized use of their vehicle on base. 
 
            (a) Trainee Assignment.  Military and civilian motor 
vehicle operators whose traffic violation or mishap occurred 
while operating a Government motor vehicle shall be assigned a 
mandatory quota for AAA/DIP.  Military personnel whose traffic 
violation or mishap occurred incident to operating of a private 
motor vehicle on base shall be assigned a mandatory quota, also. 
 
            (b) School Location.  AAA/DIP is offered at 
NAVPHIBASE Little Creek, Sewells Point, Peninsula, and Virginia 
Beach Safety Office storefronts.  
 
            (c) Class Schedule.  Classes will be conducted on an 
as-needed basis. 
 
            (d) Quota Requests.  Quotas may be obtained by 
calling the Installation Safety Office that services the 
affected driver’s area. 
  
        (3) Navy Alcohol and Drug Safety Action Program 
(NADSAP).  Military convicted of a DUI, on or off base, will be 
required to undergo administrative screening at NADSAP.  
Following the screening, the member will enroll in NADSAP with 
full consideration for the parent command’s operational 
schedule.  If further screening is required, the member will be 
referred to the Counseling and Assistance Center (CAAC).   
On-base driving privileges will not be reinstated until the 
member has satisfactorily completed programs recommended by 
NADSAP or CAAC. 
 
    d.  Command Support.  Ships and activities in the SOPA 
(ADMIN) Hampton Roads Area are urged to lend full and active 
support to this important program. 
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5102.6  Pedestrian Safety 
 
    a.  Right-of-Way.  Pedestrians shall have the right-of-way 
at all cross-walks and traffic-controlled intersections.   
Security Precincts shall place particular emphasis on protecting 
children walking to and from school, entering and leaving school 
buses, and playing in military housing areas. 
 
    b.  Protective Garments.  Traffic control personnel and 
roadway maintenance and construction crews shall wear 
appropriate fluorescent or retro-reflective protective equipment 
or similar garments. 
 
5102.7  Motor Vehicles Required to Stop at All Railroad Grade 
Crossings 
 
    a.  Required Stops.  Except as provided in paragraph 
5102.7b, drivers of a motor vehicle, as specified in 
subparagraphs (1) through (6) of this paragraph, shall not cross 
a railroad track or tracks at grade unless they first:  Stop the 
vehicle within 50 feet of, and not closer than, 15 feet to the 
tracks; thereafter, listen and look in each direction along the 
tracks for an approaching train, and ascertain that no train is 
approaching.  When it is safe to do so, the driver may drive the 
vehicle across the tracks in a gear that permits the vehicle to 
complete the crossing without a change of gears.  The driver 
must not shift gears while crossing the tracks. 
 
        (1) Every bus transporting passengers. 
 
        (2) Every motor vehicle transporting any quantity of 
chlorine. 
 
        (3) Every motor vehicle, which, in accordance with the 
regulations of the U.S. DOT, is required to be marked or 
placarded with one of the following markings: 
 
Blasting Agent  Explosives  Organic Peroxide 
Chlorine   Flammable Gas  Oxygen 
Corrosives  Flammable Solid Poison 
Dangerous   Nonflammable Gas Radioactive 
Combustible 
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        (4) Every cargo tank motor vehicle, whether loaded or 
empty, used for transportation of any Hazardous Material 
(HAZMAT), as defined in the HAZMAT Regulations of the U.S. DOT, 
Parts 170-189 of Title 49 Code of Federal Regulations. 
 
        (5) Every cargo tank motor vehicle transporting a 
commodity, which at the time of loading has a temperature above 
it’s flash point, as determined by Part 173.115 of Title 49, 
Code of Federal Regulations. 
 
        (6) Every cargo tank motor vehicle, whether loaded or 
empty, transporting any commodity under exemption, in accordance 
with the provisions of Part 170.13, Title 49, Code of Federal 
Regulations. 
 
    b.  A stop need not be made at: 
 
        (1) A street-car crossing or railroad tracks used 
exclusively for industrial switching purposes within a business 
district, as defined in Part 390.12, Title 49, Code of Federal 
Regulations. 
 
        (2) A railroad grade crossing when a police officer or 
crossing flagman directs traffic to proceed. 
 
        (3) A railroad grade crossing controlled by a 
functioning highway traffic signal transmitting a green 
indication that, under local law, permits a vehicle to proceed 
across the railroad tracks without slowing or stopping. 
 
        (4) An abandoned railroad grade crossing that is marked 
with a sign indicating that the rail line is abandoned. 
 
        (5) An industrial or spur line railroad grade crossing 
marked with a sign reading "EXEMPT."  Such "EXEMPT" crossing 
signs shall be erected only by or with the consent of the 
appropriate state or local authority. 
 
5102.8  Personnel Protection in Industrial Areas.  All personnel 
assigned to work in an industrial area are required to wear 
protective gear, including safety shoes, hard hats, and safety 
glasses, in accordance with OPNAVINST 5100.23. 
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SUBJECT GROUP 5000–5199 GENERAL  
 

SUBGROUP 5110 – MAIL AND POSTAL AFFAIRS 
 
5110.1  Navy Regional Mail 

 
    a.  Postal Functions and Responsibilities.  On behalf of 
SOPA (Admin) Hampton Roads, Fleet and Industrial Supply Center 
(FISC), Norfolk, is responsible for providing regional Navy mail 
service.  Services are provided by the Regional Navy Mail 
Center, 9225 Third Ave. (Bldg. U-132), NAVSTA Norfolk, with 
branch offices located at NAVPHIBASE Little Creek; NAS Oceana; 
FCTCLANT; WPNSTA Yorktown, Cheatham Annex; NAVSHIPYD Norfolk; 
and NAVSUPPACT Norfolk, Northwest Annex.  During normal working 
hours, the Regional Director of Postal Operations, Deputy 
Director, or the leading Chief Petty Officer may be contacted.  
After hours, messages may be passed via the FISC Norfolk Duty 
Officer or directly to the duty postal supervisor. 
 
5110.2  Fleet Services 
 
    a.  Regional Navy Mail Center Fleet Services (including 
dockside delivery) are conducted from Bldg. U-132, NAVSTA 
Norfolk, and Bldg. 2012, NAVPHIBASE Little Creek.  Regular Fleet 
Services are provided between the hours of 0700 and 1400, Monday 
through Friday, excluding holidays. 
 
    b.  Delivery of mail for scheduled overseas flights from 
Norfolk Navy Air Terminal to Guantanamo Bay, Cuba; Rota, Spain; 
Jufair, Bahrain; Sigonella, Sicily and Naples, Italy, will be 
made during normal working hours, Monday through Friday. 
 
    c.  Dockside delivery of mail to those ships (excluding 
carriers and tenders) who have specifically requested the 
service in writing will be provided Monday through Friday, 
excluding holidays.  Mail will be delivered to ships returning 
from operations prior to 1800 or from extended operations (more 
than 30 days) prior to 1930, upon prior written request of the 
ship Type or Unit Commander.  Ships requiring assistance may 
call directly to the Fleet Service Office for assistance. 
 
    d.  The dockside delivery postal clerk accompanying each 
vehicle will be handled in accordance with OPNAVINST 5112.1, 
paragraph 7304.  All registered mail will be enclosed in a pouch 
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and sealed with a numbered seal.  All other classes of mail will 
be handled in accordance with OPNAVINST 5112.1, paragraph 7310.  
Upon delivery, mail will be received by the ship’s Postal Clerk 
who will indicate the number of pieces received. 
 
    e.  Mail not delivered as a result of absence of the 
receiving Postal Clerk at dockside will be retained by Regional 
Navy Mail Center for re-dispatching on the next scheduled 
delivery.  In this instance, the ship’s Postal Clerk may pick-up 
mail in person at the Regional Navy Mail Center prior to the 
next scheduled delivery, if desired. 
 
    f.  Each ship serviced will ensure that a properly prepared 
DD Form 285 (appointment of Unit Mail Clerk or Orderly) affixed 
with the ship’s seal on it is furnished and kept current at the 
Regional Navy Mail Center.  Mail will be delivered only to 
individuals listed thereon.  Each ship will ensure prompt 
delivery and receipt of mail and enable the service personnel to 
maintain the schedule.   
 
5110.3  Official Mail 
 
    a.  The Regional Navy Mail Center and its branch offices 
provide distribution of incoming personal and official mail to 
tenants of regional installations.  They provide processing and 
dispatch of outgoing official mail originated by funded and 
reimbursable area shore commands, afloat staffs, and homeported 
FLTFORCOM ships when in port at Norfolk, Little Creek, and 
NAVSHIPYD Norfolk.  Regular mail call hours, normally 0830-1130 
and 1230-1530 are maintained at all offices.  During normal 
working hours, the Official Mail Supervisor may be contacted. 
 
    b.  All outgoing official mail must be prepared in 
accordance to current Post Office requirements, DoD, DON, and 
COMNAVREG MIDLANT policy and instructions.  The Regional Navy 
Mail Center provides overnight services via Federal Express and 
large package shipping via U.S. Parcel Services. 
 
5110.4  U.S. Postal Service (USPS).  The USPS operates branch 
offices on several of the area Navy installations.  The USPS is 
responsible for providing the sale of stamps, money orders, and 
other products to the general public.  They also provide bulk 
mail distribution to installation tenants and homeported ships. 
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     a.  Fleet Branch U.S. Postal Office is located in Bldg.  
U-132, NAVSTA Norfolk, and provides bulk mail pick-up by tenants 
and ships from 0800-1300 Monday through Saturday, excluding 
holidays.  Ships arriving or leaving prior to 0800 may pick-up 
mail after 0600.  The Fleet Branch Post Office is open to the 
general public from 0800-1400 Monday through Friday, excluding 
holidays. 
 
    b.  NAVSTA Norfolk branch U.S. Post Office, located in Bldg. 
U-132, provides bulk mail pick-up by commands from 0800-1100 and 
1330-1430 Monday through Friday, excluding holidays, and is open 
to the general public from 1000-1500 Monday through Friday, 
excluding holidays.  
 
    c.  NAS Oceana U.S. Post Office, located in Bldg. 531, is 
open to the general public from 0930-1530 Monday through Friday, 
excluding holidays.  NAS Oceana branch provides bulk mail pick-
up by commands from 0930-1015 Monday through Friday, excluding 
holidays.   
 
    d.  TRASUPPCEN Branch U.S. Post Office, located in Bldg. 
524, Dam Neck, is open to the general public from 1100-1500 
Monday through Friday, excluding holidays, and provides bulk 
mail pick up by commands from 0915-1015 Monday through Friday, 
excluding holidays.   
 
    e.  NAVSHIPYD Norfolk Branch U.S. Post Office, located in 
Bldg. 1500, Portsmouth, VA, is open to the general public from 
1115-1300 Monday through Friday, excluding holidays, and 
provides bulk mail pick-up by commands from 0900-1000 Monday 
through Friday, excluding holidays.   
 
    f.  NAVPHIBASE Little Creek Branch U.S. Post Office, located 
in Bldg. 2012, is open to the general public and provides bulk 
mail pick-up from 0830-1500 Monday through Friday, excluding 
holidays. 
 
    g.  NAVSUPPACT Norfolk, Northwest Annex, Branch U.S. Post 
Office, located in Bldg. 5, is open to the general public and 
provides bulk mail pick-up from 1000-1230 Monday through Friday, 
excluding holidays.   
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SUBJECT GROUP 5000–5199 GENERAL  
 

SUBGROUP 5130 - COURIER SERVICES 
 
5130.1  Defense Courier Service (DEFCOURIERSVC), Norfolk 

 
    a.  Courier Services.  DEFCOURIERSVC Norfolk is located in 
Bldg. LP-82, NAVSTA Norfolk.  This building is located on the 
south side of Chambers Field in the NAVSTA Norfolk Terminal 
Area.  Services rendered by the DEFCOURIERSVC Norfolk are 
available to all commands with DEFCOURIERSVC/CMS accounts.  
DEFCOURIERSVC Norfolk is open from 0730-1530, Monday through 
Tuesday, and Thursday through Friday.  Prior arrangements may be 
made to drop-off or pick-up materials at other times. 
 
    b.  Procedures.  In no case will material be released to any 
person representing an addressee until that person is positively 
identified, and evidence is provided he is authorized to receive 
material for the addressee.  Proper authorization consists of a 
properly validated DEFCOURIERSVC Form 10.  Commands maintaining 
accounts at DEFCOURIERSVC Norfolk should renew their Form 10s, 
all others should submit three.  Information on DEFCOURIERSVC 
Norfolk Form 10s as well as other DEFCOURIERSVC Norfolk 
procedures can be found in the user’s manual.  Blank Form 10s 
and a DEFCOURIERSVC User’s Manual may be obtained by calling the 
phone numbers that are listed in Appendix A or by mail using the 
following address:  DEFCOURIERSVC Norfolk, Bldg. LP-82.  One 
copy of Form 10 will be returned to each command after 
validation.   
 
    c.  For the Convenience of Commands Served, the Following 
Courier Routes are Established: 
 
        (1) Langley AFB; Fort Monroe;     Wednesday  
Fort Eustis; and commands on the lower Peninsula. 
 
        (2) NAVPHIBASE Little Creek;    Tuesday 
Little Creek; Oceana; Fort Story; and Dam Neck. 
 
        (3) COMFLTFORCOM Headquarters Area;   Wednesday 
SACLANT; COMLANTFLT. 
 
        (4) CMIO Norfolk       Daily 
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NOTE:  Due to frequency of service required, the above schedules 
are subject to change.  Inquiries regarding validity of above 
schedule should be referred to DEFCOURIERSVC Norfolk by 
telephone or mail. 
 
    d.  DEFCOURIERSVC Routes/Scheduling.  Commands located on an 
established courier route having material to enter the courier 
system should notify the DEFCOURIERSVC Norfolk, 1 working day 
prior to the date of the regular schedule so that material may 
be picked up.  Commands having material to enter the courier 
system at other than the nominal delivery time, or who are not 
on an established courier route, should deliver that material to 
the DEFCOURIERSVC Norfolk. 
 
    e.  DEFCOURIERSVC for Deployers.  Afloat commands that are 
regular customers of DEFCOURIERSVC Norfolk anticipating extended 
deployments should notify the Courier Station of the estimated 
date of departure and approximate operations schedule in order 
to facilitate service during the deployment. 
 
    f.  Local Couriers.  DEFCOURIERSVC Norfolk will not accept 
material from one command in the Hampton Roads Area for 
distribution to another command in that same area.  Commands 
should furnish their own local couriers in these cases. 
 
    g.  Originator Responsibilities.  The originator of courier 
material should thoroughly familiarize one’s self with 
instructions contained in the current effective DoD Regulation 
5200.33, DoD Regulation 5200.33R, and DEFCOURIERSVC User’s 
Manual, which specify the originator’s responsibilities. 



deborah.c.barnes
Text Box
CH-1
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SUBJECT GROUP 5200–5299 MANAGEMENT PROGRAMS AND TECHNIQUES 
 

SUBGROUP 5290 - VISUAL MANAGEMENT, GENERAL 
 
5290.1  Official Photographic Services 
 
    a.  Responsibility.  Visual Information Support Center 
(VISUPCEN), Oceana, with detachments at NAVPHIBASE Little Creek, 
NAVSUPPACT Norfolk, and NAVSTA Norfolk provides the following 
services to activities in the Hampton Roads Area. 
 
        (1) Processing and reproduction of aerial reconnaissance 
photography. 
 
        (2) General still-photography, laboratory processing, 
and reproduction of photographic film.  This includes official 
portraiture photography of officers and enlisted program photos;  
location photography, which includes report/investigative 
(criminal/material) photography when death or serious injury 
have occurred; or when significant equipment has been damaged 
and Polaroid I.D. photos will not suffice; and limited coverage 
of reenlistments, retirements, and internal PAO events.  The 
laboratory services provided includes black and white and color 
film processing and printing, photo copy, slide duplication, and 
processing (E-6 only). 
 
    b.  Specialized Official Photographic Services 
 
        (1) Policy.  The Combat Camera Group (CCG) Department, 
VISUPCEN Oceana, provides specialized aerial, surface, and 
underwater still, and motion picture/video photography in 
response to COMLANTFLT/COMUSFLTFORCOM requirements for combat 
documentation, intelligence, operational documentation, R&D, and 
photojournalism. 
 
    c.  Requesting Specialized Services 
 
        (1) Aerial photography for a ship in the VACAPES 
Operating Area is requested via Naval Message to COMNAVAIRLANT 
NORFOLK VA//321// with INFO copy to VISUPCEN OCEANA VA.   
 
        (2) Video Family Grams for units deploying for over 6 
months are requested via the Type Commander. 
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        (3) All Other Specialized Services 
 
            (a) COMLANTFLT commands submit letter or message 
requests to VISUPCEN OCEANA VA with INFO copy to COMLANTFLT 
NORFOLK VA//337//.   
 
            (b) Non-COMLANTFLT commands submit letter or message 
requests to COMLANTFLT NORFOLK VA//337// with INFO copy to 
VISUPCEN OCEANA VA.   
 
            (c) Questions about services may be directed to 
VISUPCEN Oceana Operations. 
 
5290.2  Camera Possession and Usage 
 
    a.  Military members assigned to, and civilian visitors of, 
the various naval activities within SOPA (Admin) Hampton Roads 
Area of Operations may possess cameras and video cameras and 
take pictures for their personal use.  They may not take 
pictures in areas where photography is prohibited. 
 
    b.  Various naval activities in the Hampton Roads Area have 
specific guidelines on the use of camera and/or video camera 
usage on their installations.  All military members and civilian 
guests are required to contact the installations’ Security 
Department if they have questions regarding the proper use of 
photographic equipment. 
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SUBJECT GROUP 5300–5399 MANPOWER/PERSONNEL 
 

SUBGROUP 5300 – GENERAL 
 
5300.1  Regional Non-Appropriated Fund (NAF) Personnel Office.  
The Regional NAF Personnel Office provides personnel services to 
the NAF employees of Morale, Welfare, and Recreation (MWR) and 
Combined Bachelor Housing, including recruitment, records 
management, employee and labor relations, and benefits 
administration.  Recruitment for full-time and flexible 
positions is available to the general public, including spouse 
and family members, active duty military, and retirees.  Spouse, 
veteran, and involuntary separated military members who meet 
requirements are eligible for preferences.  Applications are 
available at all sites.  Resumes are also accepted.   
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SUBJECT GROUP 5300–5399 MANPOWER/PERSONNEL 
 

SUBGROUP 5353 – ALCOHOL ABUSE CONTROL 
 
5353.1  General 
 
    a.  Restrictions.  Except as authorized herein, or by 
applicable regulations or state laws, the sale, possession, 
transportation, and consumption of alcoholic beverages by 
military personnel within the COMNAVREG MIDLANT Area of 
Operation is prohibited and is punishable under the Uniform Code 
of Military Justice.  Those beverages with more than 3.2 percent 
alcoholic content by weight are deemed alcoholic for purposes of 
these provisions. 
 
    b.  Possession.  All personnel, officers, enlisted, or 
civilian, 21 years of age and over, may possess and consume 
alcoholic beverages, unless otherwise specifically prohibited by 
the commanding officer, in public quarters, messes and clubs, 
bowling alley lounges, and areas set aside on an occasional 
basis for command entertainment functions.  The term "public 
quarters,” as used above, includes bachelor housing quarters. 
 
    c.  Transportation.  Unsealed alcoholic beverages will not 
be transported on military installations.  All military 
personnel and their adult dependents are authorized to transport 
sealed alcoholic beverages on or off military installations at 
any time, provided they do so in accordance with state law.  
Title 4.1 of the Code of Virginia allows any person to bring in 
their personal possession into the Commonwealth of Virginia, not 
for resale, alcoholic beverages in an amount not to exceed  
1 gallon or 4 liters.  Title 4.1 also allows the transport of a 
reasonable quantity of alcohol, not for resale, in the personal 
or household effects of a person relocating their residence to 
the Commonwealth of Virginia.  Title 4-72.1 of the Code of 
Virginia further provides that the transportation of alcoholic 
beverages (excluding beer and wine) purchased within the state 
(e.g., retail purchases) will be limited to 3 gallons.  Not more 
than 1 of those 3 gallons can be in containers smaller than one 
fifth of a gallon in size.  Violators may be found guilty of a 
Class 1 misdemeanor.  In addition, alcoholic beverages illegally 
transported in excess of the quantity authorized may be 
confiscated and subject to forfeiture proceedings, and the 
vehicle involved, if any, may be seized. 
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    d.  Age Limits.  The purchase by, or on behalf of, providing 
to possession by or consumption of alcoholic beverages by, or 
the sale thereof to persons under 21 years of age is prohibited 
except as specifically authorized by applicable regulations or 
state law.  A person under 21 years of age may not be employed 
as a bartender or in any other capacity involving dispensing of 
alcoholic beverages. 
 
    e.  Violators are subject to disciplinary action under the 
Uniform Code of Military Justice. 
 
5353.2  Drug and Alcohol Abuse Prevention Education 
 
    a.  The Center for Personnel Development, Detachment, Drug 
and Alcohol Program Management Activity (CENPERSDEV DET DAPMA), 
Norfolk’s mission is to provide drug and alcohol abuse 
prevention education, de-glamorization and health promotion 
services, training, and technical assistance to Navy commands 
east of the Mississippi, and to naval organizations assigned to 
the Atlantic Fleet and Europe. 
 
    b.  Courses Offered 
 
        (1) Alcohol and Drug Abuse Managers/Supervisors (ADAMS) 
 
            (a) ADAMS for Managers is a career requirement.  
This 4-hour seminar is designed to provide commanding officers, 
officers in charge, executive officers, command master chiefs, 
and others in management positions information required to 
develop and evaluate effective command drug and alcohol 
programs. 
 
            (b) ADAMS for Supervisors is a 1-day course designed 
to provide Navy supervisors with knowledge and skills in alcohol 
and drug abuse prevention, recognition and documentation, 
intervention, and aftercare.  
 
            (c) ADAMS Facilitator.  “The Facilitators Course” 
consists of 5 days of training followed by a certification 
process that trains qualified candidates to teach the ADAMS for 
Supervisors Course at their own command.   
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        (2) The Drug and Alcohol Program Advisor (DAPA) Course 
is required within 90 days of appointment for all DAPAs unless 
they have previously completed the course within the last  
3 years.  Training focuses on Navy policy, procedures, 
prevention skills, and aftercare monitoring.  
 
        (3) Urinalysis Program Coordinator (UPC) Course.  As the 
advisor to the commanding officer on all matters relating to 
urinalysis collection, the UPC learns the proper methods for 
collecting, packaging, and transporting samples to maintain the 
integrity of the command’s testing program. 
 
    c.  For more information, or to obtain class quotas, call 
DAPMA Quota Control. 
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SUBJECT GROUP 5300–5399 MANPOWER/PERSONNEL 
 

SUBGROUP 5360 – DEATHS AND FUNERALS 
 
5360.1  General.  Commander, Navy Region, Mid-Atlantic’s 
(COMNAVREG MIDLANT) Regional Casualty Assistance Calls Officer 
(CACO) Coordinator will coordinate the rendition of Military 
Honors at all funerals in COMNAVREG MIDLANT's Area of Operation, 
and will assist in making arrangements with other Coordinators 
for Honors outside the Mid-Atlantic Region.  
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SUBJECT GROUP 5400–5499 ORGANIZATION, FUNCTIONS, AND STATUS 
 

SUBGROUP 5400 – GENERAL 
 
Ref:   (a) OPNAVINST 5450 Ser 09B22/9U507311 of 2 Feb 99 
       (b) COMLANTFLTINST 5400.2 
       (c) COMNAVREGMIDLANTINST 3120.1  
 
5400.1  Authority for Establishment.  Commander, Naval Base 
(COMNAVBASE), Norfolk, was created by General Order No. 223 of 
14 September 1945, and was established on 30 November 1945.  
Reference (a) approved title and mission modifications for 
COMNAVBASE Norfolk in order to more accurately define the scope 
of the command, and renamed it Commander, Navy Region,  
Mid-Atlantic (COMNAVREG MIDLANT).  The new mission statement 
includes the following words:  To perform military command of 
assigned shore activities to coordinate the provision of shore 
activity support to the operating forces of the Navy, other 
naval activities, and tenant commands. 
 
    a.  Policy 
 
        (1) Services Rendered to the Fleet.  In general, all 
facilities of COMNAVREG MIDLANT are for the ultimate service of, 
and every possible service will be rendered to, operating 
forces. 
 
        (2) Execution of Policies Directed.  COMNAVREG MIDLANT 
will establish and carry-out area coordination policies as CNO 
Regional Fleet Concentration Area (FCA) representative. 
 
    b.  Component Activities to Act 
 
        (1) COMNAVREG MIDLANT receives directives, or requests, 
with subordinate component activities as information addressees 
that fall into the following categories: 
 
            (a) Those that require no amplification and permit 
little alternative action and, which, by their very nature, 
obviously require action by a subordinate component activity of 
COMNAVREG MIDLANT.  In such cases, the responsible subordinate 
component activity shall initiate action, advising COMNAVREG 
MIDLANT and others who need to know of the action taken. 
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            (b) Those where a reasonable doubt may exist as to 
which of two or more subordinate component activities should 
act.  In such cases, each subordinate component activity with an 
interest in the subject matter shall submit comments or 
recommendations to COMNAVREG MIDLANT. 
 
            (c) Those that involve matters of policy or require 
ultimate decision by COMNAVREG MIDLANT.  In such cases, 
responsible and interested subordinate component activities 
shall submit recommendations to COMNAVREG MIDLANT, who will 
complete the necessary action. 
 
        (2) Correspondence between individual subordinate 
component activities and the Navy Department on matters of 
management control is authorized; components will keep the 
Commander informed on all matters adversely affecting the state 
of readiness or operating ability and effectiveness of the 
activity.  Correspondence concerning mission, efficiency, and 
controversial issues will be forwarded to or via COMNAVREG 
MIDLANT. 
 
        (3) Unless otherwise stated or indicated, the normal 
period for receipt of action on routine directives will be 24 
hours, if by message, and 10 days, if by letter.  Non-receipt of 
action within these periods will normally be subject to follow-
up.  Prompt official notification to COMNAVREG MIDLANT or the 
responsible senior should be made in cases where action cannot 
be completed within the periods prescribed above. 
 
5400.2  Tasks and Functions Assigned by COMLANTFLT.  COMLANTFLT 
has designated COMNAVREG MIDLANT as SOPA (Administrative 
(ADMIN)) Hampton Roads.  As SOPA (ADMIN) Hampton Roads, 
COMNAVREG MIDLANT performs functions under the authority of 
SOPA.  In carrying-out duties and responsibilities, SOPA (ADMIN) 
Hampton Roads is authorized to deal directly with Fleet Units.  
SOPA (ADMIN) Hampton Roads performs duties assigned, as outlined 
in article 2502 of COMLANTFLTINST 5400.2, and in paragraphs 4 
and 5 of the Introduction to this manual. 
 
5400.3  Tasks and Functions Assigned.  SOPA (ADMIN) Hampton 
Roads is also tasked with the following: 
 
    a.  Assuring FCA area logistic support to Navy and Marine 
Corps operational activities within the area. 
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    b.  Maintaining, as necessary, in connection with Navy 
functions, effective liaison with appropriate local units of the 
Atlantic Fleet, Army, Air Force, Coast Guard, other Federal 
Agencies, and appropriate local, civil officials and agencies. 
 
    c.  Coordinating search and rescue (SAR) assistance, as 
directed, utilizing component activities possessing SAR 
capabilities. 
 
    d.  Coordinating logistic support of Atlantic Fleet Units, 
other than air, at dispersal areas. 
 
    e.  Assigning the responsibility for, and the coordination 
of, all matters affecting perimeter and internal area security 
in situations where both military Sentries and the Special 
Police Force are involved within the Hampton Roads Area. 
 
    f.  Inspecting and surveying component activities to ensure 
maximum efficiency. 
 
    g.  Establishing a Disaster Control Group and drafting 
detailed plans for disaster control operations within the 
geographical limits of FEMA Region III, as provided for in the 
COMNAVREG MIDLANT Disaster Control and Recovery Plan, 
COMNAVREGMIDLANTINST 3440.24. 
 
5400.4  Tasks and Functions Assigned by the Chief of Naval 
Operations (CNO).  CNO assigned the responsibility for the 
import phase of shipping control for Norfolk to COMNAVREG 
MIDLANT.  This responsibility includes coordination and the 
supervision necessary to ensure proper performance of the 
function delegated to Commanding Officer, Naval Station 
(NAVSTA), Norfolk.  The area coordination function is in 
accordance with SECNAVINST 5400.14, OPNAVINST 5400.24, and 
OPNAVINST 5450.19. 
 
5400.5  Organization and Command Relationships 
 
    a.  Command.  COMNAVREG MIDLANT is commanded by a line 
officer eligible for command at sea whose title is Commander, 
Navy Region, Mid-Atlantic (COMNAVREG MIDLANT), Norfolk, 
Virginia.  As prescribed by Article 1026, Navy Regulations, the 
current COMNAVREGMIDLANTINST 5402.4 designates officers to 
succeed to command of Navy Region, Mid-Atlantic, in the event of 
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the incapacity or death of the Commander, or when he is absent 
from the Norfolk area.  Reference (c) describes regional 
functions and roles.   
 
    b.  Chain of Command.  CNO exercises command of COMNAVREG 
MIDLANT through Commander, Navy Installations Command (CNI), in 
accordance with OPNAVINST 5400.24. 
 
    c.  Area Coordinator.  COMNAVREG MIDLANT is the immediate 
area coordinator for certain shore activities physically located 
within the COMNAVREG MIDLANT Area, as outlined in enclosure (2) 
to OPNAVINST 5400.24. 
 
5400.6  SOPA Hampton Roads Area 
 
    a.  Definitions and Duties.  The definition and duties of 
SOPA and SOPA (ADMIN) are prescribed by Navy Regulations and 
reference (b), and are listed in the Introduction this manual. 
 
    b.  Administrative Procedures.  This manual contains local 
SOPA Subarea guidance, as appropriate.  Other routine procedures 
relating to SOPA functions are described below. 
 
        (1) Representative Procedures.  SOPA (ADMIN) Hampton 
Roads identifies the acting SOPA Hampton Roads Area and Subarea 
SOPAs via message that is released each Tuesday.  This message 
includes changes in SOPA, which are anticipated during the 
following 7-day period.  In the event unanticipated changes must 
occur, an additional representative report is made by message 
covering the event.  Subarea SOPAs (ADMIN) will not issue 
representative reports. 
 
        (2) Changes in SOPAs.  SOPA Hampton Roads Area and 
Subarea SOPAs will keep SOPA (ADMIN) Hampton Roads Area and 
Subarea SOPAs (ADMIN), as appropriate, advised of intended 
movements out of the Hampton Roads Area as far in advance as 
practicable so that an orderly shift of SOPA responsibilities 
and issuance of timely announcements can be made.  Prior to 
issuance of representative report messages, SOPA (ADMIN) Hampton 
Roads Area will confirm the ability of the successor to assume 
SOPA duties and advise him of any outstanding current SOPA 
orders not promulgated in permanent form.  This does not 
preclude direct communication between the incumbent SOPA and his  
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relief to discuss outstanding orders and other matters that will 
enhance the continuity of SOPA authority.  Such communication is 
encouraged. 
 
        (3) Issuance of Orders by SOPAs.  SOPA Hampton Roads 
Area and Subarea SOPAs may issue orders or instructions to their 
forces afloat directly or through their SOPA (ADMIN).  In any 
case, the originator of SOPA orders shall include SOPA (ADMIN) 
Hampton Roads Area VA and appropriate Subarea SOPA (ADMIN) as 
INFO or “copy to” addressees.  The originator of Subarea SOPA 
orders shall include SOPA Hampton Roads and SOPA (ADMIN) Hampton 
Roads as INFO or “copy to” addressee. 
 
        (4) File of Orders by SOPA.  In accordance with Article 
935 of Navy Regulations, the SOPA shall require that a file be 
maintained of all orders issued by him or other competent 
authority, which are applicable to naval forces afloat.  This 
file shall be transferred to succeeding SOPAs.  SOPA (ADMIN) 
Hampton Roads will maintain a file of orders issued by SOPA and 
of other local orders of interest to forces afloat.  Since such 
orders will normally be promulgated to All Ships and Fleet Units 
present, it will not be necessary to physically transfer this 
file to succeeding SOPAs.  All Flag Officers eligible for 
succession to the position of SOPA are expected to maintain up-
to-date files of such orders.  Subarea SOPAs (ADMIN) will 
maintain similar files for their Subarea, and officers eligible 
for succession to Subarea SOPA responsibilities will keep up-to-
date files of orders issued by SOPA, Subarea SOPAS, and others 
that are of interest to forces afloat in the Subarea. 
 
        (5) Orders Having Permanent Applicability.  Orders 
issued by SOPAs having permanent applicability should be 
incorporated into this manual. 
 
        (6) Exercise of Initiative by Subarea SOPA.  SOPA 
Hampton Roads Area has directed Subarea SOPAs to conduct random 
checks of forces afloat within their respective Subareas to 
ensure that ships and units present maintain the highest 
standards of smartness, and especially of uniform and military 
courtesy.  Subarea SOPAs are encouraged to exercise personal 
initiative in matters of interest for forces afloat within their 
Subareas and, where required, take immediate corrective action 
or bring unsatisfactory situations to the attention of other 
responsible authorities. 
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SUBJECT GROUP 5500–5599 SECURITY 
 

SUBGROUP 5500 - GENERAL 
 
5500.1  General 
 
    a.  Mission.  Commander, Navy Region, Mid-Atlantic 
(COMNAVREG MIDLANT), Program Director for Public Safety (PD PS), 
is responsible for Public Safety functions throughout the 
Hampton Roads Area on behalf of SOPA (ADMIN) Hampton Roads.  
Public Safety is comprised of three separate but related major 
functions:  (1) Fire Protection Services; (2) Physical Security 
Services; and (3) Occupational Safety and Health (OSH) Services 
(less aviation safety).  The specific missions are: 
 
        (1) Fire Service.  To responsively and efficiently 
provide comprehensive fire and emergency services in order to 
protect life and property, with a focus on customer input and 
quality service.  
 
        (2) Physical Security Service.  To responsively and 
efficiently provide Anti-Terrorism/Force Protection, law 
enforcement, and physical security while promoting community 
policing, all in a fair and impartial manner.  
 
    Disaster control in the event of a terrorist incident is 
discussed in Subgroup 5530 of this manual.  
 
        (3) OSH Service Mission.  To be the Navy's recognized 
leader in efficiently providing OSH services, thereby enhancing 
quality of life by ensuring a customer-focused safe and 
healthful work environment.  The Explosive Safety Program 
provides informed guidance regarding compliance with established 
standards and practices in order to maintain acceptable levels 
of risk. 
 
    b.  Details pertinent to the Fleet missions will be 
accomplished as outlined in the sub-sections of this chapter and 
other portions of this manual. 
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SUBJECT GROUP 5500–5599 SECURITY 
 

SUBGROUP 5510 – INFORMATION SECURITY 
 
5510.1  Shredder Facility, Naval Facilities Engineering Command, 
Mid-Atlantic (NAVFAC MIDLANT) 
 
    a.  Hours of Operation.  Shredder service is available from 
NAVFAC Norfolk Transportation Department (Code 700).  The 
shredder facility is located in Bldg. Z-313 and is open: 
 
    Monday through Friday 0730-2330 - *by appointment only. 
 
*Note:  Hours of operation may be extended by special request, 
based on urgency. 
 
    b.  Information 
 
        (1) Plastic shredders are approved for destruction of 
classified material and all non-reduction, CLASSIFIED COMSEC 
material.  This specifically includes intact, wrapped key card 
books; paper Mylar; paper key tapes in their canisters; and non-
mos chip, technology-printed circuit boards.  Magnetic tapes, 
floppy discs, and typewriter ribbons (not in case) may also be 
destroyed. 
 
        (2) Classified microfiche, microfilm, reduction 
photography, or micro circuitry may not be destroyed. 
 
    c.  Costs 
 
        (1) Scheduling the shredder, and charges for its use, 
are based on the proposed number of bags to be shredded.  This 
reduces instances of scheduling for more time than will actually 
be required. 
 
        (2) Funding documents (NAVCOMPT Form 2275, DD Form 1149, 
etc.) should be sent to the Comptroller Department, NAVFAC 
MIDLANT, based on the anticipated number of bags to be shredded 
for the fiscal year.  The cost per bag is published annually in 
NAVFACMIDLANTNOTE 7030, Stabilized Rates For Utilities, 
Sanitation, Transportation, Direct Labor, and Other Services. 
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    d.  User Responsibilities.  Shredder users are responsible 
for: 
 
        (1) Handling their CLASSIFIED material and certifying 
its destruction with witnesses and record of destruction, if 
required, per SECNAVINST 5510.36. 
 
        (2) Unloading, moving, and unpacking material for 
destruction at the shredder facility.  CLASSIFIED material 
cannot be left unattended in a building or a vehicle. 
 
        (3) Ensuring CLASSIFIED material is not left in burn 
bags.  Bags must be torn open and visually inspected before 
discarding them in the trash containers.  Burn bags will not be 
shredded. 
 
        (4) Removal of clips, clamps, rivets, binders, staples, 
rubber bands, fasteners, etc., before loading material 
conveyors.  These items should be removed prior to placing 
material in burn bags.  Trash, such as coffee cups, Kleenex 
tissues, food wrappers, and cans should not be placed in burn 
bags and will not be shredded. 
 
        (5) Loading and spreading material evenly across hopper 
trays.  Key card books, canisters, magnetic tapes, floppy disks, 
and typewriter ribbons must be mixed with paper.  Material 
feedrate - 9 x 11 in per conveyor section.  Do not overload. 
 
        (6) Observing destruction of material through glass 
window on exhaust tube.  When window is clear, shredding is 
complete. 
 
        (7) Checking tabletop, floor under table and hopper, 
trap doors under hopper, and sides of shredder for residue.  
Clean-off table and floor, and place trash in receptacles 
provided. 
 
        (8) Completion of NAVFAC MIDLANT Destruction Inspection 
Check-off List to ensure no CLASSIFIED material has been 
provided. 
 
        (9) Signing log before leaving. 
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    e.  Scheduling Appointments 
 
        (1) To schedule a shredder appointment, call the 
appointment desk.  You must provide a job order number to make 
an appointment. 
 
        (2) Appointments are made on a first-come, first-served 
basis, and can be scheduled no more than 30 days in advance.  
Commands or ships with special requirements should contact the 
appointment desk. 
 
        (3) Shredder time is at a premium.  Please conduct your 
business in a timely manner and leave the area when the 
operation is completed. 
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SUBJECT GROUP 5500–5599 SECURITY 
 

SUBGROUP 5512 - IDENTIFICATION 
 
5512.1  Admission and Access to Regional Installations 
 
    a.  Personnel access 
 
        (1) All personnel will have proper identification 
immediately available for display to Sentries upon approaching 
naval installation gates.  U.S. Armed Forces personnel and their 
dependents normally will be admitted at any hour upon 
presentation of an Armed Forces Identification Card (ID) 
(Active, retired, or reserve on active duty).  Civilian 
employees will be admitted by means of their current U.S. 
Government ID Card, CAC ID, Optional Form 55.  Retired Civil 
Service ID Cards are not intended, nor will they be used, for 
the purpose of gaining entrance to the installation.  Vehicle 
decals are not provided for retired Navy civilian employees.  
Guidance on issuance of decals is provided in Section 5520. 
 
        (2) Military Dependents and Family Members.  Military 
dependents residing in quarters, and family members other than 
dependents residing in the Hampton Roads Area, may be issued a 
General Access Pass (Stamped Base Resident) as a means of 
personal identification during routine or special checks made by 
gate Sentries.  The General Access Pass will also authorize a 
vehicle to proceed if the holder is a driver or a passenger and 
will be issued at the installation Security Department Pass and 
ID Office upon request by the sponsor.  
 
        (3) Civilian Guests.  A “civilian guest” is a special 
category of non-military visitor who is visiting one of the 
following:  A member of the Armed Forces residing on a naval 
installation or stationed onboard a ship; or, a dependent or 
other non-military person residing on the installation.  A 
“civilian guest” is also a non-military visitor accompanying a 
member of the Armed Forces or a person holding a valid Uniformed 
Services Identification and Privilege Card (DD Form 1173) for 
the purpose of visiting authorized messes and clubs as a guest 
of the authorized sponsor.  Sponsors of civilian guests, as 
defined by this paragraph, should comply with the following 
steps in order to ensure their guests are admitted: 
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            (a) Call the respective installation Pass and ID 
Office with the names of the people you are expecting (if it is 
an extended visit, a Temporary Pass is required), their 
approximate time of arrival, and the gate which they will enter.  
 
            (b) Ask your guests to identify themselves to the 
Sentry and to state your name as sponsor. 
 
            (c) The Sentry will assist the guest(s) in reaching 
their destination on the installation. 
 
            (d) If the visit is unannounced, and the sponsor is 
unavailable to the Sentry, respective Security Departments will 
determine if a Visitor’s Pass should be issued.  In such cases, 
some identification will be required, and some delay may be 
incurred. 
 
        (4) Agents for the Handicapped or Youthful Dependents.  
Persons designated as agents to make or assist with purchases 
for an authorized commissary store or exchange patron who is 
handicapped, disabled, or too young to purchase items on their 
own, will be issued an Agent Letter by the installation Security 
Department Pass and ID Office.  The installation Security 
Department will also issue a General Access Pass to the agent 
for the period of time authorized in the agent’s letter.  A 
Commercial Decal may be issued for the agent’s vehicle if it is 
used to transport the sponsor to and from the base. 
 
        (5) News Media Representatives.  News Media 
representatives will not be granted entry on installations 
unless they are escorted by the installation Public Affairs 
Office (PAO).  No subordinate or tenant commands may authorize 
News Media access to the installation.  News Media 
representatives will be escorted by a PAO representative of the 
host command or his delegate at all times.  In the event a News 
Media representative arrives at a gate unannounced, the Sentry 
will direct that person to the respective Pass and ID Office who 
will notify the installation PAO. 
 
        (6) Other Federal Government Employees.  Employees of 
other Federal agencies will be admitted upon presentation of 
identification issued by their employing department or service.  
Civilian employees, TAD to naval installations, driving vehicles 
with current DoD decals, will be allowed access based on 
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presentation of identification and a set of their TAD Orders.  A 
Temporary Base Pass for the length of the TAD will be issued to 
POVs not displaying a current DoD decal or installation tag.  
Such persons should stop at the installation Pass and ID office.   
 
        (7) Business Person Access 
 
            (a) A General Access Pass is issued to the following 
categories of personnel:  contractors, taxi drivers, domestics, 
vendors, and business personnel; also in special situations.  A 
General Access Pass does not authorize vendors, contractors, or 
business personnel to conduct general solicitation nor does it 
allow general access to installation premises.  Such pass 
holders will have made specific appointments with base personnel 
or contract provisions to visit.  Contract provisions to follow-
up on equipment or services shall be made by prior appointment 
with the command’s contracting officer or other designated 
officials.  It should be noted that the General Access Pass will 
be limited to persons whose frequency of visits to the base 
averages at least twice weekly.  Eligible applicants should stop 
at the installation Pass and ID Office and comply with the 
following procedures: 
 
                1.  Application forms will be available at the 
installation Pass and ID Office.  Any person who qualifies for a 
Business Pass will be eligible for an installation Commercial 
Vehicle Decal for company-owned vehicles used for regular 
business visits to the issuing installation only. 
 
                2.  All Business Passes will be issued for the 
period of time necessary to complete the business or contract, 
up to 12 months.  The length of time will be specified by the 
sponsoring activity (usually the installation customer) 
endorsing the application.  Upon expiration, passes may be 
renewed if services are still required, following the same 
procedures as for the initial issue. 
 
                3.  The sponsoring command or activity is 
responsible for determining if applicants for Business Passes 
meet the eligibility requirements of this instruction and that 
the best interests of the Navy are being served.  The sponsoring 
command’s endorsement also has the effect of confirming that the 
sponsoring activity has sighted proof of the company’s proper 
licensing under applicable federal, state, or municipal laws. 
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                4.  Commanding officers and officers-in-charge 
shall not delegate authority to endorse Business Pass 
applications below department head-level.  Favorable endorsement 
of an application indicates that the sponsoring command or  
activity accepts a degree of responsibility for actions of the 
applicant, and/or the represented firm, while on the 
installation. 
 
                5.  Any command or activity that has endorsed a 
commercial representative for a Business Pass may withdraw an 
endorsement at any time by notifying the installation Security 
Department who will initiate action to recover and cancel the 
pass. 
 
        (8) Contractor Personnel Access 
 
            (a) Sponsor’s Responsibilities for General 
Contractors and Non-Master Ship Repair (MSR)/Agreement Boat 
Repair (ABR) Ship Repair.  Activities awarding contracts for 
work to be performed on installations shall direct contracted 
personnel to individually receive their decals and passes from 
respective installation Security Department Pass and ID Offices.  
 
            (b) General Guidelines For All Contractors 
 
                1.  General/MSR/ABR contractors will provide a 
complete list of subcontractors to the installation Security 
Department Pass and ID Office.  In addition, each general and 
sub-contractor will furnish an access list of all contracted 
personnel along with the name, title, and sample signature of 
the validating official who will be responsible for 
administering the sponsoring activity’s identification badges.  
In the event the validating official is replaced, the contractor 
shall immediately furnish the Security Department Pass and ID 
Office with the name and sample signature of the replacement. 
 
                2.  Contractors, other than MSR/ABR, shall 
obtain badge request applications from the installation Pass and 
ID Office and be processed on an individual basis, or for 
groups, by appointment only.  Badges for all contractors will be 
valid for 1 year from the date of issue or until cancelled by 
the issuing authority. 
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                3.  Contractors will notify the installation 
Security Department Pass and ID Office when a badge is lost, or 
no longer officially required (e.g., upon completing or 
terminating a contract, or when employees are discharged, 
transferred, or resign).  
 
                4.  If vehicle decals are required in accordance 
with the provisions of this manual, for either company or 
privately-owned vehicles, it will be necessary to present 
current registration, proof of liability insurance coverage, 
State Safety Inspection receipt, and a valid Driver’s License to 
the installation Pass and ID Office.  Contractors, manufacturer 
representatives, or other system/equipment technicians entering 
the base on an infrequent basis will be allowed to proceed by 
showing personal identification (Driver’s License or Company ID) 
and vehicle registration, or, in the case of rental vehicles, 
appropriate rental agreement/documentation.  MSR/ABR contractors 
who have been issued vehicle decals shall ensure that stringent 
controls are maintained and the validating official views the 
documentation required above. 
 
        (9) Access policies and procedures specific to NAVSHIPYD 
Norfolk are addressed in NAVSHIPYDINST 5400.1, Information to 
Ships, and may be obtained from the NAVSHIPYD Norfolk Pass and 
Tag Office.    
 
5512.2  Fingerprinting Services 
 
    a.  Installation Security Departments may provide 
fingerprinting services within the Pass and ID Office.  Hours of 
operation differ between regional installations.  
 
    b.  Fingerprinting of Groups.  In the event service is 
desired for a group of more than 5 persons, an appointment 
should be made by calling the Pass and ID Supervisor.  When 
larger numbers of personnel need to be fingerprinted, 
arrangements for portable fingerprinting equipment loaned to the 
activity may be made by contacting the respective installation’s 
Security Department. 
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SUBJECT GROUP 5500–5599 SECURITY 
 

SUBGROUP 5520 - PERSONNEL SECURITY 
 
5520.1  Vehicle Access and Control On Board Installations 
 
    a.  Vehicle Identification and Movement Control.  
Identification and control of personnel is related directly to 
privately-owned motor vehicles on board activities.  The 
authority to determine the type of identification system used 
for privately-owned vehicles is addressed in DODINST 11200.5.  
The vehicle identification method used serves as a means to 
identify vehicles as having authority for being operated and 
parked on the installation.  Identification required of persons 
traveling in motor vehicles will be the same as required of 
pedestrians entering or leaving an installation. 
 
    b.  Regional Vehicle Registration.  The DoD decal is the 
proper method of identifying vehicles owned by persons 
authorized on board a military installation.   
 
    c.  Infrequent Visitor Vehicle Control.  A white, dated 
Visitor’s Pass displayed on the dashboard of a vehicle, so as 
not to obscure the driver's vision, will be used to identify a 
visitor's vehicle.  In addition to the administrative 
information contained on the card, the following warning 
statements appear: 
 
        (1) Acceptance of this pass gives your consent for this 
vehicle to be searched while entering, on board, or leaving any 
military installation. 
 
        (2) Possession of firearms, non-prescribed drugs, and 
unsealed intoxicating beverages within the vehicle is 
prohibited. 
 
        (3) All state and local vehicle regulations are in 
effect on all Mid-Atlantic installations. 
 
        (4) Park only in authorized non-reserved spaces. 
 
        (5) Unauthorized use or possession of this pass is 
unlawful and will make the offender liable to a fine and/or 
imprisonment. 



                      COMNAVREGMIDLANT/SOPA(ADMIN)HRINST 5400.1A 
                      03 APR 2006 

 

5520-2 

        (6) Seat belt usage required (IAW OPNAVINST 5100.12 and 
Subgroup 5100 of this manual). 
 
    d.  Commercial Vehicles.  Commercial vehicles, including 
buses, are authorized entry by permanent registration or visitor 
control methods.  Normal search and identification verification 
procedures and additional local precautions will be applied to 
prevent unauthorized material or personnel being introduced into 
or removed from the installation. 
 
    e.  Control of Media Vehicles.  All media vehicles will be 
escorted in order to gain access to the installation.   
 
    f.  Government-Owned Vehicles.  Government-owned vehicles 
are provided with other means of identification, not annotated 
in this instruction. 
 
    g.  Honoring of Vehicle Identification.  DoD vehicle 
identification, issued to military personnel by other 
activities, is honored throughout Hampton Roads, in accordance 
with DODINST 11200.5. 
 
    h.  Emergency Vehicles.  Emergency vehicles (e.g., 
ambulances, municipal fire engines, municipal police, etc.) will 
be granted access at all times while on official duty.  In “Hot 
Pursuit" situations, such vehicles will notify Base Police in 
order to coordinate response and assistance as required.   
 
5520.2  Admission of Private and Commercial Vehicles 
 
    a.  Vehicle Decals.  Current installation-specific or 
regional vehicle decals must be displayed on all commercially 
and privately-owned motor vehicles that are operated regularly 
on Hampton Roads installations for periods exceeding 90 days.  
All persons, including commissioned officers, enlisted 
personnel, government employees assigned to activities and 
commands within Hampton Roads and on board locally based Fleet 
units, and employees of commercial firms that conduct business 
here on installations will obtain vehicle permits at respective 
installation Pass and ID Offices.  Applicants must present the 
following documents to obtain vehicle permits: 
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        (1) Current Vehicle Registration.  Vehicles must be 
registered in the applicant's name, or in the name of a military 
dependent or in a commercial firm's name.  A spouse of a 
servicemember who is deployed, TAD, hospitalized, etc., may be 
issued a decal, providing the spouse has the vehicle's valid 
registration and a current dependent's identification card.  
When the registered owner of the vehicle is not available, a 
power of attorney or notarized letter authorizing the applicant 
to use the vehicle is required.  A rental or lease contract in 
the applicant's name can be used to register a vehicle on the 
base.   
 
        (2) Valid Driver's License.  Armed Forces personnel and 
their dependents that co-reside must present a valid driver's 
license issued by one of the 50 states.  Civilians must present 
a valid license issued by the Commonwealth of Virginia or the 
state from which they commute daily.   
 
        (3) Public Liability and Property Damage Insurance.  The 
insurance must cover the vehicle and the driver in compliance 
with Virginia Motor Vehicle Liability Laws.  Lesser amounts of 
insurance are acceptable provided they meet the minimum 
requirements of the state in which the vehicle is registered.  
This exception applies only until the expiration date of the 
current policy, but not more than 1 year.  Thereafter, insurance 
coverage must meet Virginia Motor Vehicle Liability Laws.  
 
        (4) Standard Vehicle Safety Inspection Sticker.  All 
vehicles will be required to have a valid vehicle safety 
inspection prior to registering their vehicle on Mid-Atlantic 
installations.  Safety inspections are required regardless of 
whether the state the vehicle is registered in requires a safety 
inspection. 
 
    b.  Attachment of Vehicle Decals.  DoD decals must be 
physically attached to the vehicle.  The decal will be placed on 
the top center of the windshield in the following manner:  
 
        (1) Registration Strip, placed parallel to the top of 
the windshield. 
 
        (2) Installation Strip, centered directly below, and 
parallel to, the bottom of the Registration Strip. 
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        (3) Expiration month will be placed directly below the 
Registration Strip to the left of the Installation Strip.  The 
year will be placed to the right of the Installation Strip.  
 
        (4) Rank Strips may not be placed on the windshield with 
the decal due to restrictions set by the state of VA.  If used, 
they may be affixed to the back of the rear view mirror. 
 
    c.  DoD decals are not to be interchanged between vehicles.  
Upon sale or disposal of a vehicle, the decal must be returned 
to Installation Security Department’s Pass and ID Office.  
Personnel being discharged from the Armed Forces, or civilian 
employees who are resigning, retiring, or terminating 
employment, must also turn in their decals. 
 
    d.  Pass-issuing activities shall not knowingly issue a 
vehicle decal to any person whose vehicle already bears a 
current decal from another Department of the Navy activity until 
the existing decal is removed.  Persons whose vehicles bear more 
than one decal will be required to surrender all except the one 
issued at their primary duty station.  However, retired Armed 
Forces personnel who work at a naval activity on board an 
installation in Hampton Roads, and who have a vehicle permit 
issued by a non-Navy military activity, may display both 
permits. 
 
    e.  Vehicle decals for motorcycles will be issued only after 
the owner has completed an approved Motorcycle Operator's 
Course, as specified in this manual. 
 
    f.  A Temporary Vehicle Pass, valid for up to 90 days, 
renewable in special circumstances, will be issued at 
installation Security Department Pass and ID Offices to persons 
listed below: 
 
        (1) Personnel reporting for permanent duty pending 
receipt of a permanent vehicle decal. 
 
        (2) Personnel who have recently purchased a vehicle with 
temporary registration who are awaiting receipt of permanent 
registration. 
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        (3) Personnel whose business on board an installation in 
Hampton Roads is of short duration, but more than 24- hours in 
length. 
 
        (4) Personnel who are using another person’s vehicle 
that does not bear a valid DoD decal for a temporary period (2 
weeks). 
 
        (5) Long-term houseguests of installation residents on 
board the installation (hosts should make arrangements at 
respective installation Security Department Pass and ID Office). 
 
        (6) Government/private/leased/rental vehicles 
(rental/leased contract will suffice in lieu of registration). 
 
    g.  In the event of heightened security measures, a 
Visitor’s Pass, valid on date assigned, will be issued to 
persons listed below (evidence of liability insurance is not a 
requirement for issuance of these passes): 
 
        (1) Any guest of a member or dependent of the Armed 
Forces stationed on the installation. 
 
        (2) Active duty military personnel or their dependents 
who are visitors in the area or who have reported for permanent 
or temporary duty and have not yet obtained a permanent or 
temporary local vehicle permit. 
 
        (3) Retired military personnel and their dependents for 
purposes of conducting official business (legal, etc.), or for 
humanitarian reasons. 
 
        (4) Reserve military personnel not on active duty. 
 
        (5) Business visitors and contractors. 
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SUBJECT GROUP 5500–5599 SECURITY 
 

SUBGROUP 5530 – PHYSICAL SECURITY 
 
5530.1  Physical Security Procedures for Forces Afloat 
 
    a.  General 
 
        (1) Detailed guidance regarding operational response to 
a variety of physical security crisis including acts of 
terrorism and the presence of and/or release of biological/ 
chemical agents, can be found in NAVSTANORVAINST 5530.4, 
Physical Security Crisis Response Plan. 
 
        (2) Policy and procedural guidance for disaster 
preparedness, response, and recovery operations, including acts 
of terrorism and the use of biological/chemical agents as 
Weapons of Mass Destruction (WMD), are addressed in COMNAVREG-
MIDLANTINST 3440.24, Regional Disaster Preparedness And Recovery 
Plan (NOTAL). 
 
        (3) Specific pier security guidance, regulations and 
manning requirements can be found in CFFCINST C3300.2, 
Installation and Shipboard Security Standards, and the 
Memorandum of Understanding (MOU) between COMNAVREGMIDLANT and 
COMSECONDFLT. 
 
5530.2  Instructions for the Disposition of Property Seized and 
Withheld from Individuals 
 
    a.  The following procedures will be followed for the 
disposition of private property withheld from its rightful owner 
by members of the Installation Security Department, and of 
property known to be U.S. Government property, or reasonably 
believed to be such when seized, incident to the apprehension of 
a person on suspension of larceny of such property. 
 
    b.  The following action will be taken by Installation 
Security Departments when property is seized and withheld from 
an individual:  Items that are U.S. Government property, or 
items believed to be U.S. Government property; and those items, 
introduction or possession, of which is in violation of military 
regulations or civilian law, will be held as evidence by the 
Installation Security Department pending further investigation.  
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The respective Security Department will furnish the individual 
concerned a receipt list of the items held.  When Security 
Departments retain property so seized, they will inform the 
commanding officer of the individual concerned that the property 
is being held pending the outcome of the investigation or court 
action, whichever is appropriate.  Withheld personal property in 
custody of the Security Department will be recorded on an 
evidence custody receipt that property may be recovered by the 
owner after their hearing or trial, provided the possession of 
such property is not in violation of military regulations or 
civilian law.  To claim the property, the owner must present to 
the security department a written communication from their 
Commanding Officer (CO), if in military service, or from a 
Federal or state court for civilians, which advises that the 
retention of the property is no longer required.  When property 
is released to the owner, a written receipt from owner will be 
obtained by the Installation Security Department. 
 
5530.3  Hull Inspection Request Procedure for Security 
Inspection  
 
    a.  AOR-WIDE IMMEDIATE SEARCHES.  C2F will notify Type 
Commanders (TYCOM), the Regional Operations Center (ROC), an 
EODGRU TWO when the need arises to conduct immediate AOR-wide 
diving operations.  The ROC Watch Officer (WO) will notify 
appropriate Installation CDOs who will mobilize their Port 
Operations (Port Ops) personnel and any available dive assets.  
Prioritization of searches will be coordinated by C2F and Port 
Ops.  
 
PORT OPERATIONS’ SCHEDULES: - 444-2351/9327/1121/445-0167 
 
CDOs:  NAVSTA Norfolk - 322-2366 (QD)/438-3860 (CELL) 
       NAVPHIBASE Little Creek - 462-7385 (QD)/438-3930 (CELL) 
       NAVSHIPYD Norfolk - 396-8615/16 
       WPNSTA Yorktown   - 592-5921 (CELL) 
 
REGIONAL EOD DETs:  Norfolk  - 445-1773/445-2750 
                    Yorktown - 887-4676/77/875-9066 
 
EODGRU TWO:  - 462-8454, Ext. 234 (QD) 
 
    b.  URGENT HULL SEARCHES.  Due to specific incidents (i.e., 
swimmer sighted), urgent requests should be forwarded directly 
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to the installation Command Duty Officers (CDO) for coordination 
with regional EOD DETs.  In the event they are unavailable, the 
ROCWO will contact the Regional EOD DET.  The EOD DET will 
coordinate urgent diving services with EODGRU TWO. 
 
    c.  ROUTINE/RANDOM HULL SEARCHES.  Requests by ships’ COs, 
IAW C2F guidance, should be coordinated through Regional Port    
Ops VIA message or by calling 444-1121. 
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SUBJECT GROUP 5500–5599 SECURITY 
 

SUBGROUP 5560 – TRAFFIC CONTROL AND PARKING 
 
5560.1  Traffic Control and Parking.  This section contains 
general guidance concerning traffic and parking regulations.  
Specific guidance for each naval installation within the Hampton 
Roads Area is promulgated by the cognizant Installation 
Commanding Officer (CO). 
 
    a.  Traffic and parking regulations.  These regulations are 
applicable to all personnel operating a motor vehicle on 
installations within the Hampton Roads Area of Responsibility. 
 
    b.  Enforcement of traffic and parking regulations is a 
function limited to each Installation’s Security Department and 
formally assigned supporting personnel. 
 
    c.  Regulations Governing the Operation of a Motor Vehicle 
on a Naval Installation.  Access to a naval installation via a 
motor vehicle is restricted to authorized personnel.  Specific 
requirements and procedures concerning access may be obtained 
from guidance issued by installation COs of the various 
installations within the Hampton Roads Area. 
 
    d.  Policy concerning DUI, Vehicular Manslaughter, and Hit 
and Run Resulting in Personal Injury.  Violations of traffic and 
parking regulations will result in administrative action against 
violators.  Exceptions are DUI, Vehicular Manslaughter, and Hit 
and Run resulting in personal injury.  Specific guidance 
regarding DUI violations is contained in OPNAVINST 5350.4.  
Specific guidance regarding vehicular manslaughter and hit and 
run resulting in personal injury may be obtained from the 
installation CDO, Officer of the Day, or Security Department.  A 
summons to appear in Federal District Court, Form DD-1805, may 
be issued for certain traffic offenses. 
 
    e.  Fire Lane Restrictions.  Fire lanes are the cordoned-off 
areas of any paved parking lot in which there is not a marked 
parking space such as the driving lane between aisles - the 
space bordered in yellow by white or yellow diagonal lanes 
through a space; or the space marked by a "No Parking, Fire 
Lane" sign.  All violators will be ticketed and towed 
immediately. 
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    f.  Railroad Track Restrictions.  Parking within 5 feet of a 
railroad track is prohibited.  If the train engineer estimates 
that the train cannot proceed past a vehicle, the vehicle will 
be ticketed and towed immediately.  Railroad tracks will not be 
assumed to be "dead" or unused. 
 
    g.  Government Housing.  Specific residential areas on the 
various naval installations in the Hampton Roads Area are 
designated as restricted areas, and as such, are limited to 
residents and bona fide guests.  All pedestrian and vehicular 
traffic must comply with posted “off limits” signs. 
 
    h.  Towing.  Towing is the responsibility of the 
Installation Security Department.  Towing is not intended to be 
a punitive action; rather it is the most expedient method of 
getting a work area or reserved space cleared, or an abandoned 
vehicle moved.  In the event a vehicle is towed, the owner can 
reclaim the vehicle by contacting the respective Installation 
Security Department and will pay the towing fee to the firm 
responsible for towing. 
 
    i.  Long-term/Impound Parking Lots.  The Navy Exchange 
operates various long-term parking lots on Hampton Roads Area 
naval installations, which are available to any authorized Navy 
Exchange patron.  Vehicles may be stored for an unlimited time 
period at a periodic rate.  For more information, contact the 
Navy Resale Activity.  Vehicles used in the commission of a 
Federal or state violation will be held in an Impound Lot, which 
is controlled by Installation Security Departments.  Questions 
concerning towing must be directed to the servicing Installation 
Security Department. 
 
    j.  Parking Control.  Aboard Hampton Roads Area 
installations, control of parking is delegated to COs of the 
various naval activities in the Hampton Roads Area.  As a 
general rule, no more than 10 percent of the parking spaces 
should be reserved for specific individuals.  General parking 
should be used to the maximum extent practicable.  Preferential 
deference to car/van pool participants is encouraged.  
Establishment and control of general parking areas utilized by 
more than one command will also be coordinated by the host 
installation CO's designated representative. 
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    k.  Fleet Parking.  Fleet personnel are the primary users of 
parking aboard the installations.  Cars may be left in Fleet 
parking lots for up to 2 weeks during short underway periods.  
However, any vehicle that must be towed due to weather, 
vandalism, or to make room for a scheduled construction project 
while the owner is out to sea during this 2-week period, the 
owner will be responsible for all towing and storage fees.  
Long-term parking is available through the Navy Exchange.  As a 
general rule, parking lots will be marked as follows: 
 
        (1) A blue and white sign designates officer parking 
lots. 
 
        (2) A yellow and white sign designates Chief Petty 
Officer (CPO) parking lots. 
 
        (3) A red and white sign designates enlisted parking 
lots. 
 
        (4) Green and white signs designate motorcycle parking 
lots.  Motorcycle lots are for all pay grades and have 14-day 
limits.  Motorcycles will not be parked on sidewalks or within  
4 feet of any building due to fire-safety exit reasons. 
 
5560.2  Pier SOPA Traffic Responsibilities.  Pier SOPAs shall 
comply with the authorized reserved parking allocation as 
annotated below and IAW Figures 3110-1 through 3110-5.  In the 
interest of pier and ship security, Pier SOPAs may use less than 
their respective parking allocations on the Quay Wall.  An 
appropriate portable sign that will be removed when the 
respective ship departs must mark all reserved spaces, 
regardless of location.  Reserved Fleet parking spaces in Quay 
Wall Officer Parking Lots shall only be authorized for CO, 
Executive Officer (XO), and Department Heads (DH) in the rank of 
Lieutenant Commander and above; Command Master Chiefs (CMC); and 
Sailors of the Year (SOY).  Embarked squadrons or group staffs 
may reserve spaces for the Commander, Chief of Staff (COS), and 
staff officers in the rank of Lieutenant Commander or above, and 
CMC.  When adequate spaces are not available on the pier, spaces 
may be reserved in the nearest Officer Parking Lot, as follows: 
 
    a.  Spaces for inspection teams or assist teams may be 
reserved in the nearest Fleet Officer’s Parking Lot if space is 
available and is coordinated with the respective Pier SOPA. 
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    b.  Service representatives, technicians, contractors, 
vendors, salesmen, civilian employees, and civilian visitors may 
park in the nearest Enlisted Parking Lot, or in site-specific 
areas as specified below. 
 
    c.  Official Government Vehicles, Officers' vehicles, and 
CPOs’ vehicles may be parked for overflow parking in red lots 
only (yellow lots (CPO) may be used as overflow parking for 
Officers). 
 
        (1) NAVSTA Norfolk Fleet Parking 
 
            (a) Finger pier area between Piers 10 and 11 is 
utilized by service craft personnel, as follows: 
 
                1.  Thirty spaces are reserved for service craft 
personnel.   
 
                2.  Remaining spaces inside fenced area are 
officers’ parking. 
 
                3.  No parking is allowed on Quay Wall side of 
area. 
 
            (b) POV parking on piers at NAVSTA Norfolk is 
prohibited. 
 
        (2) NAVPHIBASE Little Creek Fleet Parking 
 
            (a) Parking area adjacent to Piers 3 through 8: 
  
                1.  Front-line parking is reserved for officers, 
craftmasters, and official vehicles, only. 
 
                2.  All other areas are designated open parking. 
 
            (b) Parking in areas adjacent to Piers 11 through 
19, and Piers 56 through 58: 
 
                1.  Front-line parking is reserved for officers. 
 
                2.  Second-line parking is reserved for officers 
and CPOs. 
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                3.  All other areas are designated open parking. 
 
            (c) Parking in areas adjacent to Quay Wall and Quay 
Wall dogleg: 
 
                1.  Front-line parking is reserved for officers 
and Os only. 
 
                2.  Second-line parking is reserved for officers 
and CPOs. 
 
                3.  All other areas are designated open parking. 
 
            (d) Parking signs are authorized for COs, XOs, and 
CMCs, only.  Parking signs are authorized for SOY/SOQ; however, 
these will be designated from command allotted spaces. 
 
            (e) General regulations for parking adjacent to or 
on NAVPHIBASE Little Creek: 
 
                1.  No vehicles shall park within 20 feet of any 
fire hydrant. 
 
                2.  Vehicles parked in frontlines must not 
protrude onto a concrete or paved roadway. 
 
                3.  No vehicle shall park within 25 feet of a 
dumpster or an electrical sub-station. 
 
                4.  Vehicles will be parked perpendicular to the 
pier head within designated spaces when so marked. 
 
                5.  Vehicles shall display a current DoD decal 
or visitor’s pass.  Official vehicles shall display 
identification of the unit to which assigned. 
 
                6.  No vehicle will be parked in areas adjacent 
to piers for a period in excess of 72 hours.  NAVPHIBASE Little 
Creek provides vehicle storage for deployed units in an enclosed 
lot adjacent to Barnum Hall, Building 1602. 
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                7.  Official vehicles may go on the piers for 
loading/unloading of cargo and passengers provided a driver 
remains in the vehicle.  Private vehicles are permitted on the 
piers with an approved pier pass only. 
 
                8.  Vehicles shall not park on the piers except 
for loading/unloading of equipment, as approved by NAVPHIBASE 
Little Creek Port Ops. 
 
        (3) NAVSHIPYD Norfolk Fleet Parking.  Ships entering the 
shipyard for work will be briefed upon arrival by Parking 
Control and will be provided with a copy of NAVSHIPYDNORINST 
5530.1. 
 
        (4) WPNSTA Yorktown Fleet Parking 
 
            (a) Weapons loading pier (R3 pier): 
 
                1.  Official vehicles, only, are allowed on the 
pier.  All vehicles must be turned in and removed from pier 
prior ship’s departure. 
 
                2.  Parking lots adjacent to the pier are open 
parking; no reserved spaces for ships. 
 
        (5) Cheatham Annex Pier 
 
            (a) Official vehicles, only, are allowed on the 
pier.  All vehicles must be turned in and removed from the pier 
prior to ship’s departure. 
 
            (b) Parking lot adjacent to the pier is open 
parking; no reserved spaces for ships. 
 
            (c) Handicap personnel using the pier for fishing 
may, with the permission from security, drive on the pier only 
to off-load their equipment and return to the handicap parking 
at the entrance to the pier.  
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SUBJECT GROUP 5700–5799 EXTERNAL AND INTERNAL RELATIONS 
 

SUBGROUP 5720 – EXTERNAL PUBLIC AFFAIRS  
 
5720.1  General 
 
    a.  Concept.  COMLANTFLTINST 5400.2 delegates regional/local 
area coordination to COMNAVREG MIDLANT for the states of 
Virginia (less the counties of Arlington, Fairfax, Fauquier, 
Loudoun, Prince William, and Stafford) and North Carolina.  Area 
coordinator roles and responsibilities involving fleet support, 
shore activities, and personnel in the naval service are defined 
in SECNAVINST 5400.14 and OPNAVINST 5400.24. 
 
    b.  Public Affairs Responsibilities Under the Concept.  
SECNAVINST 5720.44B, Public Affairs Regulations, defines area 
coordinator public affairs responsibilities.  
 
    c.  Regional Public Affairs Organizational Relationships 
 
CNIC Public Affairs 
 
COMLANTFLT Public Affairs 
 
TYCOM Public Affairs  
 
COMNAVREG MIDLANT Public Affairs 
 NAVSTA Norfolk; NAS Oceana; NAVPHIBASE Little Creek; WPNSTA 
Yorktown; NAVFAC MIDLANT; NAVSUPPACT Norfolk; MARFORLANT; 
NAVMEDCEN Portsmouth; NAVDENCEN MIDLANT; NAVSUPPACT Norfolk, 
Northwest Annex; NAVSHIPYD Norfolk; NAVSUPPACT Philadelphia;  
NAS JRB Willow Grove; NAVSUPPACT Mechanicsburg; and Additional 
Duty commands (ADDU).  
 
5720.2  Accidents and Incidents.  To provide a central point of 
contact for the public and local communities involving public 
affairs assessments of disasters, accidents, incidents, and 
other emergent situations involving naval personnel or units. 
 
5720.3  Media Relations.  To provide a coordinated effort among 
regional commands involving information collection, analysis, 
release approval, and dissemination of information when 
responding to public inquiries.  When events of media interest 
extend beyond the scope of immediate command responsibility into 
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other regional commands, and the issue is clearly of regional 
interest, COMNAVREG MIDLANT Public Affairs becomes the central 
point of contact for coordinating a response. 
 
5720.4  Community Relations.  Coordinate special community 
relations events to ensure the Navy is speaking through one 
voice, and to make the most effective use of resources.  Some 
examples of these include community dedications involving Navy 
participation in events such as Fleet Week Hampton Roads, 
Harborfest, the International Azalea Festival (honoring NATO and 
local military), Virginia Beach Patriotic Festival, and other 
regional events. 
 
5720.5  COMNAVREG MIDLANT Official Newspaper.  Sets forth 
information regarding the Civilian Enterprise (CE) Hampton Roads 
Navy Newspaper and establishes contact points for placing 
articles in the paper and for receiving the Navy newspaper 
through distribution routes.  It also sets forth guidelines for 
area installation newspapers, base guides, and other CE 
publications. 
 
    a.  The purpose of the newspaper is to provide a free flow 
of news and information to all military personnel and their 
families, retirees, and civil service employees in the Hampton 
Roads Area without censorship or news management while 
furnishing military commands with a means of meeting command 
internal information objectives. 
 
    b.  A commercial company, with a circulation of 40,000 
throughout the COMNAVREG MIDLANT Hampton Roads Area of 
Coordination, publishes the newspaper weekly on Thursdays.  
Public Affairs Specialists and Navy Journalists throughout the 
area provide news and editorial content.  Editors at COMNAVREG 
MIDLANT, under the direction of the Public Affairs Officer, edit 
and lay-out the newspaper. 
 
    c.  The editorial offices are located at Bldg. N21,  
1510 Gilbert St., Norfolk, VA.  Information regarding deadlines, 
submissions, distribution, and classified advertising can be 
obtained by calling 322-2860, or on the Web site at 
www.flagshipnews.com.  Articles from all Navy commands are 
welcomed and can be mailed to The Flagship, COMNAVREG MIDLANT 
PAO, 1510 Gilbert St., Norfolk, VA 23511-2737; Faxed to  
445-1953; or sent to news@flagshipnews.com.   
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    d.  Officers in command of area installations may establish 
and maintain an installation newspaper if the installation has 
obtained permission in writing to publish from CHINFO.  This 
authority may not be delegated.  Marine Corps commands will 
obtain permission to publish in accordance with the Marine Corps 
Public Affairs Manual, MCO P5720.61.  Efficient use will be made 
of funds, supplies, and personnel in producing and distributing 
the newspaper.  Therefore, CE newspapers are preferred to funded 
newspapers whenever feasible as a cost-saving effort.  Military 
newspapers will be bid, published, and produced in accordance 
with SECNAVINST 5720.44B. 
 
5720.6  Hampton Roads Naval Museum.  The Chief of Naval 
Operations, on 1 March 1978, officially sanctioned the museum as 
a Navy Museum.  The purpose of the Hampton Roads Naval Museum is 
to educate, inform, and enlighten visitors in the historical 
heritage, technological developments, and rich traditions of the 
United States Navy.  The scope of the Exhibits Program 
incorporates the naval history of Hampton Roads from the 
American Revolutionary War to the Atlantic Fleet’s present day 
participation in NATO.  The research scope involves the naval 
history of the Sewells Point Region.  The museum’s historical 
collections consist of: 
 
    a.  Original U.S. Navy artifacts such as ship memorabilia, 
uniforms, weaponry, oil paintings, watercolors, fine prints, 
underwater artifacts, and a superb ship model collection.   
The USS WISCONSIN has become an artifact of the Hampton Roads 
Naval Museum. 
 
        (1) A specialized naval history library that contains 
primary as well as secondary source material. 
 
        (2) A photographic and paper archive that includes 
unbound printed material, manuscripts, maps, postcards, ship 
plans, blueprints, original still shots, films, microfilm, and 
microfiche.  CD-ROM is used for storage of images. 
 
    b.  The Hampton Roads Naval Museum is located at the Norfolk 
waterfront’s National Maritime Center, Nauticus, which opened in 
spring 1994.  The museum will retain its status as a Department 
of the Navy facility, however, it is the only naval museum 
located off base in the community.  Admission to the museum is 
free. 
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5720.7  Navy-Marine Corps Speaker’s Program.  As outlined in 
COMNAVREGMIDLANTINST 5720.23, the Commander maintains a Navy 
Speaker’s Bureau, which provides Navy speakers as a means of 
acquainting civic clubs, schools, and similar organizations of 
the many facets of today’s Navy.  Individuals from Fleet Units 
wishing to participate in this Navy Speaking Program may call 
(757) 322-2853. 
 
5720.8  Operation Decorama.  Operation Decorama is the holiday 
lighting of Navy ships and shore facilities, which occurs 
nightly during the month of December.   
 
5720.9  Holiday Rooms Program (OPERATION JINGLE).  OPERATION 
JINGLE is a community sponsored hospitality program that 
provides free lodging for visiting family members of Sailors and 
Marines who reside aboard ship or in barracks and are unable to 
make it home for the holidays.  Sponsored by the Norfolk, 
Portsmouth, and Virginia Beach Hotel/Motel Associations and 
Convention and Visitors Bureaus, families check in on the 23rd of 
December and check out on the 26th of December.  A $10.00 
reservation fee (per room, per night) is collected from each 
Sailor requesting a room.  The proceeds are presented to the 
Navy Marine Corps Relief Society each year.  JINGLE stands for 
“Join In Giving a Little Extra.”   
 
5720.10  Homecomings 
 
    a.  Public Affairs.  Arrangements for press coverage of 
arrival or departure of U.S. Navy ships should be made through 
the Commander, Second Fleet (COMSECONDFLT) Public Affairs 
Office.  The Naval Station NAVSTA), Norfolk, Public Affairs 
Officer assists the host ship in coordinating homecoming 
logistics. 
 
    b.  Safety and Control of Family Members and Guests 
Welcoming Returning Ships 
 
        (1) Family members and guests must remain inshore of the 
ships berthed at that pier until all lines are passed and brows 
are in place. 
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        (2) In order to ensure safety and control of family 
members and guests during berthing evolution, host ships, when 
assigned, are required to provide an appropriate number of  
ushers to assist police in crowd control functions.  Safety of 
family members and guests will be the paramount concern of the 
police and ushers. 
 
    c.  Protocol.  Full cooperation by all concerned in applying 
the procedures stated above will result in enhancing the morale, 
safety, and convenience of family members and returning 
servicemembers. 
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SUBJECT GROUP 5700–5799 EXTERNAL AND INTERNAL RELATIONS 
 

SUBGROUP 5760 – ORGANIZATIONS, ASSOCIATIONS, SOCIETIES, 
INDIVIDUALS, AND COMMERCIAL ENTERPRISES 

 
5760.1  The Navy-Marine Corps Relief Society and American Red 
Cross.  Established to provide support to our military members 
and their families.  These service providers have offices in the 
Navy Family Service Center, Norfolk.  The following is furnished 
to assist in accessing these organizations’ services: 
 
    a.  Navy-Marine Corps Relief Society.  The Hampton Roads 
Auxiliary, Navy-Marine Corps Relief Society (NMCRS) consists of 
the main office and shipboard branch at the Navy Family Services 
Center, Norfolk, Bldg. SDA-344, in the Personnel Support Mall, 
just off Hampton Boulevard at Baker Street.  Branch offices are 
located at:  NAVPHIBASE Little Creek; NAS Oceana; NAVMEDCEN 
Portsmouth; WPNSTA Yorktown; TRASUPPCEN Hampton Roads, Dam Neck; 
and NAVSUPPACT Norfolk, Northwest Annex.  NMCRS is a private, 
non-profit organization, sponsored by the Department of the 
Navy, but receives no government funding.  The Navy and Marine 
Corps conduct an annual fund drive during March.  One hundred 
percent of the funds raised are used for relief purposes - no 
administrative costs are deducted.  Assistance is given as 
interest-free loans or outright grants.  These loans and grants 
are available for emergency needs, including rent, utilities, 
food, emergency travel in time of death or illness, funeral 
expenses, medical bills after CHAMPUS or other insurance 
payments, dental care, for fire or other disasters, loss of pay 
records or allotment checks, theft of funds, and certain car 
repairs.  Other services offered include:  budget counseling and 
consumer education; administration of educational loans and 
grants; layettes for newborns; visiting nurses; food pantry; 
thrift shops; volunteer opportunities; and widow’s assistance.  
NMCRS maintains reciprocal agreements with the American Red 
Cross, Army Emergency Relief, Coast Guard Mutual Aid, and the 
Air Force Aid Society.  Navy and Marine Corps personnel can 
obtain assistance from these agencies in areas without nearby 
naval facilities.  The Society National Headquarters stands 
ready to help stranded personnel.  The Hampton Roads Auxiliary, 
Shipboard Branch offers aid aboard approximately 60 ships in the 
Hampton Roads Area.  These ships have NMCRS Representatives  
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onboard who are trained and qualified to administer financial 
aid to crew members.  After normal working hours, limited NMCRS 
emergency funds or food assistance is available from the Navy 
Family Services Center, Norfolk.    
 
    b.  American Red Cross.  To contact the American Red Cross 
for emergency communications, or to seek financial assistance, 
active duty military and their immediate family members should 
call their toll free number.  For all other requests such as 
disaster assistance, health and safety classes, volunteer 
services, blood services, and language band, contact any of the 
local offices listed in Appendix A. 
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SUBJECT GROUP 5800–5899 LAWS AND LEGAL MATTERS 
 

SUBGROUP 5800 – GENERAL 
 
5800.1  General 
 
    a.  Commander, Navy Region, Mid-Atlantic (COMNAVREG 
MIDLANT), is assigned as Regional Commander and Regional 
Coordinator by COMLANTFLTINST 5400.2, COMLANTFLT Regulations, 
for the areas of Pennsylvania, Delaware, Virginia (less the 
northern Virginia counties of Arlington, Fairfax, Fauquier, 
Loudoun, Prince William, and Stafford), and West Virginia. 
 
    b.  COMNAVREG MIDLANT will exercise all functions as Officer 
Exercising General Court-Martial Jurisdiction for the following 
legal functions, unless otherwise expressed by the chain of 
command: 
 
        (1) Convene and administer General Courts-Martial (GCM). 
 
        (2) Surrogate for deploying Convening Authority (CA). 
 
        (3) Review Non-BCD Special Courts-Martial (SPCMs). 
 
        (4) Review Summary Courts-Martial (SCMs). 
 
        (5) Review Non-judicial Punishments (NJPs). 
 
        (6) Freedom of Information Act Requests (FOIA). 
 
        (7) Privacy Act Requests. 
 
        (8) Requests for depositions/testimony/documents. 
 
        (9) Grants of Immunity. 
 
        (10) Administer the Initial Review Officer (IRO) 
Program. 
 
        (11) Article 138 Complaints. 
 
        (12) Courts of Inquiry. 
 
        (13) OTH requests. 
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        (14) Standards of Conduct. 
 
        (15) Environmental. 
 
        (16) Review JAG MANUAL investigations. 
 
        (17) Coordination of ADSEP processing throughout the 
AOR. 
 
        (18) Convene Officer Boards of Inquiry (BOI). 
 
        (19) Review of Line of Duty (LOD)/Misconduct findings. 
 
        (20) Congressional interest matters regarding GCMs. 
 
        (21) As Responsible Line Commander, provide oversight 
and guidance regarding credentialing and granting of privileges 
to health care providers and review of medical malpractice and 
quality assurance investigations. 
 
    Questions concerning any of the above should be directed to 
Staff Judge Advocate, COMNAVREG MIDLANT. 
 
    c.  To the degree necessary for the proper execution of 
mission, Installation Commanders are assigned duties as Local 
Area Coordinators, in accordance with OPNAVINST 5400.24, 
COMLANTFLTINST 5400.2, and COMNAVREGMIDLANTINST 5800.1, for the 
installation related Navy Family Housing areas, and the local 
community surrounding the installation.  For purposes of 
military jurisdiction and issues relating to command authority, 
COMNAVREG MIDLANT Program Directors carry primary responsibility 
and authority for all military and civilian personnel under 
their cognizance.  Authority of a Program Director to exercise 
punitive and administrative actions derives from the officer’s 
assignment as Commanding Officer over personnel assigned, for 
primary or additional duties, to their Unit Identification Code 
(UIC).  Each Program Director is charged with establishing 
procedures and policy to assure adequate oversight of personnel 
attached to storefront operations. 
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5800.2  Armed Forces Disciplinary Control Board, Southeastern 
Virginia, and Northeastern North Carolina 
 
    a.  Purpose of Board.  The Armed Forces Disciplinary Control 
Board, Southeastern Virginia and Northeastern North Carolina, is 
chartered to receive and consider reports of conditions within 
the civilian community which are inimical to the health, morals, 
welfare, morale, and discipline of Armed Forces personnel, and 
to formulate and recommend to higher authority procedures to 
eliminate those conditions prejudicial to the well-being of 
servicemembers.  The Board is also charged with the 
responsibility of establishing and maintaining the highest 
degree of liaison and coordination between military commands and 
civil enforcement authorities.  COMNAVREGMIDLANTINST 1620.11 
provides specifics applicable to the Armed Forces Disciplinary 
Control Board for Southeastern Virginia and Northeastern North 
Carolina. 
 
    b.  Composition.  The Southeastern Virginia and Northeastern 
North Carolina Armed Forces Disciplinary Control Board operates 
under a joint agreement with Commander, Fifth Coast Guard 
District, Portsmouth, Virginia; Commander, U.S. Marine Corps 
Forces, Atlantic, Norfolk, Virginia; 1st Fighter Wing Commander 
(1FW/CC), Langley Air Force Base, Virginia; Commander, U.S. Army 
Transportation Center, Fort Eustis, Virginia; and COMNAVREG 
MIDLANT.  The COMNAVREG MIDLANT Chief of Staff is designated as 
the President.  Questions concerning the Armed Forces 
Disciplinary Control Board should be directed to Staff Judge 
Advocate, COMNAVREG MIDLANT.   
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SUBJECT GROUP 5800–5899 LAWS AND LEGAL MATTERS 
 

SUBGROUP 5814 – COURT-MARTIAL REVIEWS AND APPEALS 
 
5814.1  Review of Non-judicial punishment appeals, Records of 
Trial by Summary Courts-Martial:  Non-Bad Conduct Discharge 
(BCD) Special Courts-Martial; Post-Trial Recommendations 
Required by R.C.M. 1106, MCM, in BCD Special Courts-Martial:  
BCD Special Courts-Martial in which the accused has waived 
appellate review; Reports of Pre-trial Investigation; and 
Records of Proceedings to Vacate Suspended Sentences.  Commands 
forwarding courts-martial, pre-trial investigating officer’s 
reports, and records of proceedings to vacate suspended 
sentences to COMNAVREG MIDLANT for review and appropriate action 
will comply with applicable provisions of the Manual for Courts-
Martial and JAGMAN. 
 
    a.  Regional coordinators are responsible for review of 
legal proceedings as defined in CINCLANTFLTINST 5400.2, Chapter 
2, Section 6, Article 2601. 
 
    b.  Atlantic Fleet Units are referred to Chapter 2, Section 
6 of CINCLANTFLTINST 5400.2; COMNAVSURFLANTINST 5800.1, and 
COMNAVAIRLANTINST 5800.5, for policy guidance.   
 
    c.  In the absence of specific direction to the contrary by 
an officer authorized to convene general courts-martial and 
superior in the chain of command to the convening authority, 
appeals from nonjudicial punishment will be forwarded for review 
to Staff Judge Advocate, COMNAVREG MIDLANT, Code 00L, 1510 
Gilbert St., Norfolk VA 23511-2737. 
 
    d.  Records of review requiring review per R.C.M. 1112, MCM, 
shall be forwarded to the Staff Judge Advocate for the officer 
exercising general courts-martial jurisdiction, in accordance 
with the provisions of JAGMAN 0153.  In the absence of specific 
direction to the contrary by an officer authorized to convene 
general courts-martial and superior in the chain of command to 
the convening authority, records of trial of summary courts-
martial, and Non-BCD special courts-martial will be forwarded 
for review to Staff Judge Advocate, COMNAVREG MIDLANT, Code 00L, 
1510 Gilbert St., Norfolk VA 23511-2737. 
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    e.  Special Courts-Martial in which the sentence awarded by 
the court-martial includes a BCD.  For commands other than those 
in the SUBLANT, SURFLANT, or AIRLANT chain of command, Staff 
Judge Advocate, COMNAVREG MIDLANT, will review, upon request, a 
record of trial by special court-martial, which includes a 
sentence to a BCD, whether or not suspended, and forward to the 
convening authority the post-trial recommendation required by 
R.C.M. 1106, MCM.  Commands forwarding records of trial for 
preparation of the R.C.M. 1106 advice, will promptly, upon 
receipt of the record of trial, contact the Staff Judge 
Advocate, and thereafter, whenever practicable, hand-deliver the 
original and all copies to the Staff Judge Advocate. 
 
    f.  Pretrial Investigating Officers Report.  When the 
commanding officer recommends trial by general court-martial, 
forward the original report and one copy with the commanding 
officer’s recommendation.  Ensure the original Article 32 
appointing order, original charge sheet, and service record book 
are included.  Be sure to serve a copy of the report on the 
accused.  If an accused waived the pretrial investigation, 
ensure the original appointing order, the original command 
recommendation, the original charge sheet, the service record 
book, and copies - not originals - of all reports of 
investigation on which charges are based are forwarded.  Time is 
of the essence.  Those commands which recommend trial by general 
court-martial will promptly deliver the relevant materials to 
Staff Judge Advocate, COMNAVREG MIDLANT, Code 00L, 1510 Gilbert 
St., Norfolk VA 23511-2737.  Whenever practicable, hand delivery 
is strongly encouraged as well as advance notice by telephone or 
message.  See generally R.C.M. 404(e), MCM; JAGMAN 0128. 
 
5814.2  Investigation of Incidents Involving Claims, Whether For 
or Against the United States:  Line of Duty (LOD)/Misconduct and 
Death Investigations of Personnel Injured or Killed Within the 
COMNAVREG MIDLANT Area of Operation (AO) 
 
    a.  Investigations Involving Claims.  Incidents that involve 
potential claims, for or against the United States, shall be 
reported and investigated in accordance with the appropriate 
chapters of the JAG Manual and JAGINST 5890.1.  An advance copy 
of the investigative report on all claims other than admiralty 
claims shall be submitted to Naval Legal Service Office,  
Mid-Atlantic (NAVLEGSVCOFF MIDLANT).  Every incident involving a 
possible admiralty claim, for or against the Government, 
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requires an immediate preliminary report by rapid means to the 
Office of the Judge Advocate General, (Code 11), or by E-Mail at 
admiralty@jag.navy.mil, and notification to Staff Judge 
Advocate, COMNAVREG MIDLANT (Code 00L), and the cognizant 
installation Staff Judge Advocate. 
 
    b.  LOD/Misconduct and Death Investigations 
 
        (1) Policy.  The provisions of Chapter II of the 
JAG Manual will be implemented in the case of naval personnel 
killed or injured within the COMNAVREG MIDLANT AOR.  
 
        (2) Review.  Commands forwarding death or injury 
investigations to COMNAVREG MIDLANT for review shall submit the 
original investigation, one copy for COMNAVREG MIDLANT, and a 
copy for each command in the chain of review.  If there appears 
to be a claims aspect of the investigation, a copy will be 
forwarded to the cognizant NAVLEGSVCOFF.  Commands should ensure 
that all copies, including the enclosures, are legible. 
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SUBJECT GROUP 5800–5899 LAWS AND LEGAL MATTERS 
 

SUBGROUP 5820 – JURISDICTION, MILITARY AND/OR CIVIL 
 

5820.1  Jurisdiction and Responsibility of Naval Criminal 
Investigative Service (NCIS) Field Office, Norfolk 
 
    a.  NCIS Representatives.  The NCIS Field Office, Norfolk, 
under NCIS Headquarters’ direction and control, provides 
counter-intelligence and investigative services throughout the 
Hampton Roads Area via the Resident Agencies located on board 
NAVSTA Norfolk; NAS Oceana; NAVPHIBASE Little Creek; WPNSTA 
Yorktown; and NAVSHIPYD Norfolk.  These services, identified in 
SECNAVINST 5520.3, may be obtained by calling during normal 
working hours or by calling the NCIS duty agent after normal 
working hours, or the appropriate installation Security 
Department. 
 
    b.  Liaison With Other Law Enforcement and Investigative  
Agencies.  All matters within the scope of case categories 
defined by paragraph 6 of SECNAVINST 5520.3, within the 
investigative responsibility of local, state, federal or 
military investigative agencies, and, which come to the 
attention of a commanding officer, shall be referred immediately 
to the nearest NCIS representative.  Generally, these matters 
include all felony violations (punishable by more than a year in 
jail).  The SECNAVINST 5520.3 specifies that NCIS is exclusively 
responsible for maintaining liaison on all criminal and security 
investigative and counter-intelligence matters with Federal law 
enforcement, security, and intelligence agencies and shall be 
the primary agency for liaison in these matters with state, 
local, and foreign agencies. 
 
    c.  Access to Naval Facilities.  Only individuals accredited 
by the NCIS Command to investigate and perform other mission-
related responsibilities are issued standardized credentials and 
badges designating them as “Special Agents.”  Personnel issued 
NCIS Special Agent credentials hold a Top Secret Clearance and 
access.  This includes all personnel and medical records, as 
well as all records relating to procurement or contract matters 
under the control of the Navy or Marine Corps.  Authority for 
access to special intelligence and compartmented or similarly 
controlled spaces, material, or information, shall be requested 
by the NCIS of the authority controlling access prior to the 
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Special Agent pursuing a matter of official concern.  NCIS 
Special Agent credentials are to be provided full recognition 
when presented for purposes of boarding or departing vessels or 
other naval facilities.  NCIS Special Agents, as well as 
vehicles used by them in the course of official business, and 
all occupants therein, shall be exempt from routine search; 
persons under escort by NCIS Special Agents will not be required 
to identify themselves or be impeded in any way. 
 
5820.2  Firearms and Weapons 
 
    a.  Scope.  This article is applicable to all military and 
civilian personnel on board naval installations and Navy-owned 
or leased housing units within the COMNAVREG MIDLANT AOR.  
Individuals serving in an official capacity, and authorized by 
Federal, state, and city governments (police, detectives, etc.), 
are exempt from the requirements of this article.  
 
    b.  Definitions 
 
        (1) Firearms.  Any device that when operated, propels an 
object (to exclude bows and arrows) or any device that produces 
a visible or audible effect by combustion, explosion, 
deflagration, or detonation, and shall include blank pistols, 
air guns, BB guns, electrical weapons (stun guns, etc.), and 
ammunition. 
 
        (2) Weapons.  Any object used, displayed, offered, or 
brandished in any manner to inflict or instill fear of inflicted 
bodily harm, or any object that by its very nature would be 
considered by a reasonable and prudent person to have been 
designed for the purpose of inflicting bodily harm (e.g., 
blackjacks, steel knuckles, switchblade knives, bows and arrows, 
crossbows, martial arts weapons, etc.). 
 
        (3) Commercially sold, approved self-defense items, such 
as chemical defense sprays, are not considered weapons for the 
purpose of this article.  For purposes of this article, simple 
possession of canes, walking sticks, crutches, baseball bats, or 
other recreational equipment is not considered to be a violation 
of this article.  Brandishing or threatening with any  
of these types of items (or others) may result in apprehension 
of the individual, seizure of the item, and/or charges of 
assault, or assault and battery. 
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    c.  Clarification 
 
        (1) A knife with a blade 3 and 1/2 inches or less in 
length is considered a common pocketknife and is not considered 
a weapon, unless there is evidence that the pocketknife is 
possessed, carried, or used as a weapon. 
 
        (2) A blade of more than 3 and 1/2 inches will be 
considered a weapon unless there is evidence to show the knife 
is required for some other legitimate use.  Determination of 
legitimate use is at the discretion of the Installation 
Commander.  Unsharpened uniform swords are exempt. 
 
        (3) Within the intention of this article, a survival 
knife, marlin spike, or sheath knife used by flight crews, 
boatswains mates, riggers, members of Special Forces, or U.S. 
Marine Corps, while in a duty status, are not included within 
the classification of a weapon.  This also applies to any type 
of hunting knife when the individual in possession is on an 
authorized hunt, per COMNAVREGMIDLANTINST 11015.3.  These items 
are not prohibited by this article in the absence of evidence 
that they were used, carried, or in possession of a person for 
use as weapons. 
 
    d.  Registration Check and Storage 
 
        (1) Each person desiring to register and store a firearm 
on board a naval installation within the Mid-Atlantic Region 
must obtain the approval of the Installation Commander.  This 
approval shall be based on a review of the individual’s 
background to ascertain character, reliability, and stability.  
The Precinct Investigations Division will conduct a background 
investigation, utilizing enclosure (1), and signing enclosure 
(2) of COMNAVREGMIDLANTINST 5820.2. 
 
        (2) The installation Security Officer may in some 
individual instances authorize the introduction of firearms on 
the station when requested for temporary storage, skeet 
shooting, or display purposes.  Such requests will be approved 
for short durations for firearms to be transported to and from 
designated areas only with such transport being accomplished by 
the most direct route.  Ammunition shall be stored in the 
vehicle away from the firearm during transport to the maximum 
extent possible. 
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    e.  Storage of Firearms by Combined Bachelor Housing (CBH) 
Personnel.  After registration, and if space allows, firearms 
shall be stored in the installation’s Weapons Department Armory.  
Firearms may not be stored in any other location on board the 
installation except as specifically provided for in this 
article. 
 
    f.  Storage of Privately-Owned Firearms by Shipboard 
Personnel.  Personnel shall register with the installation 
security office and follow procedures outlined in their ship’s 
instructions. 
 
    g.  Authorization for Temporary Transportation and Use of 
Privately-Owned Firearms and Weapons On Board an Installation 
 
        (1) Skeet Club members may bring their shotguns on board 
an installation, provided it is the day of the event.  The 
firearm must be kept unloaded in the vehicle (with a trigger 
lock installed), and the owner of the weapon must have a valid 
Skeet Club Membership Card. 
 
        (2) Individuals bringing firearms or weapons on station 
for temporary use, e.g., a one-time event, must first coordinate 
with the event sponsor.  The event sponsor will submit an 
approved list no later than 24 hours prior to the event to the 
Security Officer.  The Security Officer will approve temporary 
lists and post at designated gate(s).  Individuals authorized to 
bring firearms or weapons on board an installation under this 
paragraph will travel directly to and from the gate and event 
with no stops. 
 
        (3) Firearms and weapons are authorized for hunting 
purposes, per COMNAVREGMIDLANTINST 11015.3. 
 
        (4) Temporary storage of firearms and weapons in any 
enlisted barracks or Bachelor Officer Quarters are strictly 
prohibited at all times. 
 
    h.  Firearm and Weapon Registration.  In order to introduce 
and store a firearm on board a naval installation or in 
Government Family Housing, the following procedures will be 
used: 
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        (1) A completed “Private Firearm(s) Registration and 
Storage,” and a “DD Form 2760,” enclosures (2) and (3) of 
COMNAVREGMIDLANTINST 5820.2, must be submitted to the member’s 
Commanding Officer.  In accordance with NAVADMIN 234/04 of 20 
October 2004, the requirement to sign a DD Form 2760 applies to 
all occupants of Government Quarters.  Failure to execute the  
DD Form 2760 will result in a denial of authority to bring 
firearms or ammunition into Government Quarters.  If recommended 
for approval, it must be forwarded to the Security Precinct.  
Security will conduct a background check of the applicant to 
ensure eligibility.  If recommended for disapproval by the 
member’s Commanding Officer, there is no need to forward the 
request. 
 
        (2) Upon final approval by the Installation Commander or 
his designated representative, the applicant will be provided a 
copy of the approved “Private Firearm(s) Registration and 
Storage,” and “Authorization to Carry Personal Firearm(s) Card,” 
enclosures (2) and (4) of COMNAVREGMIDLANTINST 5820.2.  Security 
Department personnel will enter firearm or weapon data into a 
firearms registration database and maintain until member’s 
transfer, notification by member of sale or disposal of the 
firearm, or revocation of privileges.  Firearms will be 
identified by manufacturer, model, serial number, and 
caliber/gauge, and must be equipped with a trigger lock.  
 
        (3) All firearms will be unloaded and secured with a 
trigger lock prior to transporting on station.  Ammunition will 
be carried in the vehicle in the farthest most possible location 
away from the firearm.  A valid Authorization to Carry a 
Firearms Card, enclosure (4) of COMNAVREGMIDLANTINST 5820.2, 
must be carried by the individual transporting the firearms.  
All firearms not listed on the Authorization Card will be 
considered an unauthorized firearm.  The failure to have the 
Authorization Card during transport of firearms will result in 
the firearms being considered as unauthorized firearms.  
Unauthorized firearms will be seized. 
 
        (4) Firearms(s) can be brought on board after completing 
required registration procedures.  The armory will be notified 
when firearm(s) will be retained and stored on board an 
installation. 
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        (5) If the firearm(s) are to be stored in the 
Installation Armory, based on armory availability, present a 
valid Authorization to Carry a Firearms Card and the firearms(s) 
to be stored to the Armory Officer or his designated 
representative.  The only Regional Installations with armories 
capable of storing private firearms are:  NAVSTA Norfolk; 
NAVPHIBASE Little Creek; NAS Oceana; and WPNSTA Yorktown.  The 
applicant will travel directly to and from the Armory and an 
authorized event with no stops. 
 
        (6) The Security Officer (or designated representative) 
will maintain a record of registered and stored privately-owned 
firearms. 
 
        (7) Personnel who have firearm(s) on board are required 
to update their information cards annually. 
 
        (8) The Weapons Officer and Armory personnel will 
quarterly provide the Security Officer with a list of all 
privately-owned firearms in their custody.  This information 
will consist of Owner/Model/Caliber/Gauge. 
 
        (9) When a firearm(s) is released to the owner, the 
owner will provide information indicating when the firearm(s) 
will be returned or a reason as to why the firearm(s) will not 
be returned.  Upon permanent removal from the installation, 
individuals will surrender their Authorization to Carry a 
Firearms Card to the Installation Security Officer. 
 
        (10) When stored in Family Housing, firearms will be 
unloaded, with trigger mechanisms secured by a locking device 
that renders the firearm inoperable until removed.  Firearms 
must be stored in a location accessible only to adult residents. 
 
        (11) Weapons, as defined in paragraph b(2), may be 
transported to and from, and stored in Family Housing units 
without being registered.  If stopped during an Administrative 
Vehicle Inspection (AVI) with weapons in the vehicle, the 
housing resident will inform the AVI Supervisor that he/she is a 
resident, and give the supervisor their home address.  The 
supervisor will verify the individual is a resident via dispatch 
to the Watch Commander prior to making a decision to seize 
weapons and apprehend personnel. 
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        (12) Gunpowder of any type is not authorized for storage 
in quarters. 
 
        (13) The Installation Commander may revoke the 
authorization to transport or store private firearms or weapons 
at any time. 
 
    i.  Effects of Domestic Violence Convictions.  In accordance 
with 18 U.S.C. 922, USD (P&R) memo of 27 November 2002, NAVADMIN 
085/98 of 22 April 1998, Domestic Violence Amendment to the Gun 
Control Act of 1968, and DoD/DON implementing guidance any 
person who has a qualifying conviction for a misdemeanor or 
felony crime of domestic violence is prohibited from possessing, 
receiving, shipping, or transporting any private firearm or 
ammunition on board naval installations or Family Housing within 
the Mid-Atlantic Region.  Violations of Domestic Violence 
Misdemeanor Amendment to the Gun Control Act of 1968 may subject 
that individual to felony criminal penalties including 
imprisonment of up to 10 years and a fine of up to $250,000.00, 
as well as administrative actions. 
 
        (1) The term “qualifying conviction” means: 
 
            (a) Any misdemeanor conviction of domestic violence, 
and in accordance with USD (P&R) memo of 27 November 2002, any 
felony conviction of domestic violence adjudged on or after  
27 November 2002, in any state or Federal court, or special or 
general court-martial; and 
 
            (b) The convicted offender was represented by 
counsel, or the offender knowingly and intelligently waived the 
right to counsel; and 
 
            (c) If entitled to have the case tried by a jury, 
the case was actually tried by a jury, or the person knowingly 
and intelligently waived the right to a jury trial. 
 
        (2) The term “domestic violence” means an offense that 
has as its factual basis the use or attempted use of physical 
force or threatened use of a deadly weapon committed by: 
 
            (a) A current or former spouse, parent, or guardian 
of the victim, or 
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            (b) A person with whom the victim shares a child in 
common, or 
 
            (c) A person who is cohabitating with, or has 
cohabitated with the victim as a spouse, parent, or guardian, or 
 
            (d) A person similarly situated to a spouse, parent, 
or guardian of the victim. 
 
    j.  Effects of a Felony Conviction.  Any person convicted of 
any felony (not limited to domestic violence) in any state or 
federal court, or military court-martial is prohibited from 
intentionally possessing, receiving, shipping, or transporting 
any private firearm or ammunition on board naval installations 
or Family Housing areas within the Mid-Atlantic Region without 
prior approval of the Installation Commanding Officer (or 
designee). 
 
    k.  Effects of Apprehension for Domestic Violence.  Any 
person apprehended on board a naval installation Family Housing 
area for a domestic violence offense shall have all private 
firearms and ammunition in their possession, or registered to 
them immediately turned over to Naval Security Force (NSF) 
personnel; such firearms and ammunition will be retained by NSF 
until the final disposition of the offense. 
 
        (1) Upon a finding of “not guilty,” deferred 
prosecutions, or similar alternative dispositions in civilian or 
military courts, the firearm(s) and ammunition shall be returned 
to the individual to whom they are registered. 
 
        (2) Upon conviction of a domestic violence offense, the 
registered owner may not take possession of the firearm and 
ammunition, but may direct in writing, lawful disposition of the 
firearm(s) and ammunition (sale, transfer, destruction, etc.). 
 
        (3) This section does not apply to convictions by a 
summary court-martial or imposition of non-judicial punishment 
(Article 15, UCMJ). 
 
        (4) A victim of domestic violence, adult family members, 
or other lawful residents of the household (over 18 years of 
age) may request that any private firearm and ammunition, 
whether or not registered to the apprehended offender, be 
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removed from the residence by NSF personnel and retained by NSF 
pending the disposition of the case.  Upon disposition of the 
offense, any retained firearm or ammunition may be disposed in 
accordance with paragraph k above. 
 
    l.  Non-registered Firearms.  No firearm or weapon will be 
transported, used, or stored on board any Mid-Atlantic 
Installation or Family Housing area unless previously approved 
in accordance with this article.   
 
    m.  Law Enforcement Officer.  City, county, state, and 
Federal Law Enforcement Officers are authorized to carry 
firearms on board the installation while in the performance of 
their duties or subject to immediate recall. 
 
    n.  Conservation personnel assigned to the Regional 
Engineer, while performing duties involving pest removal, bird 
abatement, or other duties listed in COMNAVREGMIDLANTINST 
11015.2A and COMNAVREGMIDLANTINST 11015.3, are authorized to 
carry firearms on board the installation while in the 
performance of their duties. 
 
    o.  Identified, armored car guards are authorized to carry 
firearms on an installation in the performance of their duties.  
They must be escorted at all times by an agent of the command 
that has contracted them to perform the service. 
 
    p.  The Use of Firearms or Weapons by Children  
 
        (1) The use, for any purpose whatsoever, of a firearm or 
a weapon by any child (under 18 years of age) is prohibited 
unless such use is under the supervision and in the presence of 
an adult and in accordance with COMNAVREGMIDLANTINST 11015.3. 
 
        (2) Any adult responsible for the welfare of any child, 
who knowingly permits such child to use any firearm or weapons 
in violation of the provisions of this article shall also be in 
violation of this article. 
 
    q.  Discharge of Firearms.  No privately-owned firearms 
shall be discharged on board an installation, except on an 
approved shooting range or designated hunting area. 
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    r.  Confiscation and Disposition of Firearms/Weapons 
Illegally Found on Installations.  All firearms/weapons found on 
installations in violation of this article will be confiscated 
by Security Department personnel and delivered to the Evidence 
Locker with a full report describing the circumstances 
surrounding the confiscation.  Confiscated firearms will not be 
returned in cases where charges are filed for violation of this 
article until after resolution of the charges.  Any firearm/ 
weapon, including archery equipment, used in an unauthorized 
manner will be confiscated.  Disposal shall be effected through 
procedures outlined in OPNAVINST 5580.1A. 
 
    s.  Administrative and/or Criminal Sanctions.  This article 
shall be strictly enforced within the Mid-Atlantic Region.  
Personnel who reside in Government Housing found to be in 
violation of this article shall be subject to removal from 
housing.  Appropriate administrative and/or criminal sanctions 
will be pursued against violators.  Such actions may include, 
but are not limited to, forfeiture of confiscated firearms/ 
weapons, a ban from area installations or Family Housing areas, 
charges filed in federal courts, court-martial, or non-judicial 
punishment proceedings. 
 
    t.  State issued “Concealed Weapons Permits” are not 
recognized on board any installation within the Mid-Atlantic 
Region. 
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SUBJECT GROUP 5800–5899 LAWS AND LEGAL MATTERS 
 

SUBGROUP 5822 – CIVIL COURTS 
 
5822.1  Members Released By Civil Authorities on Bail or On 
Their Own Recognizance.  It is the Navy’s general policy to 
cooperate with civilian courts by ensuring members released on 
bail or on their own recognizance be available for trial.   
 
    a.  In accordance with JAGMAN 0611, a servicemember arrested 
by civil authorities and released on bail or on his/her own 
recognizance has a duty to return to his/her parent 
organization. 
 
    b.  The servicemember’s command shall grant liberty or leave 
to permit appearance for trial unless this would have a serious 
negative impact on the command.  In the event that liberty or 
leave is not granted, a naval judge advocate should immediately 
be requested to act as liaison with the court.  Nothing in this 
section is to be construed as permitting the member, arrested 
and released, to avoid the obligations of bond or recognizance 
by reason of the member's being in military service. 
 
    c.  Additional guidance concerning the Hampton Roads Area 
Shore Patrol (HASP), the Courtesy Turnover Program (CTO), the 
Court Liaison Program, and the Court Continuance Policy is 
contained at Subgroup 1630 of this instruction. 
 
5822.2  Action Preceding or Following Civilian Adjudication.  
This provision applies to situations where servicemembers commit 
acts that constitute crimes under both the Uniform Code of 
Military Justice (UCMJ) and state/foreign laws, and where civil 
authorities have become involved in the case.  The information 
below was taken from ALLANTFLT 022/99 (291400Z Jun 99): 
 
    a.  If a criminal adjudication by civil authorities 
(hereinafter “criminal adjudication”) takes place prior to 
disciplinary or court-martial action, prior permission of higher 
authority must be obtained before the military charges can be 
tried by court-martial or be the subject of nonjudicial 
punishment (NJP). 
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    b.  The NJP or court-martial action following a criminal 
adjudication should be considered the exception rather than the 
rule.  Permission to try cases by court-martial or to conduct 
NJP will be granted only in those cases where certain limiting 
criteria specified in Article 0124 of the JAGMAN are satisfied, 
demonstrating the existence of a significant military necessity 
that justifies imposition of UCMJ punishment. 
 
    c.  Because JAGMAN Article 0124 applies only to cases in 
which civil authorities have already adjudicated the matter, and 
not to cases yet to be adjudicated (e.g., where charges are 
referred or a case goes to NJP prior to criminal adjudication), 
there may be a temptation to engage in a "race to the 
courthouse" and to convene a court-martial or conduct NJP before 
civil authorities prosecute the case.  Such action is to be 
avoided.  For cases in which both civil and military authorities 
have become involved, and in which civil authorities have first 
assumed an interest in prosecuting the case, commanders should 
not take UCMJ action unless civil authorities concur or 
permission is granted by the officer exercising General Court-
Martial (GCM) jurisdiction over the command.  This policy is 
based upon the principle of comity between the Federal 
government and state/foreign governments and is not intended to 
confer additional rights upon the servicemember.  This policy 
also efficiently coordinates use of federal/state resources. 
 
    d.  Commands, with the assistance of staff judge advocates 
or local judge advocates, should, as necessary, establish 
liaison with the civilian prosecutor and attempt to coordinate 
prosecutorial efforts in cases where civilian authorities may be 
involved.  The civilian prosecutor may be willing to drop 
charges if he or she sees that the Navy will adequately deal 
with the accused.  Conversely, the command may find it prudent 
to defer to the civil authorities if the civilian prosecutor is 
seriously pursuing the case.  Coordination of prosecution will 
reduce duplication of efforts, reduce the risk of appearing to 
be unfair to the servicemember by trying or punishing them twice 
for the same offense, and ensure that the servicemember is tried 
in the most appropriate forum given the nature of the offense. 
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SUBJECT GROUP 6000-6099 GENERAL 
 

SUBGROUP 6000 – GENERAL 
 
6000.1  Naval Medical Center (NAVMEDCEN), Portsmouth.  NAVMEDCEN 
Portsmouth is a full-service, medical treatment facility that 
offers both in-patient and outpatient services.  Appointments 
can be made by contacting the TRICARE Service Center or via 
message referral.   
 
    a.  Branch Medical Clinics (BRMED CLINIC).  The Hampton 
Roads Area offers six BRMED Clinics to assist in meeting your 
healthcare needs.  Offered services vary due to the clinics size 
and the population served.   
 
6000.2  Medical Guardship Assignment.  Medical guardship duties 
will be assigned and rotated among suitable ship types:  LHA, 
LHD, LPD, and LSD.  CVNs will maintain continuous medical guard 
for themselves and the ships sharing their piers. 
 
    a.  SOPA (ADMIN) Subarea will make guardship assignments via 
message for NAVSTA Norfolk.  Separate assignments will normally 
be made for Piers 6-14 and 1-5.  Guardship duties will rotate on 
a weekly basis and will not be assigned to any ship under the 
following conditions: 
 
        (1) 30 days pre-deployment (3 or more months). 
 
        (2) 30 days post-deployment (3 or more months). 
 
        (3) Ship in port for 5 or less days. 
 
    b.  NAVPHIBASE Little Creek has no guardship assignment. 
 
    c.  WPNSTA Yorktown has no guardship assignment. 
 
    d.  More detailed guidance on duties and responsibilities 
can be found in COMNAVSURFLANTINST 6000.1. 
 
6000.3  Recompression Chamber Guard, Norfolk Subarea (Bends 
Watch).  The COMSUBLANT Force Medical Officer will prepare the 
recompression chamber guard and medical Watch list and submit it 
to SOPA (ADMIN) Subarea for distribution by message.   
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    a.  Chamber guard assignments will be for a 7-day period to 
include weekends and holidays.  The duty day begins at 0800 and 
ends at 0800 the following day. 
 
    b.  Chamber teams will be on board from 0800 to 1600 on 
normal workdays.  After 1600, and on weekends and holidays, the 
chamber team will be on a 45-minute recall. 
 
    c.  Qualified, Navy Diving Medical Officers (NOBC 0170) will 
be used when possible.  In an emergency, Medical Officers with 
the NOBC 0170 may be requested from NAVMEDCEN Portsmouth.  The 
duty Diving Medical Officer may be contacted after normal 
working hours via the NAVSTA Norfolk Duty Officer. 
 
    d.  Personnel in the Hampton Roads Area shall be referred to 
the designated chamber guard.  Advanced contact will be made 
with the chamber guard so an emergency chamber team will be 
available prior to the patient’s arrival.  Commands referring 
personnel for routine pressure-testing for such purposes as 
submarine school, diving schools, etc., will make appointments 
by contacting one of the commands listed below: 
 
        (1) Mobile Diving and Salvage Unit TWO, NAVPHIBASE 
Little Creek, Norfolk, VA. 
 
        (2) Mid-Atlantic Regional Maintenance Center (MARMC), 
Norfolk, VA. 
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SUBJECT GROUP 6600-6699 DENTISTRY 
 

SUBGROUP 6600 - GENERAL 
 
6600.1  Policy for Providing Dental Care.  Ships establishing 
Medical Guard may not have Dental Officers assigned.  When 
established Medical Guard does not have Dental Officers 
assigned, Naval Dental Center, Mid-Atlantic (NAVDENCEN MIDLANT), 
(Bldg. CD-3, located on Taussig Blvd. next to the Navy Exchange) 
will provide dental services for all U.S. Navy ships berthed at 
NAVSTA Norfolk at any time. 
 
    a.  Dental Service, Yorktown Subarea.  WPNSTA Yorktown 
Dental Clinic provides routine and emergency dental care during 
normal working hours.  After hours, emergency dental care for 
the Hampton Roads Area is available at NAVDENCEN MIDLANT.   
 
    b.  Dental Service, Little Creek Subarea.  NAVPHIBASE Little 
Creek Dental Clinic provides routine and emergency dental care 
during normal working hours.  After hours, emergency dental care 
for the Hampton Roads Area is available at NAVDENCEN MIDLANT.   
 
    c.  Dental Service, Portsmouth Subarea.  NAVSHIPYD Norfolk 
Branch Dental Clinic is located on the second deck of Bldg. 277.  
It offers all routine dental services including prosthetics.  
Dental Clinic hours of operation are from 0700-1530, Monday - 
Friday, with emergency patients having priority.  After hours, 
emergency dental care for the Hampton Roads Area is available at 
NAVDENCEN MIDLANT.  Upon arrival, those ships having no dental 
department will have the senior medical representative report to 
the local Branch Dental Clinic as soon as possible to schedule 
care for all ships’ personnel requiring treatment.  To request a 
Mobile Dental Unit, the Medical Representative can call the 
Fleet Liaison Office at NAVDENCEN MIDLANT.  Ships with Dental 
departments will have the senior Dental Officer report to the 
Branch Dental Clinic, as soon as possible after arrival, for a 
briefing on the facilities and services available. 
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SUBJECT GROUP 7000-7099 GENERAL 
 

SUBGROUP 7010 – REGIONAL NON-APPROPRIATED FUNDS (NAF) 
 

7010.1  The Regional NAF Personnel Office provides personnel 
services to the NAF employees of Morale, Welfare, and Recreation 
(MWR) and Combined Bachelor Housing (CBH) including recruitment, 
records management, employee and labor relations, and benefits 
administration.  Recruitment for full-time and flexible 
positions is available to the general public, including spouse 
and family members, active duty military, and retirees.  
Spouses, veterans, and involuntary separated military members 
who meet requirements are eligible for preferences.  
Applications are available at all sites.  Resumes are also 
accepted.  Please access our Jobs Line at 440-JOBS (5627) or the 
NAVSUPPACT Norfolk Web site, www.nsa-norva.navy.mil, under the 
“Non-Appropriated Fund Employment” tab.  Office locations are as 
follows: 

 
Sewells Point Norfolk Headquarters Office 
1200 Fechteler Road 
Norfolk VA 23505 
423-2723 
Hours of operation:  M-F (0730-1600) 

 
Virginia Beach Sub-Region Office 
Naval Air Station, Oceana  
Bldg. 531 
875 D Avenue 
Virginia Beach VA  
433-2572 
Hours of operation:  M-F (0800-1600) 

 
Naval Amphibious Base, Little Creek 
Little Creek Sub-Region Office 
Bldg. 3624 
1432 Hewitt Drive 
Virginia Beach VA 
462-7949 
Hours of operation:  Mon, Tue, Wed, and Fri (0800-1630) 
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SUBJECT GROUP 7000-7099 GENERAL 
 

SUBGROUP 7050 - HOST-TENANT RELATIONSHIPS (INTRA-NAVY) 
 
7050.1  General.  If a Foreign Ship has a repair requirement 
beyond the scope of the host’s ability to support, and a 
Chandler is assigned (usually through the respective embassy), 
the assigned chandler will arrange for ship repairs.  If a 
Chandler is not assigned then the Host Ship should make the 
arrangements with the Host Ship’s Type Commander (TYCOM).  
Method of payment must be agreed upon prior to commencement of 
work.  Routine ship’s maintenance will be coordinated between 
visiting Foreign Ships and their assigned host.   
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SUBJECT GROUP 8000 - 8199 GENERAL ORDNANCE MATERIAL AMMUNITION 
AND EXPLOSIVES 

 
SUBGROUP 8000 – GENERAL ORDNANCE 

 
8000.1  General 
 
    a.  Definitions 
 
        (1) Essential Personnel.  Those military/civil service 
personnel and contractor personnel whose duties require them to 
remain within an ESQD Arc for one or more of the following 
reasons: 
 
            (a) Direct involvement in an ammunition-handling 
evolution. 
 
            (b) Normal in port, ship-keeping duties by assigned 
military personnel. 
 
            (c) Provision of mission-required, in port services. 
 
            (d) Provision of mission-related repairs and/or 
tests to in port ships. 
 
            (e) “Essential personnel” does not include vendors 
(e.g., food, beverage, and similar deliveries), commercial 
delivery vehicles (unless carrying mission-related materials), 
dependents, or non-DoD personnel, except as categorized above. 
 
        (2) Explosive Evolution.  An on-load or off-load of 
explosives/ammunition, completed within a 48-hour time period, 
per evolution, or a combination thereof, not exceeding the 
explosive limit established for the pier or berth at any point 
of time. 
 
        (3) Explosive Limit.  The total amount of explosive 
material authorized to be present at any time on or alongside 
the pier, ship, or boat/service craft, or at an authorized 
handling point or location, and outside the skin of the ship.  
Explosive limits for pier-side evolutions are based on the 
storage net explosive weight (NEW). 
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        (4) Explosive Safety Quantity Distance (ESQD) Arcs.  
Safety zones designed to protect the public, which surround 
sites where ammunition and explosives are stored and/or handled.  
The size of the Arc is based on the total NEW and calculated 
using the appropriate tables from reference (b).  Separation 
distances are not absolute safe distances but are relative 
protective distances. 
 
        (5) Handling Location or Area.  That designated location 
on a pier or wharf, or at a buoy, where explosives are allowed 
to be transferred between two ships, or a ship and vehicle, or 
other transport, or the point alongside where the transfer 
between pier and boat or ship and boat is conducted.  Also 
included are those anchorages designated as explosive anchorages 
where ammunition transfers may occur. 
 
        (6) NEW.  That weight of explosives and/or other 
energetic material that is used in the determination and 
application of explosive limits and ESQD Arcs.  Other “energetic 
materials” include propellants, whether in fixed ammunition; 
separate cartridges or bulk; white phosphorus; pyrotechnics; 
etc.  Black powder is to be treated as HE.  When Classes 1.3 and 
1.4 are handled, either singularly or together with no HE 
present, the full weight of all the energetic materials in the 
Class 1.3 and/or 1.4 munitions must be used.  Where Class 1.4 is 
handled with no other explosives energetic materials present, 
the approved, sited explosive limit will be observed.  Explosive 
weights for munitions shall be obtained from NAVSEA OP  
SW020-AC-SAF-020 Volumes 1, 2, or 3. 
 
        (7) Operational Necessity.  A situation of such 
compelling urgency that failure to grant a deviation from 
established explosive safety criteria will have a harmful impact 
of the mission readiness of DON forces. 
 
        (8) Ordnance Facility.  A shore activity under the 
management control of the Commander, Naval Sea Systems Command 
(NAVSEA), or Fleet Commanders, whose mission includes receipt 
issue, and handling and storage of large quantities of 
munitions.  In the Mid-Atlantic Region, only WPNSTA Yorktown is 
classified an “ordnance facility.” 
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        (9) Public Traffic Route (PTR).  Any public street, 
road, highway, navigable stream, or passenger railroad (includes 
roads on a military reservation that are used routinely by the 
general public for through traffic). 
 
        (10) “Top-Off” Operation.  For ships, it is the loading 
of a small amount of ammunition to complete the ship’s 
allowance. 
 
        (11) Waiver.  Written authority that provides a 
temporary exception and permits deviation from a mandatory 
requirement of NAVSEA OP 5.  It is generally granted for short 
periods of time pending cancellation as a result of termination 
of scheduled work commitments or correction of the waived 
conditions. 
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SUBJECT GROUP 8000 – 8199 GENERAL ORDNANCE MATERIAL AMMUNITION 
AND EXPLOSIVES 

 
SUBGROUP 8010 - AMMUNITION AND EXPLOSIVES 

 
Ref:   (a) U.S. NAVY REGULATIONS 
       (b) NAVSEA OP 5 
       (c) OPNAVINST 8020.14  
       (d) NAVSEA OP 4 
       (e) NAVSUP P-724  
 
8010.1  General 
 
    a.  Ordnance Facilities.  Atlantic Ordnance Command 
(LANTORDCOM) is located at Naval Weapons Station (WPNSTA), 
Yorktown, and is the ordnance facility that supports the 
ammunition requirements of activities and Fleet units in the 
Mid-Atlantic Region.  It is configured to store and transfer 
explosives to and from units in a safe and expedient manner.  
Accordingly, it is highly encouraged that complete inventory 
transfers of ammunition and explosives be conducted at WPNSTA 
Yorktown under the auspices of LANTORDCOM unless specifically 
authorized by higher authority.   
 
        (1) One tug is available to assist ships scheduled pier 
side at WPNSTA Yorktown in docking/undocking.  Other tug 
assistance when available may be provided by NAVSTA Norfolk, 
Port Operations. 
 
        (2) Unless there exists an emergent danger to life or 
property, transit to and from Yorktown requiring the opening of 
the Coleman Bridge during the hours of 0500-0800 and 1500-1900, 
Monday - Friday, except Federal Holidays, is prohibited. 
 
        (3) Within the constraints of bridge opening and tidal 
considerations, ships shall not remain alongside the pier after 
completion of on/off-loading operations due to the usual 
presence of other large quantities of high explosives.  Stowage 
in proper stowage spaces aboard ship shall be completed prior to 
pier side departure. 
 
    b.  Ammunition Transfers.  Ammunition transfers in limited 
quantities may be performed in accordance with CNO Waivers at 
the following listed activities: 
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        (1) NAVSTA Norfolk.  
 
        (2) NAVPHIBASE Little Creek. 
 
        (3) NAVSHIPYD Norfolk – See also NAVSHIPYDINST 5400.1,  
Information to Ships. 
 
        (4) ISC Portsmouth (USCG). 
 
    c.  Arrangements.  All ordnance transfers for the activities 
listed in Section 8010.1b shall be arranged through the 
LANTORDCOM Detachment Sewells Point (see Section 8011 for 
procedure). 
 
    d.  HERO Restrictions.  Personnel involved in ordnance 
operations shall follow all HERO regulations and activity’s HERO 
survey guidance.  Adhere to 10-foot separation distance from 
ordnance handling areas for transmitting with mobile/portable 
phones and handheld transmitters.  Ensure all portable phones 
and handheld transmitters are labeled with Radio Frequency 
Hazard stickers (NAVSEA 5104/2 S/N 0116-LF-115-060).  Refer to 
Subgroup 3521 for further guidance. 
 
8010.2  Responsibilities.  References (a) and (b) define 
responsibility and authority for ordnance safety ashore in the 
Navy.  The following summarize these policies as they pertain to 
facilities within the Hampton Roads Area: 
 
    a.  LANTORDCOM.  Qualified Safety Loading Officers (SLO) are 
designated in writing in accordance with reference (b).  The SLO 
duties include supervising a particular ordnance-handling 
operation/evolution.  The SLO must remain present throughout the 
assigned ordnance handling operation/evolution.  
 
    b.  Commander, Navy Region, Mid-Atlantic (COMNAVREG 
MIDLANT), Program Director, Public Safety (PD PS), is 
responsible for administration of the Regional Explosive Safety 
Program.  Qualified Explosive Safety Officers (ESO) and Safety 
Observers (SO) are designated in writing in accordance with 
reference (b). 
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    c.  Installation Commander (IC) of the Shore Activity 
 
        (1) The IC of one of the shore activities listed in 
paragraph 8010.1b serves as host to explosive evolutions 
conducted on board the respective activities.  
 
    d.  Commanding Officer (CO) of the Afloat Unit.  The CO of a 
commissioned ship or other craft that is at a pier or wharf that 
forms part of a naval shore activity or is in waters adjacent to 
a naval shore station must ensure compliance with safety 
regulations that concern ammunition and explosives, in 
accordance with references (b) and (d).  In addition, the CO 
shall ensure the shipboard personnel who perform or supervise 
the handling or movement of ordnance and/or explosives are 
qualified and certified in accordance with the requirements of 
references (c) and (d). 
 
    e.  FISC Norfolk and NAVFAC MIDLANT 
 
        (1) Ensure personnel that perform the handling or 
movement of ordnance and/or explosives are qualified and 
certified in accordance with the requirements of references  
(b) and (c). 
 
        (2) Provide ordnance certified cranes, material handling 
equipment, and any other equipment required to accomplish 
ordnance handling operations in accordance with reference (b). 
 
    f.  Safety Loading Officer (SLO).  LANTORDCOM or his/her 
designated representative designates the SLO in writing; 
specifically:  
 
        (1) General responsibilities of the SLO are delineated 
in Article 12-9.1.1.a. of reference (b). 
 
        (2) The SLO will be qualified and certified in 
accordance with references (b) and (c). 
 
        (3) One SLO will be assigned to each ordnance handling 
evolution. 
 
        (4) The assigned SLO for a particular ordnance handling 
evolution will remain present continuously throughout the 
conduct of the assigned explosive evolution. 



                      COMNAVREGMIDLANT/SOPA(ADMIN)HRINST 5400.1A 
                      03 Apr 2006 

 

8010-4 

        (5) The SLO is responsible for the direct supervision of 
an assigned explosive evolution and serves as the on-site 
representative of LANTORDCOM.  The SLO is designated Supervisor 
in Charge of the assigned explosive evolution.  The duty of the 
SLO, in conjunction with the SO, is to ensure the absolute 
safety of all personnel and equipment engaged in the assigned 
ordnance handling operation/evolution. 
 
        (6) In accordance with reference (b), the SLO has the 
inherent duty and the authority to stop any or all phases of 
operations involving the handling of ammunition and explosives 
at the site when unsafe conditions exist.  This includes the 
authority to direct the handling ship and other ships in the 
vicinity to take whatever action is necessary to ensure safe 
handling conditions of the pier. 
 
        (7) The SLO shall conduct a pre-handling conference and 
safety inspection with the handling ship’s Safety Officer and 
the assigned SO.  Such an inspection is to include all areas and 
points where the ammunition will be in the open (i.e., not below 
deck or in a magazine) and the route over which the ammunition 
will be transferred.  The inspection will include a check of any 
handling gear involved, presence of any other potentially 
hazardous operations, pier clearance as required, and 
establishment of the transient control (quantity distance) 
perimeter.  
 
        (8) The SLO and SO, in conjunction, are responsible for 
ensuring compliance with established Explosive Safety Quantity 
Distance (ESQD) Arcs in order that proper bounds are set and 
maintained to preclude the presence or transit of non-essential 
personnel within the established Arcs.  The SLO and SO, in 
conjunction, are the definitive authorities on site for making 
the determination on personnel who are or are not “essential 
personnel,” as defined in Appendix A of reference (b).  Disputed 
issues are to be referred to the Explosive Safety Officer 
(Safety Manager) and local LANTORDCOM office for resolution.  If 
necessary, issues will be referred to NAVPHIBASE Little Creek, 
WPNSTA Yorktown, and the IC. 
 
        (9) The SLO will conduct inspection and certification of 
conveyance for transporting explosives in accordance with 
applicable directives. 
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    g.  COMNAVREG MIDLANT (PD PS) or his/her designated 
representative designates SOs in writing; specifically: 
 
        (1) The general responsibilities of the SO are 
delineated in Article 12-9.1.1.b. of reference (b). 
 
        (2) The SO will be qualified and certified, in 
accordance with references (b) and (c).  The SO is considered 
the representative of the Installation Commanding Officer and  
PD PS. 
 
        (3) The SO shall be present continuously during 
ordnance movements to assure that safety requirements are 
satisfied and shall act proactively to eliminate any potential 
accident hazards that exist in operations under the SO’s 
jurisdiction. 
 
        (4) The SO, in conjunction with the SLO, has the 
authority to stop any or all phases of operations involving the 
handling of ammunition or explosives when unsafe conditions 
exist.   
 
        (5) The SO will ensure inspection and certification of 
the conveyance for transporting explosives is conducted in 
accordance with applicable directives and will advise the SLO of 
necessary actions to correct noted deficiencies.  The SLO will 
ensure all deficiencies are corrected prior to further movement 
of the conveyance. 
 
        (6) The SO shall accompany the SLO in the conduct of a 
pre-handling conference and safety inspection as defined above. 
  
        (7) The SO serves in such a manner as to continuously 
maintain a broad overview for the safety of a particular 
explosive evolution.  In this capacity, the SO must remain apart 
from the activities of an explosive evolution.  The SO will 
serve only in a non-participatory capacity in order to maintain 
a constant vigil over the safety of the evolution as a whole.  
At no time will the SO serve as a handling supervisor or be 
assigned duties other than those specifically required of a SO. 
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    h.  All personnel involved in the evolution shall be 
qualified and certified in accordance with references (b) and 
(c).  They are responsible for reading, understanding, and 
strictly observing all safety standards requirements and 
precautions applicable to their work or duty.  They shall report 
promptly to their immediate supervisor any violation of 
explosive safety regulations or procedures. 
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SUBJECT GROUP 8000 - 8199 GENERAL ORDNANCE MATERIAL AMMUNITION 
AND EXPLOSIVES 

 
SUBGROUP 8011 - ALLOWANCES 

 
8011.1  Requesting Delivery or Download of Ammunition 
 
    a.  Activities desiring either delivery or download of 
ammunition while berthed at NAVSTA Norfolk or NAVPHIBASE Little 
Creek must send request, via message (Ordnance Requisition in 
English format), IAW REF (e), to NAVAMMOLOGCEN AMMOLANT NORFOLK 
VA, INFO LANTORDCOM YORKTOWN VA, LANTORDCOM DET SEWELLS POINT 
VA, and NAVSTA NORFOLK VA//PD PORT OPS// INFO NAVPHIBASE LITTLE 
CREEK VA//N05LC//, NAVSTA NORFOLK VA//N05SP//, or LANTORDCOM 
YORKTOWN VA//N05PN//, as appropriate.  These requests are to be 
submitted a minimum of 45 days in advance of the “Required 
Delivery Date (RDD).” 
 
Note:  To obtain a status of an ordnance requisition, contact 
AMMOLANT via telephone. 
 
    b.  Concurrent with submission of a message request, the 
activity should contact LANTORDCOM DET Sewells Point directly 
via telephone.  Subsequently, LANTORDCOM DET Sewells Point will 
coordinate with AMMOLANT and with all service providers 
associated with the impending on-load/off-load. 
 
    c.  AMMOLANT notifies the requesting activity via message 
once requisitions are filled.  LANTORDCOM DET Sewells Point will 
coordinate the delivery date with the requesting activity. 
 
    d.  Approximately 30 days prior to the established delivery 
or off-load date, LANTORDCOM DET Sewells Point will contact the 
requesting activity to schedule an Ordnance Logistics 
Conference.   
 
    e.  Subsequent to the Ordnance Logistics Conference, 
LANTORDCOM DET Sewells Point will coordinate with Installation 
Port Operations and Public Safety Representatives to finalize 
the schedule for the on-load/off-load.  Additionally, LANTORDCOM 
DET Sewells Point will coordinate associated support services to 
include ordnance handlers and ordnance certified cranes and 
other Ordnance Handling Gear (OHG).  
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    f.  Normally, explosive evolutions are conducted between the 
hours of 0800-1600, Monday - Friday, excluding recognized 
holidays.  Overtime in support of a particular explosive 
evolution is at the discretion of LANTORDCOM with concurrence 
from Commander, Navy Region, Mid-Atlantic (COMNAVREG MIDLANT), 
Program Director for Public Safety (PD PS). 
 



                      COMNAVREGMIDLANT/SOPA(ADMIN)HRINST 5400.1A 
                      03 APR 2006 

 

8020-1 

SUBJECT GROUP 8000 - 8199 GENERAL ORDNANCE MATERIAL AMMUNITION 
AND EXPLOSIVES 

 
SUBGROUP 8020 - AMMUNITION AND EXPLOSIVES SAFETY 

 
Ref:   (a) NAVSEA OP 5 
       (b) NAVSEA OP 4 
       (c) OPNAVINST 8020.14 
 
8020.1  General.  It is the policy of SOPA (ADMIN) Hampton Roads 
to maintain an effective, continuing, and aggressive explosive 
safety program throughout the Hampton Roads Area.  The handling 
of Ammunition and Explosives (A&E) is subject to the mandatory 
explosives safety rules and regulations delineated in references 
(a) through (c).  For locations not properly sited for explosive 
handling, CNO waivers/exemptions may be in place.  CNO 
waivers/exemptions will specify additional explosive safety 
requirements.  Given the nature of the mission, LANTORDCOM 
shares intrinsically in this responsibility.  Additionally, a 
thorough understanding of, and adherence to, these policies by 
ships, squadrons, and shore activities is crucial to the safe 
movement of A&E.  
 
8020.2  Policy.  As defined in reference (c), the following is 
germane: 
 
    a.  A&E handling in port will be permitted only in those 
specific locations authorized by site approval with a proper 
explosives safety environment.  Each authorized handling pier, 
berth, point, or location shall have a site-approved explosives 
limit based on the hazard class/division of the A&E being 
handled.   
 
        (1) The Explosive Safety Quantity Distance (ESQD) Arcs 
for ships/vessels carrying cargo ammunition are based on the 
total Net Explosive Weight (NEW) of cargo ammunition aboard the 
ship(s) plus the total NEW of the ammunition handled or staged 
on the pier as defined in references (a) and (b). 
 
        (2) The ESQD for all other ships, less FBM submarines, 
is based only on the A&E actually being handled outside the skin 
of the ship or not secured onboard.  
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        (3) The ESQD for FBM submarines is based on the total 
quantity of all explosives in submarines not separated by above 
ground inter-magazine distance unless lesser distances have been 
previously approved by DDESB/CNO for a specific location.  This 
applies only when a missile tube, muzzle hatch is open and 
missile handling/maintenance is in progress. 
 
        (4) The piers/wharfs at NAVSTA Norfolk, NAVPHIBASE 
Little Creek, and NAVSHIPYD Norfolk are not sited for A&E 
evolutions due to the proximity of the piers to public traffic 
routes and inhabited buildings.  A&E evolutions are conducted 
only as permitted by a current CNO Waiver/Exemption.  For 
specific waiver/exemption information, contact the respective 
safety office.   
 
    b.  The maximum NEW established as the A&E limit for the 
handling location will determine the size of the resulting ESQD 
Arc, which will apply only to land, public roads and channels, 
and pier and wharf facilities, but not to other USN ships, with 
the exception of hospital ships. 
 
    c.  The loading/off-loading of total shipboard A&E 
allowances will only be performed at ammunition terminals, 
explosives anchorages, or locations that are specifically  
site-approved for that purpose unless the total shipboard A&E 
allowance is less than the approved explosives limit for the 
pier.  Cross-decking of ordnance will be determined on a case 
basis.  
 
    d.  The loading or off-loading of A&E cargo will be 
performed only at ammunition terminals or explosives anchorages 
specifically site-approved for that purpose.  Incremental 
loading of total shipboard allowances is not authorized.  A&E 
loading evolutions on board NAVSTA Norfolk, NAVPHIBASE Little 
Creek, and NAVSHIPYD Norfolk are to be conducted only for  
“top-offs.” 
 
    e.  A&E will not be off-loaded to a pier unless suitable 
transportation is standing by nor will A&E be brought alongside 
a ship/vessel for loading unless the ship/vessel is ready to 
receive it.  Activities with ammunition terminals may stage A&E 
on piers to meet immediate loading/off-loading requirements; 
however, the amount must never exceed the site-approved limit. 
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    f.  When off-loading ammunition, it is the requesting 
activity’s responsibility to ensure all required pallets and 
adapters are requisitioned.  Further, it is the responsibility 
of the requesting activity to ensure all packaging (sentencing) 
is in accordance with the applicable mil-standard found in 
reference (e).  
 
    g.  Loading of fuel and handling of A&E shall not be 
conducted simultaneously by ships moored at the same pier.  The 
transfer of sludge or other oily waste to a tank truck on the 
pier (or to a “donut”) shall be considered in the same category 
as a fueling operation.  Where the availability of a pier 
connection permits the discharge of such residue directly into a 
pier/shore collection system, no restrictions on simultaneous 
discharge and ammunition handling are required. 
 
    h.  Oxygen, compressed flammable gasses, or any other highly 
hazardous material (HAZMAT) shall not be handled simultaneously 
with an ongoing A&E evolution at the same pier or at anchorage.  
 
    i  Logistics movements of Class 1, Divisions 1 and 2 A&E, 
are limited to one evolution per in port period for any 
ship/vessels except submarines.  Submarines may move up to  
24 weapons (changing out a weapon counts as two movements) per 
in port period.  This limitation is not applicable at ammunition 
terminals or explosives handling wharves at ballistic missile  
sites.  Chapter 7 of reference (a) provides specific details on 
obtaining authorization for more than one logistics movement or 
more than 24 weapons movements per in port period for 
submarines.  
 
    j.  A&E logistics movements will not be conducted at any 
U.S. Navy port activity without the permission of the activity 
commanding officer or formally designated representative.  
 
    k.  No hot work (e.g., welding) shall be performed at an 
ammunition terminal simultaneously while any form of A&E 
handling evolution is underway at the same pier or wharf.  
Specific requirements for Hot Work are provided in reference 
(b).  Hot work performed at other pier ordnance handling 
locations must comply with Subgroup 11320, paragraph O(3)-(4), 
for pier Hot Work restrictions. 
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8020.3  Guidelines 
 
    a.  Weapon Systems Operability tests do not generate ESQD 
Arcs.  However, they must be coordinated to ensure required HERO 
and other conditions are satisfied. 
 
    b.  Under no circumstances will an ordnance handling 
evolution be rushed, jeopardizing safety to meet previously 
scheduled commitments (i.e., tide window, pier-side arrival 
time, etc.).  Schedules must be determined based on the time 
needed to complete the evolution.  
 
    c.  Before entering port, ships shall remove all marine 
markers and emergency signaling pyrotechnic devices from ready 
stowage, and unlocked, ready-service lockers.  The pyrotechnics 
shall be stowed and locked in authorized pyrotechnic lockers or 
magazines during in port periods. 
 
    d.  NAVSTA Norfolk, NAVPHIBASE Little Creek, and NAVSHIPYD 
Norfolk are permitted to conduct A&E evolutions at specified 
piers/wharfs in accordance with separate CNO Waivers, which 
specifically delineates the NEW limitations for each pier.   
  
    e.  LANTORDCOM will limit the number of weapons handled on 
regional piers, and will never exceed the number specified in 
reference (b) or in accordance with an approved CNO waiver. 
 



                      COMNAVREBMIDLANT/SOPA(ADMIN)HRINST 5400.1A 
                      03 APR 2006 

 

8027-1 

SUBJECT GROUP 8000 - 8199 GENERAL ORDNANCE MATERIAL AMMUNITION 
AND EXPLOSIVES 

 
SUBGROUP 8027 – EXPLOSIVE ORDNANCE DISPOSAL (EOD) 

 
8027.1  General.  In the event of ordnance accidents, incidents, 
or mishaps, EOD services will be provided by EODMU TWO 
Detachment Norfolk for the commands within the following 
geographic areas:  NAVSHIPYD Norfolk; NAVSTA Norfolk; NAVPHIBASE 
Little Creek; NAS Oceana; TRASUPPCEN Hampton Roads, Dam Neck; 
NAVSUPPACT Norfolk, Northwest Annex; NAS Oceana, NALF Fentress; 
and SCSC Wallops Island.  EODMU TWO Detachment Yorktown will 
provide EOD services for afloat units, tenant commands of, and 
WPNSTA Yorktown. 
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SUBJECT GROUP 8000 - 8199 GENERAL ORDNANCE MATERIAL 
AMMUNITION AND EXPLOSIVES (A&E) 

 
SUBGROUP 8028 – HANDLING AND TRANSPORTATION 

 
Ref:   (a) NAVSEA OP 5 
       (b) NAVSEA OP 4 
       (c) OPNAVINST 8020.14  
 
8028.1  Ordnance Handling Safety Regulations.  Everyone working 
with explosives should realize that explosives are potent and 
meant to explode.  Even the least sensitive explosives may 
detonate if subjected to imprudent or improper handling, causing 
considerable damage or loss of life.  Analyses of explosive 
incidents indicate that avoidable circumstances existed in 
nearly every instance.  Complete understanding and strict 
observance of specified safety regulations are necessary to 
eliminate the unsafe acts and conditions that cause preventable 
accidents.  Constant alertness on the part of the employee and 
intelligent, close supervision must be maintained to prevent 
accidents in operations that involve Ammunitions and Explosives 
(A&E).  References (a) through (c) are the key documents 
governing explosive safety in port or at explosive anchorage. 
 
    a.  General Ordnance Handling Safety Precautions 
 
        (1) Operations in the ship will not start until 
permission is given by the ship’s CO, the required fire 
equipment is in place and manned properly, and all personnel 
have received the required safety briefing.  
 
        (2) Prior to commencement of any A&E handling operation, 
the Safety Loading Officer (SLO) and Safety Observer (SO) will 
conduct a safety walk-through/inspection.  Operations will 
commence only after the ship’s (activity’s) CO, the SLO, and the 
SO agree that all explosive safety conditions have been met in 
accordance with references (a) through (c). 
 
        (3) No ammunition shall be handled unless both the SLO 
and the SO are present to monitor the evolution. 
 
        (4) A red flag (BRAVO) shall be prominently displayed 
by all vessels and craft engaged in A&E loading or unloading 
operations.  
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    b.  Emergency Drills.  No emergency drill that requires the 
use of the ship’s general alarm, bells, whistle, or siren shall 
be held in any vessel on the handling pier during A&E handling 
operations.  
 
    c.  Night Operations.  A&E shall not be loaded or discharged 
from a vessel at night.  Should night operations be considered 
essential, there must be consensus between Atlantic Ordinance 
Command (LANTORDCOM), the COMNAVREG MIDLANT Public Safety 
Program Director, and the respective Installation CO. 
 
    d.  Weather Restrictions 
 
        (1) Thunderstorms 
 
            (a) All operations will cease when notified that 
lightning strikes are imminent, Thunderstorm Condition One is 
set for the area, or the lightning storm is within 5 miles of 
the work site.  This distance may be greater than, but never 
less than, 5 miles depending on the sensitivity of the 
prediction equipment.  
 
            (b) When thunderstorm condition two is set, and no 
lightning protection system is present, operations will be 
suspended.  The following immediate actions will be taken: 
 
                1.  The activity conducting the operation will 
take immediate action to safety stow ordnance.  Ordnance must be 
secured inside the skin of a ship or stored within the approved 
zone of a lightning protection system.     
 
                2.  Supervisors shall ensure that personnel, 
equipment, cargo, and operations are protected or secure in as 
safe a mode as possible consistent with the operations. 
 
            (c) For locations where approved lightning 
protection systems are present, continuation of operations will 
be based on applicable crane operating instructions, SOPs, and 
approval of SLO/SO.   
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        (2) Snow, Wind, and Swells.  The SLO/SO should suspend 
operations when the crane operator considers conditions unsafe 
for swinging or potentially swinging load.  Safety lines or 
“tag” lines shall be attached to each load to assist in 
controlling the swing if necessary.   
 
    e.  Fire Precautions 
 
        (1) Ships loading/unloading ammunition shall have fire-
fighting equipment in complete readiness prior to commencing 
operations.  Two fire hoses shall be laid out with full water 
pressure up to the nozzle.  These hoses shall be of sufficient 
length to ensure that all A&E on the pier/barge and weather 
decks can be reached immediately by two simultaneous streams of 
water.  
 
        (2) Smoking is prohibited in motor vehicles, on piers, 
and in any other area in the vicinity of A&E or other hazardous 
materials (HAZMAT).  
 
        (3) Personnel engaged in, or working in the vicinity of, 
ammunition handling operations shall carry no lighters, matches, 
or flame producing devices. 
 
    f.  Personnel Safety 
 
        (1) All personnel engaged in operations that involve A&E 
and other HAZMATs shall be trained and qualified in accordance 
with reference (c). 
 
        (2) All personnel assigned to a particular A&E evolution 
shall be given an explosive handling safety brief prior to being 
assigned.  
 
        (3) All personnel engaged in ordnance operations shall 
wear hard hats and steel-toed safety shoes while work is in 
progress.  Material handlers will wear gloves for additional 
protection.  If work area or duties include the possibility of 
falling overboard, a life jacket will also be worn. 
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    g.  Navy Vessel Responsibility 
 
        (1) Pier Preparation.  An A&E handling evolution will 
not commence until the pier and ship are ready in all respects.  
It is imperative that the ship ensures the pier is ready to 
commence the operation prior to the scheduled time.  This is 
crucial to prevent excess labor and equipment charges.  If the 
operation is delayed for more than 30 minutes due to the lack of 
preparation, the SLO/SO will cancel the job.  This preparation 
shall include: 
 
            (a) Removal of all privately-owned vehicles, ship’s 
vehicles, or other assigned Government transportation from the 
explosive handling area. 
 
            (b) Ensure fire-fighting equipment is in complete 
readiness.  
 
            (c) Ensure applicable HERO precautions are 
implemented.  
 
            (d) Ensure the pier is cleared of any obstacle that 
could impede access of fire fighting and/or emergency vehicles. 
 
            (e) Remove all combustible material, rubbish, trash, 
and other materials not used to transfer ammunition from the 
handling area.  
 
            (f) Notify other vessels on the pier that no other 
supply or hazardous evolutions may be scheduled on the pier 
during the explosive handling operation.  
 
            (g) Pier SOPA is required to notify ships moored on 
the same pier to restrict pier access to “Essential Personnel 
Only” during ordnance handling.  Refer to Appendix A of 
reference (a) for specific guidance on essential personnel.  
Under no circumstances will retirement ceremonies, dependant 
visits, tours, or other such events be scheduled when A&E are 
exposed within the established Explosive Safety Quantity 
Distance Arc.  
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8028.2  Authorized Explosive Truck Routes To And From Norfolk  
Military Complex.  The primary routes to and from activities 
under the area coordination of COMNAVREG MIDLANT shall normally 
be via Interstate Highways and the other roads listed herein.  
Shipping activities shall not permit explosive-laden motor 
vehicles to transit any other street, highway, or road except 
in extreme emergencies.  Naval Weapons Station (WPNSTA), 
Yorktown, shall be considered the primary starting and/or 
terminating point in the routes listed below.  All other  
shipping activities’ explosive-laden motor vehicles shall enter 
these routes as close to their origin as possible when 
incoming, and shall exit these routes as close to their 
destination as possible when outgoing from Hampton Roads.  
 
    a.  WPNSTA Yorktown routes to Langley AFB, Patrick Henry 
Airport, Byrd Airport, and Fort Monroe 
 
        (1) Primary Airhead - Langley AFB, Hampton, VA 
 
            (a) Primary Route - Depart WPNSTA Yorktown, Gate 35 
(Explosive Gate).  Turn left onto VA-143 and proceed 2.1 miles 
onto the ramp to I-64 East.  Proceed 12.4 miles to Exit 265C, 
U.S. 17.  Exit and proceed north 1.8 miles to VA-143.  Proceed  
6.3 miles on VA-134 to VA-172.  Turn left, proceed 0.2 miles on 
VA-172, and turn right on Armistead Ave.  Proceed 0.6 miles to 
the Langley AFB Gate. 
 
            (b) First Alternate Route - Depart WPNSTA Yorktown, 
Gate 35 (Explosive Gate).  Turn left onto VA-143 and proceed 
2.1 miles onto the ramp to I-64 East.  Proceed 16.7 miles to 
Exit 263A.  Exit and loop under I-64 East/West and onto the 
ramp to I-64 West.  Proceed1.0 mile and exit onto VA-134.  
Proceed 2.2 miles and turn right on VA-172.  After proceeding 
0.2 miles, turn right on Armistead Ave.  Proceed 0.6 miles to 
the Langley AFB Gate. 
 
            (c) Second Alternate Route - Depart WPNSTA 
Yorktown, Gate 35 (Explosive Gate).  Turn left onto VA-143 and 
proceed 13.3 miles to U.S. 17.  Turn left and proceed 3.9 miles 
to VA-134.  Proceed 6.3 miles on VA-134 to VA-172.  Turn left 
and proceed 0.2 miles to Langley AFB Gate. 
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        (2) First Alternate Airhead - Patrick Henry Airport 
(PHA), Newport News, VA.  Primary Route - Depart WPNSTA 
Yorktown, Gate 35 (Explosive Gate).  Turn left onto VA-143 
(Jefferson Ave.) and proceed 2.1 miles onto the ramp to  
I-64 East.  Proceed to Airport Exit 258B, then west on VA-143 
to the entrance road (Bland Blvd.) to PHA.  Turn right onto 
Bland Blvd. and proceed 0.6 miles to PHA and the hazardous 
cargo aircraft loading/off-loading zone at the northwest end of 
the taxiway adjacent to Runway 20. 
 
        (3) Second Alternate Airhead - Byrd Airport, Richmond, 
VA.  Primary Route - Depart WPNSTA Yorktown, Gate 35 (Explosive 
Gate).  Turn right onto VA-143 (Jefferson Ave.).  Proceed  
3.3 miles to the intersection of VA-199.  Turn right and 
proceed 1.3 miles to I-64 and 168 for 12.0 miles to I-64 West 
for 32.0 miles to Byrd International Airport exit.  Turn right 
on exit road to Williamsburg Rd. (Route 60).  Turn left at 
traffic light, travel east on Williamsburg Rd. for 0.7 miles to 
Confederate Ave.  Turn right onto Confederate Ave. for  
2.3 miles to Virginia Air National Guard Gate at the south end 
of Runway 15-33 Byrd Airport. 
 
        (4) Routes to Fort Monroe, VA 
 
            (a) Primary Route - Depart WPNSTA Yorktown, Gate 35 
(Explosive Gate).  Turn left onto VA-143 (Jefferson Ave.) and 
proceed 2.1 miles onto the ramp to I-64 East.  Proceed  
20.4 miles to Exit 268 (West Country St.) and then south on 
West County St. for 0.75 miles to Water St.  Continue on  
Water St. for 0.5 miles to Fort Monroe Gate. 
 
            (b) Secondary Route - Depart WPNSTA Yorktown,  
Gate 35 (Explosive Gate).  Turn left onto VA-143 (Jefferson 
Ave.) and proceed 2.1 miles onto the ramp to I-64 East.  
Proceed 16.4 miles to Exit 263A, then right onto Mercury Blvd.  
Proceed on Mercury Blvd. through Sinclair Circle for 6.3 miles 
to Fort Monroe Main Gate. 
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8028.3  WPNSTA Yorktown Routes to Norfolk, Portsmouth, and 
Virginia Beach Areas.  The greater portion of each route for 
vehicles hauling explosives between WPNSTA Yorktown and  
terminals in the military complex is common and shall be known 
as the “Basic Norfolk Route.”  The following sets forth the 
Primary and Alternate Basic Norfolk Area Routes and from their 
terminus, routes to specific destinations. 
 
    a.  Primary Route - Depart WPNSTA Yorktown, Gate 35 
(Explosive Gate).  Turn left onto VA-143 and proceed 2.1 miles 
onto the ramp to I-64 East.  Proceed 16.4 miles to Exit 263A 
then right onto U.S. 258 South.  Proceed on U.S. 258 South 
through the Newmarket Traffic Circle (Junction U.S. 258/17) and 
beyond, continuing southbound on U.S. 17/258 then across the 
James River Bridge.  Continue on U.S. 17, southbound for  
8.4 miles across the Nansemond Bridge to VA-627 and VA-337.  
Turn right on VA-337 and continue 1.8 miles.  Turn right on  
VA-642.  Proceed 2.0 miles, turn right on U.S. 58, merge right 
on U.S. 460 and travel 6.0 miles to entrance of I-64.  Enter  
I-64 and proceed to destination via paragraph 3c. 
 
    b.  Alternate Route - Depart WPNSTA Yorktown, Gate 35 
(Explosive Gate).  Turn left onto VA-143 (Jefferson Ave.).  
Proceed on VA-143 to Newmarket Traffic Circle, departing the 
traffic circle southbound on U.S. 17/258, then across the  
James River Bridge.  From this point, the same route is 
prescribed as is set forth in paragraph 3a. above. 
 
    c.  Primary Routes from Basic Norfolk Route to Specific 
Activities 
 
        (1) Naval Station (NAVSTA), Norfolk – (Primary Route 
During the hours of 0530 through 1730, Monday through Friday).  
Proceed on I-64 to Granby Street exit.  Proceed 0.3 miles on 
Granby St., turn left and enter NAVSTA Norfolk, Gate 22.  
Immediately turn left and make the first right into Weapons 
Department Compound.  Gate guard will obtain escort vehicle for 
transportation to final destination.  (Secondary Route During 
the hours of 1730 through 0530 Monday through Friday and 
weekends).  Follow I-64 to 564 to Hampton Blvd., turn left onto 
Hampton Blvd., proceed approximately .5 mile to NAVSTA Norfolk, 
Gate 5, and turn right to enter the NAVSTA.  Await NAVSTA Base 
Security escort and proceed to Building NM-154, Norfolk Weapons 
Department. 
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        (2) Naval Air Station (NAS), Oceana - Proceed on I-64 
and turn right on I-264.  Continue east on I-264 to Exit 5 
(Lynnhaven Pkwy.).  Proceed on Lynnhaven Pkwy. to the first 
intersection and turn left on Potters Road.  Continue on 
Potters Rd. 9 miles to London Bridge Road.  Turn right off 
Potters Rd. onto London Bridge Rd., and proceed 4.9 miles to 
NAS Oceana, Gate 2 (back gate). 
 
 
        (3) Training Support Center (TRASUPPCEN), Hampton 
Roads, Dam Neck - Proceed on I-64 and turn right onto I-264.  
Proceed east on State Rd. 44 to Exit 7 (Birdneck Rd.) and south 
on Birdneck Rd. to General Booth Blvd.  Turn right onto General 
Booth Blvd. to Dam Neck Rd., turn left, and proceed 3.0 miles 
to the Main Gate, TRASUPPCEN Hampton Roads. 
 
        (4) Naval Amphibious Base (NAVPHIBASE), Little Creek - 
Continue on I-64 Norfolk Exit U.S. 13 north (Northampton 
Blvd.).  Proceed approximately 3 miles and take Independence  
Blvd. North.  Proceed 0.5 miles to Shore Dr. and turn left.  
Proceed to the next light and turn right at Gate 4 of 
NAVPHIBASE Little Creek. 
 
        (5) Camp Pendleton - Proceed on I-64 and turn right 
onto I-264 to Exit 7 (Birdneck Rd.).  Go south on Birdneck Rd. 
to General Booth Blvd. and turn left onto General Booth Blvd. 
to Gate 1 at Camp Pendleton.   
 
        (6) Norfolk Naval Shipyard (NAVSHIPYD Norfolk), 
Portsmouth, VA - Proceed on I-64 East to U.S. 17 North in 
Chesapeake, to George Washington Hwy.  Turn right on Victory 
Blvd. and proceed 0.6 mile to Gate 29, NAVSHIPYD Norfolk. 
 
        (7) Coast Guard Base, Portsmouth - Use basic Norfolk 
route over the Nansemond Bridge to High St. West.  Travel  
High St. 1 mile to Cedar Lane then turn left and proceed on 
Cedar Lane for 1 mile to West Norfolk Rd.  Turn right on  
West Norfolk Rd. following it 0.5 miles to Coast Guard Blvd.  
Turn left on Coast Guard Blvd. to the Coast Guard Station. 
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    d.  Primary Routes between Norfolk Area Activities 
 
        (1) Fort Story to NAVPHIBASE Little Creek - Exit  
West Gate on Shore Dr. and proceed north to Gate 4, NAVPHIBASE 
Little Creek. 
 
        (2) Fort Story to NAS Oceana/Dam Neck - Proceed south 
from the West Gate on Shore Dr. to Atlantic Ave. then onto 
Pacific Ave. to General Booth Blvd., turn right onto Oceana  
Blvd. and enter NAS Oceana at the Main Gate.  For entrance into 
Dam Neck, proceed south on General Booth Blvd. to Dam Neck Rd. 
and proceed to Main Gate, approximately 3.0 miles. 
 
        (3) Fort Story to other Military Activities - Exit  
West Gate on Shore Dr., proceed east to Diamond Springs Rd. and 
follow previously established routes for the activity involved. 
 
        (4) Fort Story to Civilian Locations - The senior EOD 
team member along with the city official on the scene will 
determine the route to be utilized when removing dangerous 
materials from civilian community. 
 
        (5) Craney Island, Coast Guard Base, Portsmouth - From 
Chambers Field, NAS Oceana, Detachment Norfolk - Exit Chamber’s 
Field, Norfolk, Gate 22, to I-64 East to U.S. 17 North in 
Chesapeake to George Washington Hwy. to Frederick Blvd., left 
on Frederick Blvd. to High St., left on High St. to Cedar Rd., 
right on Cedar Rd. to Coast Guard Blvd., left on Coast Guard 
Blvd. to Craney Island Coast Guard Station, Main Gate. 
 
8028.4  Escorts (when required) 
 
    a.  Provisions will be made for escorts to meet military 
explosives vehicles upon crossing the Chesapeake-Virginia Beach 
City Boundary Line on I-64 entering Norfolk, Virginia area.  
This point is 1 mile south of Indian River Rd. interchange 
where the cross-median road is located (Norfolk/Virginia Beach, 
Check Point 2). 
 
        (1) For shipments bound for NAVPHIBASE Little Creek and 
the Virginia Beach area, escort will be provided by the City of 
Virginia Beach Police. 
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        (2) For shipments bound for NAVSTA Norfolk, escort will 
be provided by the City of Norfolk. 
 
    b.  If the escort is not awaiting the explosives shipment 
as indicated in paragraph 4a above, the vehicle(s) will stop in 
the emergency lane and wait for 10 minutes or until escort 
arrives, whichever occurs first; this will be considered an 
emergency stop.  If the escort has not arrived after  
10 minutes, notify the shipping activity by radio/telephone, 
proceed via I-64 and approved route to destination.  In case of 
shipments bound for Virginia Beach area, trucks and escorts  
will re-enter I-64 and proceed to State Rd. 44.  It is assumed 
that should shipments be delayed for traffic reasons, the 
escort would remain at Norfolk/Virginia Beach, Check Point 2.  
The 10-minute stop limitation does not apply to the escort. 
 
    c.  For shipments from Norfolk to Virginia Beach area, 
escorts will be exchanged at holding area adjacent to Lake 
Wright Hotel on U.S. 13 (Northhampton Blvd.) and Wesleyan Dr. 
(Norfolk, Check Point 15), or at Newtown Rd. exit on  
State Road 44 for Oceana/Dam Neck area. 
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SUBJECT GROUP 9470-9499 COUNTERMEASURES 
 

SUBGROUP 9475 - DEGAUSSING 
 
9475.1  Magnetic Silencing Services Available in Norfolk, VA 
 
    a.  Definition.  Magnetic Silencing (MS) is the general term 
applicable to the reduction of a ship’s magnetic field, induced 
and permanent, by means of both the ship’s installation 
(degaussing coils) and supplementary external means (deperming 
treatment).  Deperming is the specific treatment of a ship by 
powerful magnetic fields from external sources of electric 
current so as to remove and stabilize, insofar as practicable, 
the “permanent” magnetic characteristics taken on a ship while 
moored on an unchanged heading during construction, 
modification, and major repair and overhaul periods. 
 
    b.  Available Facilities.  The MS Facility (MSF) consists of 
two operational activities and a central office for scheduling 
and liaison.  The activities are the NAVSTA Norfolk Degaussing 
Range and the Lamberts Point Deperming Station.  The scheduling, 
administration, and liaison functions are provided by the 
central office at Regional Port Ops, NAVSTA Norfolk.   
 
    c.  Regulations.  OPNAVINST C8950.2 prescribes the checking 
of ships’ degaussing effectiveness at periodic intervals.  
Instructions also prescribe a degaussing check for the 
following:  
 
        (1) Before and after a major dry-docking period. 
 
        (2) After a major shock to the hull from a nearby 
explosion. 
 
        (3) After grounding or collision. 
 
        (4) As feasible, before entering mined waters. 
 
        (5) Before Casualty Corrected (CASCOR) of any Casualty 
Report (CASREP) degaussing equipment. 
 
        (6) At every opportunity when entering or leaving a port 
with ranging facilities.  Declining use of range facility is not 
an option. 
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    d.  Instructions.  Accomplishing a complete check of a 
ship’s degaussing condition requires ships to make satisfactory 
range runs on reciprocal headings within a 6-week period.  Check 
ranging is required a minimum of 90 days prior to deployment.  
Ranging is required upon entering or leaving the port during 
normal ranging hours.  Ships must make their own arrangements 
via logistics request to NAVSTA Norfolk Port Ops for tugs, if 
required for turning.  The average length of time required for 
making a complete check is less than 2 hours.  Ships operating 
in and out of the harbor are required to range for degaussing 
coincident with their normal operations provided the range 
crossings are made during normal working hours. 
 
    e.  Deficiencies.  A ship’s magnetic condition may be 
unsatisfactory or require improvement for any of the following 
reasons: 
 
        (1) Degaussing system defective due to mechanical or 
electrical defects, or improper calibration of the degaussing 
ammeters. 
 
        (2) Using improper current values, wrong polarities set 
for locale, degaussing coils not energized, or failure to 
communicate ammeter readings while on range heading. 
 
        (3) Changes in the ship’s permanent magnetism, 
necessitating shipboard technical assistance, calibration, and a 
revised set of degaussing charts, and in some cases, the 
requirement for deperming. 
 
    f.  Deperming Requirements.  The necessity for deperming a 
ship is ordinarily determined by first making check-runs over a 
Degaussing Range.  New construction ships are required to 
undergo deperming. 
 
    g.  Services.  The services of the Deperming Station are 
scheduled by ship or squadron a minimum of 6 weeks prior to 
desired services or as soon as practicable by contacting the MSF 
Central Office at (757) 445-9302, DSN 565.  Detailed advance 
instructions are issued to ships scheduled for deperming.  
Additionally, a thorough, onboard brief by the Deperming Officer 
and civilian technical personnel is conducted in the weeks  
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preceding deperming.  Shipboard degaussing systems are inspected 
by MSF technical personnel prior to arrival at Deperming Station 
to ensure proper operation.   
 
    h.  Hours of Operation.  For planning purposes, an estimate 
of daylight working hours normally required for deperming 
operations is as follows: 
 
Class                Working Hours               Days 
                      (0700-1600)           **Scheduled** 
 
Small craft               8-12    2 
Auxiliaries              16-24    3 
CVNs and LHAs            40-48    5 
FFG and DDG51            16-32    3 
 
NOTE:  The first ship of a new class may require up to 16 
additional daylight working hours. 
 
* Overtime must be scheduled in advance, certifying operational 
necessity. 
** Days scheduled are full workdays at the station.  Underway is 
anticipated the following morning. 
 
    Tentative appointments for deperming may be made pending a 
degaussing check at the range, which will determine the actual 
need for deperming.  Time for running the degaussing range is 
not included in the length of time listed above.  Complete 
degaussing calibration charts and degaussing system operator 
instructions for ships are issued by the Deperming Station. 
 
    i.  Inspection Arrangements.  Electrical inspection, 
operator training, and equipment testing of degaussing systems 
can be obtained by contacting the MSF, (757) 444-2551/2535,  
DSN 564).  Repairs (including calibration of ammeters, which 
must be done in place onboard ship) should be completed before 
ranging or deperming.  MSF personnel should perform periodic 
reviews of ship’s degaussing folder for deficiencies.   
 
9475.2  Scheduled Procedures.  Routine degaussing range checks 
in the course of normal operations will be provided upon request 
to the degaussing range subject to prior commitments for 
degaussing checks. 
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    a.  Arrangements.  Prior arrangements to run the degaussing 
range may be made by contacting the MSF Head Engineer or NAVSTA 
Norfolk Range Operator during regular working hours, and by 
contacting the NAVSTA Norfolk Port Ops Duty Officer outside of 
regular working hours. 
 
    b.  Scheduling.  Naval ships may schedule range runs by 
logistics request message to NAVSTA NORFOLK VA//PD PORT OPS/ 
N3//.  Include details in logistics request para Delta or Zulu. 
 
    c.  Degaussing Scheduling Requirement.  Ships should be 
scheduled in advance when a complete check is to be 
accomplished. 
 
    d.  Deperming Scheduling Requirement.  Arrangements for 
deperming must be made as far in advance as practicable.  Ships, 
squadrons, or Type Commanders (TYCOM) should initiate the 
request for deperming to the MSF Head Engineer to establish an 
available time period.  Emergency or exceptionally unusual 
situations requiring short-time notice (2 weeks) can be handled 
on a time-available basis.  Arrangements for tugs and pilots 
must be made by logistics request to Regional Port Ops. 
 
9475.3  Normal Hours and After Working Hours of Operation.  
Normal hours for the Degaussing Range are Monday - Friday,  
0730-1600 (closed holidays).  Degaussing Range runs outside of 
normal hours are provided for INSURV inspections (normally one 
heading only), visiting ships homeported in areas other than 
Hampton Roads, and ships with unsatisfactory degaussed condition 
requiring ranging to upgrade to a satisfactory condition.  
Requests for such services are made through the ship’s TYCOM by 
LOGREQ to NAVSTA Norfolk Regional Port Ops Officer or to the 
MSF.  It is requested that commands exercising scheduling and 
operational control of vessels requiring degaussing services 
arrange for these services to be performed during normal work 
periods of the degaussing range unless emergent or urgent 
conditions render such scheduling impracticable. 
 
9475.4  General Instructions for Degaussing Range Checks 
 
    a.  Before starting check-run, contact the NAVSTA Norfolk 
Degaussing Range.  Primary communication is by voice radio on  
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355.55 MHz.  Request ships contact Degaussing Range 
approximately one-half hour before making check-run.  Marine 
Band Radio Channel 13 is also monitored. 
 
    b.  The Degaussing Range requires the following information 
by radio, in the following format: 
 
        (1) Coil Settings – Once ship is on course, and before 
the ship crosses the range, inform the facility of actual 
ammeter currents and polarities.  Ensure that meter readings are 
correct for both zone and polarity. 
 
        (2) Ship’s Draft – Forward and aft drafts (actual keel 
drafts, not navigational drafts). 
 
        (3) Ship’s Heading – if more than 5 degrees off channel 
course.  Once course is established, maintain steady course and 
constant speed while crossing the range.   
 
    c.  Instructions for obtaining an accurate degaussing check 
in minimum time are: 
 
        (1) Check meter readings, making certain the settings 
are correct for zone, polarity, and local magnetic variation.  A 
run with improper settings or polarity will result in an 
unsatisfactory range run. 
 
        (2) Keep ship on a steady course; a constant speed of  
8-10 KTS is recommended but is at ship’s discretion.  Make 
crossing mid-channel if practicable or as range operator 
directs.  (This is not to be interpreted as conflicting with 
general or special navigation or channel traffic regulations.)  
 
        (3) For best results, ensure range is clear of other 
shipping (including tugs) prior to crossing to avoid magnetic 
field interference. 
 
        (4) A minimum of two satisfactory runs (northeast and 
southwest) within 6 weeks is required for a complete degaussing  
check.  Ships are required to run the Degaussing Range during 
normal operating hours at EVERY available opportunity when 
entering or leaving port.   
 



                      COMNAVREGMIDLANT/SOPA(ADMIN)HRINST 5400.1A 
                      03 APR 2006 

 

9475-6 

        (5) Ships will be informed when runs are completed; if 
the check is “satisfactory,” the range will advise.  If further 
action is required, the Degaussing Range will send an 
appropriate message consistent with security regulations on 
degaussing.  If ship’s degaussing charts require revision, a 
message will be sent requesting the ship’s degaussing folder 
(and all extra degaussing charts) be delivered to the Degaussing 
Range.  Ships must have their degaussing folder onboard before 
leaving the area.  If deperming is required, see Article 9475.6, 
below. 
 
9475.5  General Instructions for Minesweeper Range Checks  
 
    a.  The Minesweeper Ranging Facility is located at the 
Degaussing Range.  The range is equipped with magnetic sensors 
at a 30-foot depth for use by MCM and MHC class minesweepers and 
similar classes of vessels with low magnetic fields.  Other 
small craft, such as LCUs, can be ranged as required. 
 
    b.  Degaussing checks on these ranges are by appointment 
only.  Instructions for running the range can be obtained upon 
arrival from the MSF Head Engineer or range operator.  Primary 
communication is by voice radio on 355.55 MHz.  Marine Band 
Radio Channel 13 is also monitored. 
 
    c.  For planning purposes, estimated time for calibration of 
above-mentioned minesweepers is 1 to 5 days.  A degaussing range 
check ordinarily can be made in about half a day.  Additional 
time is needed if recalibration is required.  The time necessary 
for recalibration is dependent upon the ship’s magnetic 
condition. 
 
NOTE:  Calm water is required for use of this range. 
 
9475.6  General Instructions for Deperming 
 
    a.  The Deperming Station is located in 36-52-05N,  
76-20-00W, approximately 1 mile south of Craney Island.  The 
primary deperming slip, located on the east side of the 
Deperming Station, can accommodate CVN-class aircraft carriers 
and all classes of steel-hulled surface ships.  The magnetic  
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signature of ships with Advanced Degaussing Systems may not be 
optimized due to current equipment limitations.  A smaller 
deperm slip west of the primary deperming slip accommodates 
LCUs. 
 
    b.  Primary communication is voice radio on 355.55 MHz.  
Marine Band Radio Channel 13 is also monitored. 
 
    c.  Personnel from ship’s complement are required to provide 
and handle mooring lines on the Deperming Station catwalks when 
entering and leaving the station, as well as provide working 
parties for the wrapping and unwrapping of deperming cables. 
 
    d.  Chronometers, navigation watches, magnetic compasses, 
flinders bars, and quadrantal spheres must be removed from the 
ship in order to avoid being adversely effected by the deperming 
process.  Ordinary watches and clocks may be left onboard, but 
must be kept at least 10 feet away from the ship’s hull and 10 
feet below the weather deck.  (More detailed instructions are 
available in NSTM S9086-QN-STM-010/CH-475 MAGNETIC SILENCING). 
 
    e.  No services other than deperming will be furnished while 
the ship is at the Deperming Station.  No stores, fuel, or water 
is to be received or discharged.  No fishing is permitted at any 
time, and no trash or debris may be thrown overboard in the 
Deperming Slip. 
 
    f.  The Deperming Station is not equipped to furnish boat 
shuttle launches.  Boats cannot be allowed in the slip during 
the rigging/unrigging or treatment processes.  Commercial launch 
services may be hired, but must be closely coordinated with the 
Deperming Station.   
 
    g.  Ships scheduled for deperming will be furnished special 
instructions for mooring, operation of degaussing equipment, and 
size of working parties.  These instructions vary according to 
type and size of ship. 
 
    h.  No Anti-Terrorism Force Protection (ATFP) or physical 
security measures are provided by the Deperming Station or 
NAVSTA Norfolk.  The visiting ship may post Watches throughout 
the Deperming Station.  Small boat operations must be closely 
coordinated with the Deperming Station as NOT TO interfere with 
the treatment and required magnetic measurements.  
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SUBJECT GROUP 9500-9599 GENERAL AUXILIARY RECORDS 
 

SUBGROUP 9510 – ENVIRONMENTAL QUALITY AND POLLUTION CONTROL 
 

9510.1  Regulated Waste Categories.  All afloat commands are 
instructed to minimize regulated, medical waste generation and 
implement effective segregation programs to ensure that only 
regulated, medical waste, as defined by Commonwealth of 
Virginia, Regulated Medical Waste Management Regulations, and 
BUMEDINST 6280.1, is treated as regulated medical waste.  
Failure to do so will result in excessive disposal costs.  The 
following items are defined as regulated medical waste: 
 
    a.  Solid waste.  Any solid waste is a regulated medical 
waste if the healthcare professional suspects it to be capable 
of producing an infectious disease if it has been, or is likely 
to be, contaminated by an organism likely to be pathogenic to 
healthy humans, and such organism is not routinely and freely 
available in the community. 
 
    b.  Isolation waste.  Medical waste from isolation rooms is 
often perceived as regulated, medical waste.  However, only 
those items that were contaminated, or likely to be 
contaminated, with infective material are infectious waste. 
 
    c.  Cultures and Stocks of Infectious Agents and Associated 
Biologicals.  These wastes include specimens from medical and 
pathology labs, cultures of infectious agents, disposable 
culture dishes, and devices used to transfer, inoculate, and mix 
cultures, and discarded live and attenuated vaccines.  Include 
Microbiology wastes such as etiologic agents containing microbes 
that, due to their species, type, virulence, or concentration, 
are known to cause disease in humans.  Examples include 
discarded live vaccines and wastes from production of 
Biologicals. 
 
    d.  Human Blood and Blood Products.  Wastes included are: 
 
        (1) Blood, serum, plasma, and blood products, including 
empty, used blood tubes, blood collecting and dispensing bags, 
and associated tubing. 
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        (2) Dressing materials, gauze, or bandages (items 
contaminated with blood or other infectious materials that would 
release these substances in a liquid or semi-liquid state,  
if compressed, and items that are caked with dried blood or 
other infectious materials and are capable of releasing these 
materials during handling) are considered regulated waste.   
 
            (a) Exam gloves and gauze pads used for compression 
after a phlebotomy, which contain small amounts of blood or body 
fluids, but not containing free-flowing liquid, are not 
regulated medical waste if accumulated with other routine trash. 
If gauze pads and exam gloves are accumulated in a separate 
container, these wastes must be managed as regulated medical 
waste. 
 
            (b) Used sanitary products for menstrual flow are 
not considered regulated waste and can be discarded with routine 
trash. 
 
        (3) Under certain circumstances in which differentiation 
between body fluid types is difficult or impossible, all body 
fluids shall be considered potentially infectious materials. 
 
    e.  Pathological Wastes.  These wastes include human 
tissues, organs, body parts, and blood removed during surgery, 
biopsy, or autopsy. 
 
    f.  Sharps.  Included are needles, syringes, scalpel blades, 
Pasteur pipettes, specimen slides, and broken glass potentially 
contaminated with infectious material.  Auto-injectors  
(2-Pam chloride, atropine) will be disposed of under the sharp’s 
requirements.  Do not expend the auto injector as a means of 
disposal.  Call the Medical Logistics Command, Fort Dietrick, 
Maryland, to find out if these items are extendible. 
 
    g.  Surgical Wastes.  Included are soiled dressings, 
sponges, drapes, lavage tubes, drainage sets, underpads, and 
surgical gloves. 
 
    h.  Unused.  Unused, expired medical materials that are 
designed for use in diagnosis, treatment, laboratory testing, or 
training are managed as regulated medical waste. 
 



                      COMNAVREGMIDLANT/SOPA(ADMIN)HRINST 5400.1A 
                      03 APR 2006 

 

9510-3 

    i.  Spilled material.  Any residue of blood and blood 
products that contaminate soil, water, or other debris resulting 
from the clean-up of a spill are considered regulated, medical 
waste.   
 
    If the regulated status of the waste is unclear, contact 
COMNAVREG MIDLANT, Regional Environmental Group, for assistance. 
 
9510.2  Regulated Medical Waste Management 
 
    a.  Regulated Medical Waste Drop-off Points.  Drop-off 
points for the disposal of regulated medical waste generated by 
shipboard medical departments have been established at NAVSTA 
Norfolk BRMED Clinic Sewells Point and NAVPHIBASE Little Creek 
BRMED Clinic.  For disposal of regulated medical waste at 
NAVSHIPYD Norfolk, see NAVSHIPYDINST 5400.1.  Information 
concerning hours of operation may be obtained from the Clinic 
Regulated Medical Waste Coordinator at each location. 
 
    b.  Packaging Requirements.  Regulated medical waste shall 
be placed into two leak-proof (double-bagged), red biohazard 
bags:  (NSN 6530-01-107-5798), 36 in X 24 in, package of 200; or 
(NSN 6530-01-107-5799), 26 in X 18 in, package of 200.  Sharps 
shall be collected at the point of generation in closable 
puncture resistant, leakproof on the sides and bottom, color-
coded red containers, and those containers placed inside a 
plastic bag prior to transport. 
 
    c.  Transport of Regulated Medical Waste 
 
        (1) Use only government vehicles to transport regulated, 
medical waste from ships to clinics for disposal.  Do not use 
privately-owned vehicles. 
 
        (2) Do not transport regulated medical waste on public 
highways.  Regulated medical waste generated in private 
shipyards, or in areas where on-base transport to a clinic is 
not possible, must be accomplished by a permitted transporter.  
Contractor transportation service can be obtained through NAVFAC 
MIDLANT Contracting Office.  Call the Contracting Office to 
arrange a pick-up and then send a memorandum to NAVFAC MIDLANT 
using the following format: 
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            (a) Format to Request Regulated Medical Waste  
Pick-up From Private Shipyards: 
 

SAMPLE 
 
 
 
MEMORANDUM 
 
From:  Medical Department, USS NEVERSAIL (DD 999) 
To:    Commanding Officer, Naval Facilities Engineering Command, 
       Mid-Atlantic (Code 0254, Contracting Officer) 
 
Subj:  PICKUP/DISPOSAL OF REGULATED MEDICAL WASTE FROM  
       USS NEVERSAIL (DD 999) 
 
Ref:   (a) NAVMEDCOMINST 6280.1 
       (b) PHONCON NAVFAC MIDLANT Roy Criger/USS NEVERSAIL  
           HMC Jones of (date) 
 
1.  In accordance with reference (a), request pick-up of 
regulated medical waste. 
 
2.  In accordance with reference (b), the following information 
is provided: 
 
    a.  Number of containers: 
 
    b.  Location:  USS NEVERSAIL (DD 999), Pier #2, Metro 
Machine Corporation, Norfolk, VA.  
 
    c.  POC:  HMC Jones, (757) 444-5555. 
 
    d.  Requested date of pick-up:  
 
 
 
 

  (Signature block) 
 

SAMPLE 
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            (b) The above service is provided at no cost to 
Atlantic Fleet ships. 
 
Note:  For ships homeported outside of Hampton Roads and who are 
in the Norfolk area for yard work, a funding document for 
disposal of regulated medical waste must be established with 
NAVFAC MIDLANT Comptroller. 
 
    d.  Steam Sterilization Units.  Do not operate shipboard, 
steam sterilization units (autoclaves) in port for treating 
regulated medical waste.  Autoclaves may only be operated in 
port to sterilize instruments, per Virginia Regulated Medical 
Waste Management Regulations. 
 
9510.3  Shipboard Infectious Waste Management Program 
 
    a.  As prescribed by Virginia Infectious Waste Management 
Regulations and BUMEDINST 6280.1, each ship must designate an 
infectious waste coordinator.  Occupational Exposure to 
Bloodborne Pathogens, 29 CFR 1910.1030, requires each ship to 
maintain records of regulated medical waste training conducted 
for regulated medical waste management personnel. 
 
    b.  Ensure that entries are made in the ship’s Medical 
Department Journal of all regulated medical waste that is 
transported shore side to clinics for disposal. 
 
9510.4  Medical Substance Categories 
 
    a.  Controlled and Non-Controlled Medical Substance 
Definitions  
 
        (1) Controlled substances are those drugs scheduled in 
the Controlled Substance Act of 1970 (Public Law 91-513), and 
ethyl alcohol.  There are five schedules: 
 
            (a) Schedule I.  No acceptable drug use, but maximum 
abuse potential. 
 
            (b) Schedule II.  Acceptable drug use and a very 
high abuse potential. 
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            (c) Schedules III, IV, and V.  Acceptable drug use 
is considered to have lesser degrees of abuse potential, and 
other scheduled drugs. 
 
            (d) The Manual of the Medical Department (NAVMED  
P-117, Chapter 21) closely regulates the disposal of these 
items.  Under no circumstances will these items be discarded 
with non-controlled items turned in to clinics or landfills. 
 
        (2) Non-Controlled substances are medicines that do not 
meet one of the five schedules above.  Over the counter (OTC) 
medicines are non-controlled. 
 
            (a) Some examples of OTC medication are aspirin, 
Kaopectate, some cough syrups, and antacids. 
 
            (b) Some examples of prescription medication are 
antibiotics, muscle relaxants, and anti-emetics. 
 
    b.  Management and Disposal of Non-Controlled Substances 
 
        (1) Disposal of non-regulated medical wastes presents no 
hazard to the environment or to public health.  However, bulk 
disposal of these items can cause public concern or create 
unnecessary high-disposal costs when discarded as regulated 
medical waste.  Medication in bulk will not be discarded with 
routine trash due to public concerns and landfill requirements. 
 
        (2) Minimize the need to dispose of non-controlled 
medications by implementing an effective supply management/stock 
rotation program before product expiration.  Ships should 
contact the local BRMED Clinic Pharmacy for information 
concerning hours of operation, packaging, and shelf-life 
requirements.  Material in Class A condition, and greater than  
1-year shelf life remaining, may be returned to FISC Norfolk.   
 
        (3) Small quantities of expired, non-controlled tablets, 
capsules, or dry medicinal products may be disposed of via the 
sanitary sewer.  Do not put Metamucil into the drains - It clogs 
them.  Dispose of by opening containers and place into routine 
trash.  Contact COMNAVREG MIDLANT Regional Environmental Group 
for further information. 
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        (4) Small quantities of non-controlled liquid medicinals 
contained in bottles or plastic bags may be emptied into the 
sanitary sewer system.  No HAZMAT with a pH of less than five or 
flashpoint below 140 0F may be discarded via the sanitary sewer 
system.  Dispose of medicinals with a pH less than five and a 
flashpoint of less than 140 0F as a hazardous waste (HW).  
Dispose of the empty container into routine trash.  Unused 
HAZMAT, such as chemicals and media, shall be treated as HW 
through the ship’s HW coordinator. 
 
        (5) IV bottles/bags must be emptied into sanitary sewer 
(having removed the IV tubing), and dispose of the empty 
bottle/bag into routine trash.  If the IV set contains a needle,  
dispose of the needle in a sharps container.  If the IV tubing 
contains blood, then the tubing is a regulated medical waste 
(see Section 6280.1 d (1)). 
 
        (6) For small amounts of ointments, paste, and creams 
(six to nine tubes), cut the tubes to preclude subsequent use 
and discard into routine trash dumpster.  Empty the contents of 
large jars of ointments into a routine trash container to 
preclude subsequent use and place jar in routine trash. 
 
        (7) Bulk, non-regulated, medical material, such as 
Special Accounting Class (SAC) 224 or 207, in Class A condition 
and greater than 1-year shelf-life remaining, may be returned to 
FISC Norfolk. 
 
            (a) Expired bulk quantities or SAC 224 or 207 items 
of non-controlled, expired, shelf-life pharmaceutical products 
may be disposed of by calling NAVFAC MIDLANT, Ships Support 
Office (SSO), at NAVSTA Norfolk Port Ops.  NAVFAC MIDLANT will 
bring a dumpster or a truck to the pier for the disposal of the 
non-controlled items.  The dumpster will be picked-up and taken 
to the landfill on the same day waste is deposited. 
 
                1.  Associated liquids will not be placed in a 
landfill.  Small vials that contain liquid shall be placed into 
a bag, the vials broken, and the liquid drained into the  
sanitary sewer system.  Deposit the crushed glass into routine 
trash.  IV containers shall also be drained into the sanitary 
sewer system, and the containers deposited into routine trash. 
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            (b) The ship will provide an escort from the Medical 
Department or Supply Department who will make sure the load is 
not tampered with en route to the landfill. 
 
            (c) The ship must provide the following 
certification on letterhead paper signed by a Medical Officer or 
the Commanding Officer’s designated representative.  This 
certification must accompany the waste pick-up.  The escort will 
turn this certification over to the landfill manager at the 
delivery location. 
 
                1.  Format for bulk-quantity disposal 
certification: 
 

SAMPLE 
 
 
 

MEMORANDUM 
 
From:  USS NEVERSAIL (DD 999) 
To:    Hampton Landfill Manager, Sanifill Corporation 
 
Subj:  EXPIRED MEDICAL ITEMS 
 
1.  This waste contains expired medical supplies.  It contains 
no regulated medical waste, hazardous materials, or other 
prohibited or controlled items. 
 
 
 
                                 (Signature Block) 
 

SAMPLE 
 

 
9510.5  Reporting and Emergency Clean-up for Spilled/Abandoned, 
Regulated Medical Waste 
 
    a.  Procedures for reporting medical waste incidents, and to 
activate contractual support for emergency clean-up of 
abandoned, spilled, or improperly disposed regulated medical 
waste: 
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        (1) Abandoned or illegally disposed medical waste must 
be reported immediately upon the discovery to the installation 
CDO and Regional Environmental Group, Navy On-Scene Coordinator 
(NOSC) at (757) 288-4099, or pager 1-888-958-4322. 
 
        (2) If responsible command has been identified and the 
waste has not been removed from the installation, the 
responsible command will transport it to the local BRMED Clinic.  
After hours, the responsible command shall store at command and 
turn in the next day. 
       
9510.6  Super-chlorination of Potable Water Tanks.  For guidance 
regarding disposal of super-chlorinated water, call Regional 
Environmental Group. 
 
9510.7  Navy Environmental and Preventive Medicine Unit No. 2.  
Arrangements for the service offered by this unit should be made 
with the Officer in Charge by letter, message, telephone, or by 
personal call at the unit located in Bldg. X-336 on the corner 
of Virginia Avenue and Powhatan Street at NAVSTA Norfolk.  The 
mission and general function of the unit is set forth in 
NAVMEDCOMINST 5450.28. 
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SUBJECT GROUP 9600-9699 OUTFIT AND FURNISHINGS 
 

SUBGROUP 9690 - SPECIAL PURPOSE SYSTEMS 
 
9690.1  General 
 
    a.  IFF Testing Capabilities.  Commander, Mid-Atlantic 
Regional Maintenance Center (MARMC), Norfolk, VA, (previously 
Fleet Technical Support Center, Atlantic (FTSCLANT), now 
disestablished), has a training facility for the AN/APX-72 
Transponder.  MARMC also provides testing of the transponder 
utilizing the hand-held test set TS-4077/APM-424(V) and the 
AN/APM-AUX Programmer for Mode 4 testing.  MARMC does not 
calibrate either test units.  Arrangements may be made by 
contacting MARMC, 9170 Second Street, Suite 120, Norfolk VA 
23551-2393, NAVSTA Norfolk. 
 
    b.  TACAN Testing Capabilities.  MARMC has non-certifiable, 
on-the-air TACAN testing capabilities utilizing the AN/URM-507B 
Radio Beacon Test Set.  Testing is available by contacting 
MARMC. 
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SUBJECT GROUP 10300-10599 MISCELLANEOUS 
 

SUBGROUP 10570 – ANIMALS - DOMESTIC AND WILD 
 

10570.1  Possession of Pets.  Regulations concerning the 
possession of pets are as follows: 
 
    a.  Possession of pets by personnel residing in Hampton 
Roads housing will be permitted under the following conditions: 
 
        (1) All pets, 6 months or older, must be inoculated 
against rabies, and a certificate to that effect must be 
exhibited. 
 
        (2) Dogs must wear a city registration tag. 
 
        (3) Unspayed female dogs must be kept penned during 
their mating season. 
 
    b.  The owner of a dog will keep it tethered, leashed, or 
under positive voice control at all times when it is outdoors. 
 
    c.  When an animal has bitten or scratched a person, the 
following policy will be strictly observed: 
 
        (1) Immediately report the incident to the Emergency 
Communications Center at 444-2324. 
 
        (2) Capture the animal, if safe to do so; otherwise keep 
it under surveillance.   
 
        (3) Transport the victim to the BRMEDCLINIC.   
 
        (4) The owner of the animal alleged to have bitten or 
scratched a person shall be responsible for restraint or 
confinement of the animal for a 14-day period of observation, 
except as may be necessary in an emergency.  However, if the 
animal becomes violent or sick during the 14-day period of 
restraint and confinement, the sanitation officer, NAVSTA 
Norfolk Branch Clinic, will be contacted for instruction as to 
disposition. 
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SUBJECT GROUP 11000-11999 GENERAL 
 

SUBGROUP 11000 - GENERAL 
 

 
11000.1  Responsibility of Assignment.  Class II Real Property 
Management responsibility rests with the Commander, Navy 
Installations Command (CNI).  Management authority is further 
delegated to the Commander, Navy Region, Mid-Atlantic (COMNAVREG 
MIDLANT).  Naval Facilities Engineering Command, Mid-Atlantic 
(NAVFAC MIDLANT), facilitates day-to-day Class II Real Property 
space assignment actions within the Hampton Roads Area.  NAVFAC 
MIDLANT (COMNAVREG MIDLANT Program Director for Facilities/ 
Regional Engineer (REG ENG)) is responsible for review and 
evaluation of space in buildings, land areas, and other 
facilities to achieve optimum regional facilities utilization.  
Assignments will be made by the cognizant Installation Commander 
to ensure Functional Mission and the intent of land use 
requirements plans are met.   
 
    a.  Report of Space Vacation.  All activities vacating 
space, regardless of plant account responsibility, shall report 
by letter to the REG ENG, NAVFAC MIDLANT, copy to host command, 
as soon as determination is made that the space will be vacated.  
The REG ENG will evaluate the usability of space reported 
available in conjunction with the reporting activity, and 
maintain records of available space. 
 
    b.  Unfilled Space Requirements.  Tenant activities and/or 
commands having unfilled space within the MIDLANT Region will 
address their requests, which should include man-power 
allocation, type, and quantity of space desired, to the REG ENG, 
copy to host command.   
 
    c.  Space Assignments.  Requests for off-base, GSA-leased 
space will be submitted to NAVFAC MIDLANT, via the REG ENG, in 
accordance with COMNAVREGMIDLANTINST 11011.10.  
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SUBJECT GROUP 11100-11199 STRUCTURES AND FACILITIES 
 

SUBGROUP 11101 – FAMILY HOUSING 
 
11101.1  Family Housing.  Family Housing is available for 
assignment to all eligible military members stationed ashore or 
afloat in the Mid-Atlantic Region, as prescribed by OPNAVINST 
11101.13.  There are 4,030 family quarters available to eligible 
officers, enlisted personnel, and their family members.   
 
11101.2  Navy Housing Welcome Center.  The Regional Navy Housing 
Welcome Center is located off Hampton Boulevard at the Personnel 
Support Mall in Norfolk.  Site Welcome Centers are also located 
at NAS Oceana; NAVPHIBASE Little Creek; WPNSTA Yorktown; and 
NAVSUPPACT Norfolk, Northwest Annex.  Military members, their 
families, and DoD personnel are offered a full range of services 
to help alleviate the confusion often experienced when moving to 
a new area.  A full range of services is provided, including:  
Navy Housing Assignment; Navy Home Ownership Program; Rental 
Partnership Program; Landlord/Tenant Mediations; Housing 
Referral; Showing Service; Realty Workshops; Relocation 
Assistance; and Public/Private Housing Initiatives.   
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SUBJECT GROUP 11100-11199 STRUCTURES AND FACILITIES 
 

SUBGROUP 11103 – HOUSING, OTHER 
 
11103.1  Bachelor Housing.  Bachelor Housing is available for 
assignment to all eligible military members stationed ashore or 
afloat as prescribed by OPNAVINST 11103.1 in the Mid-Atlantic 
Region.  There are 10,580 spaces available for permanent party 
personnel, and 3,290 transient spaces for eligible active duty, 
reservists, retirees, and family members. 
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SUBJECT GROUP 11200-11299 TRANSPORTATION FACILITIES, HEAVY 
EQUIPMENT 

 
SUBGROUP 11240 - AUTOMOTIVE 

 
11240.1  Identification, Marking, and Painting of Navy-owned 
Motor Vehicles 
 
    a.  Information.  Various interpretations of current 
instructions regulating the proper identification and markings 
for Navy-owned automotive vehicles assigned to operating forces 
and activities in the shore establishment have resulted in a 
display of non-standard identification media and proper markings 
on administrative vehicles.  Permanent concealment of vehicle 
registration numbers on automotive vehicles, other than those 
specifically exempt as covered in DoD instruction 4500.36-R, 
further aggravates an undesirable situation. 
 
    b.  Specific Instructions.  Paragraph 11-3 of DoD 
Instruction 4500.36-R specifies the arrangement of 
identification markings to include: 
 
        (1) DoD component identification. 
 
        (2) The registration number. 
 
        (3) The legend, “FOR OFFICIAL USE ONLY.” 
 
    Vehicles exempt from the identification markings above are 
those used for the purposes listed, and by the officials listed 
in paragraph 11-4 of DoD Instruction 4500.36-R. 
 
    c.  Responsibility.  Activities assigning, operating, or 
maintaining Navy-owned administrative-use vehicles are directed 
to comply with these provisions for marking and identifying 
Navy-owned vehicles under their cognizance. 
 
11240.2  Preventive Maintenance of Transportation Equipment.  
This paragraph outlines procedures for all naval activities and 
commanding officers of ships regarding preventive maintenance of 
transportation equipment under the cognizance of NAVFAC MIDLANT. 
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    a.  Inspection Record.  A Preventive Maintenance Windshield 
Sticker will be affixed to each vehicle by NAVFAC MIDLANT 
indicating USN number of “equipment due for inspection by” date.  
It is the responsibility of the leasing/renting activity/command 
to return the vehicle to NAVFAC MIDLANT Transportation on or 
before the month indicated on the sticker.  Failure to return 
the vehicle by the due date will result in deactivation of fuel 
access device, and the renting/leasing activity will be charged 
for all charges incurred by NAVFAC MIDLANT in the recovery of 
the vehicle.   
     
    b.  Requirements 
 
        (1) Activities operating NAVFAC MIDLANT automotive 
equipment will deliver the vehicle to the appropriate 
Transportation Shop for scheduled inspection on the date shown 
on the Preventive Maintenance Sticker.  Under no circumstances, 
will a vehicle be operated past the month indicated on the 
Preventive Maintenance Sticker.  Activities requesting vehicle 
inspections without prior appointments will be worked on a 
first-come, first-served basis following all scheduled 
appointments.  Appointments will be accepted 45 days prior to 
expiration date of the inspection sticker. 
 
        (2) Activities operating construction and allied 
equipment of NAVFAC MIDLANT will be responsible for delivering 
the equipment due for inspection to the appropriate 
Transportation Shop on the date requested. 
 
        (3) Experience and safety practices have indicated that 
it is impractical to transport certain types of materials 
handling, construction, and allied equipment over the highway 
under its own power, e.g., cranes, crawlers, tractor crawlers, 
et cetera.  When an activity is in possession of a unit of 
equipment of the above nature, and the equipment is due for 
preventive maintenance, transportation assistance may be 
obtained by contacting the Production Control Branch, 
Transportation Department, NAVFAC MIDLANT. 
 
        (4) When a unit of automotive equipment is due for 
preventive maintenance, and the due date conflicts with a 
scheduled assignment, activities holding other vehicle rentals 
will plan to use one of the units during the p.m. period, where 
feasible, thus increasing the use of standards of other 
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assignments.  If only one unit of equipment is held by the 
activity, a replacement unit may be obtained on a first-come, 
first-served basis by contacting the Production Control Branch.  
This pool is intended to provide assistance to those activities 
requiring an emergency replacement and it should not be 
interpreted to mean that a replacement vehicle will be made 
available for all equipment requiring maintenance service.  On 
all replacement vehicles issued for vehicles out-of-service less 
than three days, an additional charge will be made for the type 
of replacement issued.  However, the rental for all assigned 
vehicles stops at the time they are turned over to NAVFAC 
MIDLANT for repairs.   
 
        (5) Activities using equipment may have experienced 
deficiencies subsequent to a preventive maintenance inspection, 
which existed prior to the inspection.  These types of 
deficiencies normally are not discovered during the regular 
inspection unless they are obvious, since personnel of NAVFAC 
MIDLANT inspect equipment for safety and service ability as 
required by NAVFACENGCOM P-300 and P-307.  Operators of 
equipment shall assist NAVFAC MIDLANT by noting the deficiencies 
when delivering equipment for maintenance services.  When 
deficiencies are called to the attention of NAVFAC MIDLANT, such 
deficiencies will be noted on the Equipment Shop Repair Order 
for special attention of the inspectors. 
 
        (6) It is required that all transportation equipment be 
made available to the appropriate maintenance shop on the date 
requested. 
 
        (7) Vehicles with outdated preventive maintenance 
stickers will have their fuel access devices invalidated. 
 
11240.3  Marking and Equipping of School Buses (Navy) 
 
    a.  In addition to required standard equipment, all Navy 
buses used for the purpose of transporting school children will 
be marked and equipped as follows: 
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        (1) Two, standard sealed-beam, red flashing-lights of  
7-inch diameter (minimum), mounted front and rear.  The front 
flashing light shall be mounted on the left front fender or 
below the windshield on the left side of the bus.  The rear 
flashing light shall be mounted on the left quarter panel  
16 to 18 inches from the outside corner to the center line of 
the light, and below the rear glass. 
 
        (2) The Emergency door shall be identified, both 
interior and exterior, with 2-inch black letters reading 
“Emergency Door.”  The exterior identification shall be placed 
below the glass for a side emergency door and above the glass 
for rear emergency door. 
 
        (3) Front and rear signs shall be in place designating 
the equipment as a school bus.  Both signals shall read “STOP” 
on the one line with the wording “SCHOOL BUS” directly below it.  
All letters shall be of 6-inch size - black on yellow reflective 
sheeting background.  The front sign shall be mounted above the 
windshield.  The rear sign shall be mounted under the back 
glass. 
 
    b.  Action Required of Motorists.  Persons operating motor 
vehicles are required to stop whenever they approach a school 
bus that is taking on or discharging school children whether 
going in the same or opposite direction, and shall remain 
stopped until all school children are clear of the roadway.  
Persons who fail to comply with this regulation are deemed 
guilty of reckless driving and subject to action as prescribed 
in COMNAVREGMIDLANTINST 5560.10, Procedures for Disposition of 
Traffic Violations. 
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SUBJECT GROUP 11300-11399 UTILITIES AND SERVICES 
 

SUBGROUP 11300 – GENERAL 
 
11300.1  Reporting Changes of Occupancy of Buildings.  Naval 
Facilities Engineering Command, Mid-Atlantic (NAVFAC MIDLANT), 
(Code 600) (COMNAVREG MIDLANT Program Director, Facilities/ 
Regional Engineer), will be notified in writing when an activity 
either vacates or assumes new occupancy of buildings or portions 
of buildings when such change in occupancy involves a change in 
the financial responsibility for utility cost.  The command 
relinquishing space should advise NAVFAC MIDLANT immediately 
that the utilities for such space are no longer chargeable to 
that command and, if known at the time, this written notice 
should indicate the activity which is to reoccupy the space 
vacated.  The activity reoccupying the space should notify 
NAVFAC MIDLANT of such occupancy and make available funds for 
utilities.  The establishment of disestablishment of a major 
operation requiring utilities shall also be reported to NAVFAC 
MIDLANT for use in planning purposes.  A copy of any change in 
occupancy will be sent to NAVFAC MIDLANT (Code 20). 
 
11300.2  Temporary Waterfront Utility Services.   Ships shall 
coordinate their utility requirements while in port with NAVFAC 
MIDLANT Ship’s Support Office (Code 25W, (757) 445-7447).  
NAVFAC MIDLANT Utilities Department (Code 600, (757) 445-8558 or 
445-1712) provides ship-to-shore utility services in the Mid-
Atlantic Region. All ship support utility evolutions are 
conducted with NAVFAC MIDLANT Standard Operating Procedures 
available at: http://www.norfolk.navy.mil/pwc/pwcsupp.shtml. 
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SUBJECT GROUP 11300-11399 UTILITIES AND SERVICES 
 

SUBGROUP 11320 – FIRE PROTECTION AND FIRE FIGHTING 
 
11320.1  General Information.  Fire protection and prevention 
regulations for the combined areas of the Navy Regional Fire-
Rescue Hampton Roads, and policies, practices, and regulations 
shall be in accordance with DoDINST 6055.6, as follows: 
 
    a.  The provisions of this article apply to all areas, 
buildings, structures, aircraft, and ships, undergoing 
availabilities within the geographic limits of NAVSTA Norfolk; 
TRASUPPCEN Hampton Roads; Dam Neck; NAVPHIBASE Little Creek; 
NAVSHIPYD Norfolk; NAS Oceana; WPNSTA Yorktown; NAVSUPPACT 
Norfolk; NAVSUPPACT Norfolk, Northwest Annex; and surrounding 
installations and the areas under their jurisdictions. 
 
    b.  This article shall not be construed as amending or 
altering any regulation, instruction, or directive promulgated 
by higher authority.  If conflicts arise between the listed 
references, the more stringent shall apply. 
 
    c.  The Program Director for the Navy Regional Fire-Rescue 
Hampton Roads is the COMNAVREG MIDLANT Program Director for 
Public Safety, and as such, is the authority having jurisdiction 
for the implementation of the regional, fire protection/ 
prevention requirements. 
 
11320.2  Fire Fighting/Rescue/Hazardous Materials Response 
 
    a.  The Navy Regional Fire-Rescue Operations division is a 
well-trained, experienced group of fire fighters who specialize 
in combating shipboard, structural, aircraft, weapons, and 
special hazard fires.  Fire fighters and equipment will arrive 
within a few minutes of receipt of a fire alarm.  On arrival, 
the Senior Fire Department Officer will establish an Incident 
Command Post and work in coordination with commanding officers 
or their designees to bring the emergency situation under 
control.  The Incident Commander will assist and make 
recommendations to the senior military officer on scene for 
control of fire or rescue-related emergencies.  The Incident 
Commander will retain direct supervision of his own personnel, 
apparatus, and equipment. 
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    b.  All Navy Regional Fire-Rescue Fire Sites are capable of 
performing light to medium rescue operations.  In the case that 
specialized/heavy rescue is required, and upon request, the Navy 
Regional Technical Rescue Response Unit will be dispatched from 
NAVSTA Norfolk.  This specialized unit is highly trained in 
advanced High Angle Rope Rescue, Trench/Excavation Rescue, 
structural collapse, heavy vehicle extrication, and Confined 
Space Rescue.  It is part of the Tidewater Regional Technical 
Rescue Team Mutual Aid Response Program, which is supported by 
all local surrounding communities. 
 
    All Navy Regional Fire-Rescue Fire Sites have the capability 
to respond to hazardous materials incidents in a defensive 
posture.  Two Navy Regional Fire-Rescue Sites, NAVSTA Norfolk 
and NAVSHIPYD Norfolk, have the capability to mitigate hazardous 
materials incidents in the offensive posture dealing with Class 
IV incidents.  Current capability for hazardous materials 
response is available by contacting each installation Fire Site 
Manager. 
 
11320.3  General Fire Safety Requirements 
 
    a.  Fire Inspections.  Qualified personnel shall perform 
Inspection/Fire Risk Management Surveys.  Frequencies of these 
surveys will be site-specific and established by each 
installation Fire Site Manager, determined after completion of 
local fire risk surveys, which will reveal occupancy hazards, 
fire loading, and mission function.  The following minimum 
requirements apply: 
 
        (1) Weekly:  Site inspections of major construction or 
renovation projects. 
 
        (2) Monthly:  Clubs, places of public assembly, 
educational non-adult, extra hazardous operations, hospitals, 
and day care centers. 
 
        (3) Bi-monthly:  Mercantile and recreation areas. 
 
        (4) Quarterly:  Industrial, transportation, maintenance, 
flammable gas and liquid facilities, dormitories, automated data 
processing, and communication equipment areas. 
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        (5) Semi annual:  Administration areas, business, adult 
schools, storage, and mobile facilities. 
 
        (6) Annual:  Utility pump stations, special structures, 
and family housing units. 
 
    b.  Fire Lanes.  Fire lanes will be provided for all 
buildings that are set back more than 150 feet from public road 
or exceed 30 feet in height and are set back over 50 feet from a 
public road.  Fire lanes will be not less than 20 feet of 
unobstructed width, able to withstand live loads of fire 
apparatus, and have a minimum of 13 feet 6 inches of vertical 
clearance.  An approved turnaround for fire apparatus will be 
provided where an access road is a dead end and is in excess of 
150 feet in length.  The turnaround will have a minimum 
centerline radius of 50 feet.  Fire lanes will be maintained 
free of obstructions at all times.  Suitable gates, access 
roads, and/or bridges will be maintained to all facilities to 
ensure fire department access in case of fire.  Parking of motor 
vehicles or obstructing fire lanes is prohibited. 
 
    c.  Parking/Egress Paths.  Parking will not be permitted 
near buildings that would prevent or obstruct egress from exits.  
Parking will not be permitted within 15 feet of fire hydrants, 
including underground fire hydrants.  Parking will not be 
permitted within 3 feet of Fire Alarm boxes or sprinkler system 
post indicator valves.  A 15-foot access clearance will be 
provided to all fire department sprinkler and standpipe systems. 
 
    d.  Smoking Restrictions.  Smoking will not be permitted in 
any of the following locations: 
 
        (1) Explosive areas. 
 
        (2) On any pier. 
 
        (3) Barges and lighters loaded with flammable or 
combustible liquids or materials, in or near cargo holds of 
ships, on loading ramps, in railroad cars, and in beds of trucks 
or trailers while loading or unloading combustible materials. 
 
        (4) Within 500 feet of any ship engaged in explosive 
ordnance operations or in any hazardous refueling area. 
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        (5) In all areas where chemicals or highly combustible 
materials are stored or handled. 
 
        (6) In any other area considered a fire hazard by the 
Installation Site Manager. 
 
        (7) Within 50 feet of: 
 
            (a) Gasoline dispensing operations. 
 
            (b) Where bituminous and plastic coatings are being 
applied. 
 
            (c) Flammable/combustible liquid handling or storage 
areas. 
 
            (d) Aircraft parking or aircraft hangar areas. 
 
NOTE:  Smoking is not authorized while riding in a vehicle, on a 
bicycle, or walking on board WPNSTA Yorktown. 
 
11320.4  Hazardous Processes 
 
    a.  General.  All hot work operations will be inspected, and 
a written permit will be issued by the installation Site Fire 
Prevention Office prior to the start of any hot work operations.  
Hot work may be obtained by calling the installation Fire 
Prevention Office or Emergency Dispatch Communication Center.  
Hot work permits will be valid for a period not to exceed 12 
hours.  (Exception:  Circumstances may require a hot work 
operation to extend beyond 12 hours.  At the discretion of the 
installation Fire Site Manager, a hot work permit may be issued 
for a period exceeding 12 hours.  However, in no case will a Hot 
Work Permit be valid in excess of 24 hours.) 
 
    b.  Hot Work.  Hot work is defined as any work involving 
general heating by a means, at or above, 400 °F.  This includes 
welding, flame cutting use of open flame equipment, and tar 
kettle operations.  In addition, grinding, abrasive blasting, 
drilling, or any cold work involving the probability of striking 
sparks will be considered hot work. 
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    c.  Required Permit.  A Hot Work Permit will be required for 
the following: 
 
        (1) On all piers or on ships or other areas where molten 
slag or sparks may fall on piers or in adjacent water near the 
piers. 
 
        (2) Adjacent to, or in proximity of, flammable or 
combustible liquid storage areas, containers, or other 
operations involving flammable or combustible liquids. 
 
        (3) In areas that present the possibility of hampered 
exit of personnel performing hot work, or any other operation 
that presents unusual, special, or questionable circumstances. 
 
        (4) Aircraft or aircraft engines, aircraft ground 
support equipment, or fuel/oil tanks.  In addition, hot work 
performed aboard aircraft will require an Aircraft Welding Fire 
Safety Checklist to be issued. 
 
        (5) In a non-emergency status, the command Occupational 
Safety and Health Act (OSHA) Office has the responsibility to 
recognize and identify confined spaces.  Once a space has been 
determined to be a confined space, and upon receipt of a gas 
free certification, the Fire Prevention Office will issue a Hot 
Work Permit in accordance with this instruction. 
 
    d.  Hot Work exceptions.  Hot Work Permits are not required 
to be issued by the Fire Department/Fire Prevention Office and 
may be self-issued in areas that are specifically designed or 
designated for burning or welding, and are approved in writing 
by the Site Fire Department/Fire Prevention Office.  This 
approval shall be in the form of a Hazardous Operation/Process 
Designated Site Authorization Permit. 
 
    For detailed information pertaining to permit requirements, 
contact the Installation Fire Site Manager or Fire Prevention 
Office.  Additional detailed information on hazardous processes 
is outlined in established fire plans.  A copy may be obtained 
through the installation Fire Department/Fire Prevention Office. 
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11320.5  Waterfront Fire Regulations 
 
    a.  General.  Ships berthed at piers will be responsible for 
fire prevention, storage, and handling of materials, and proper 
cleanliness alongside their berths.  Open fires or incinerators 
on piers are prohibited.  Both ship officers and shore 
supervisors shall ensure that effective fire prevention measures 
be observed during any dockside operations. 
 
    b.  Actions in Case of Fire 
 
        (1) Fire on any ship at any of the piers in Hampton 
Roads will be reported to the Installation Fire Department via 
fire dispatch offices, fire alarm boxes, and/or telephone.  
Under no circumstances will such notification be delayed based 
on a belief that the fire is trivial or already extinguished. 
 
        (2) In the event of a fire on one of the piers or aboard 
a ship at one of the piers, any ships in close proximity to the 
fire will prepare to move away from the pier. 
 
        (3) Upon arrival on the scene of any ship involved with 
fire, the Senior Fire Department Officer or representative from 
the Installation Fire Department will report to the ship’s 
Command Duty Officer (CDO) to ascertain if shore-based fire 
fighting assistance is needed or required. 
 
            (a) If assistance is requested, fire fighting 
efforts will be coordinated between the ship’s commanding 
officer or his designee and the Senior Fire Department Officer. 
 
            (b) If the Fire Department is requested to stand by, 
the Senior Fire Department Officer will determine the fire 
fighting equipment necessary to remain on the scene. 
 
            (c) If no assistance is required, the Fire 
Department will secure from the scene, provided no hazard exists 
to the pier or base property. 
 
            (d) Naval vessels at the piers will dispatch 
military rescue and working/assistance parties, together with 
fire equipment and accessories, upon request from the Senior 
Fire Department Officer. 
 



                      COMNAVREGMIDLANT/SOPA(ADMIN)HRINST 5400.1A 
                      03 APR 2006 

 

11320-7 

            (e) In the event of a fire at the piers, aboard 
ships, or the deperming station, Fire Dispatch will immediately 
notify the Service Craft dispatcher and Port Services 
Department.  Port Services will promptly send tugs to assist in 
ship movements or fire fighting, when directed by the Senior 
Fire Department Officer.  In the event the commanding officer of 
a ship is in doubt as to the necessity of the ship being moved 
from the vicinity of the fire, a decision will be made by the 
Installation Commander. 
 
    c.  Fire Lanes on Piers 
 
        (1) Fire lanes of at least 20 feet in width will be 
maintained down the center pathway, or as near center as 
practical, of piers for their entire length. 
 
        (2) The entire width of the pier, for a minimum of 50 
feet in length at both the head and foot of the pier, will be 
designated a fire lane to accommodate turnaround space and 
provide a designated location to obtain overboard drafting for 
water supply for fire apparatus. 
 
        (3) Fire lanes will be painted or marked-off in bright 
yellow as well as the area at the head and foot, which will be 
diagonally striped.  Other contrasting colors may be used. 
 
        (4) The words “FIRE LANE – NO PARKING” will be marked at 
300-foot intervals, the entire length of the pier.  Letters will 
be a minimum of 6 inches in height and painted yellow, white, or 
other contrasting color. 
 
    d.  Fueling of Equipment on Piers 
 
        (1) The fueling or defueling of any type of mobile 
equipment on wooden piers or wharves is prohibited. 
 
        (2) Gasoline trucks are prohibited on wooden piers or 
wharves.  Gasoline for refueling equipment on barges will be 
transported by hand in approved safety cans. 
 
    e.  Dockside Fueling Operations 
 
        (1) Fire Protection 
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            (a) Fueling operations will not be conducted at any 
pier by a vessel without prior inspection and approval from the 
Installation Fire Prevention Office.  This approval will be in 
the form of a permit issued by a Fire Prevention Inspector. 
 
            (b) The ship’s fire hoses and other fire fighting 
equipment will be connected and ready for immediate use during 
fuel transfer operations. 
 
            (c) A competent Hose Watch will be provided from 
ship’s company for all fuel transfer operations.  The Hose Watch 
will stand by at all times to raise or lower the hose, to watch 
for strains or chafing of the hose, to close the ship’s valves, 
or to signal to the pump man in the event of emergency, or upon 
receipt of signal from the wharf man. 
 
            (d) The BRAVO FLAG will fly during all fueling 
operations. 
 
        (2) Duties 
 
            (a) An experienced supervisor will be in charge of 
dockside operations when any fuel transfers are started or 
stopped.  The supervisor will be readily available in the event 
of an emergency.  Ships and submarines being fueled by pipeline 
or fuel tanker truck will provide one person on the ship with 
headphones and one person on the pier (Hose Watch) with 
headphones for communications from ship to pier. 
 
            (b) Principal assistants (Wharf Man and Hose Watch), 
having a thorough understanding of established rules and 
regulations governing fuel transfer operations.  Fuel transfer 
operations will halt until any unsafe condition has been 
corrected. 
 
            (c) At least one experienced and responsible Wharf 
Man, in addition to the Hose Watch, will remain on duty and 
present at dockside during the entire period of bulk cargo 
transfer.  The Hose Watch will stand by at all times to close 
the wharf valve and order pumping or gravity transfer stopped on 
signal from the ship or in event that a spill or leak is 
observed.  Spills or leaks will be cleaned-up before fuel 
operations are resumed. 
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        (3) Source of Ignition 
 
            (a) The smoking lamp will be out in a ship involved 
in gasoline handling operations, as well as in any other vessel 
within 200 feet of such ships.  The smoking lamp will be put out 
prior to the start of operations and remain out until the 
commanding officer of the ship deems it safe to remove the 
restriction.  However, in no case will smoking be permitted 
until 15 minutes after completion of the operations. 
 
            (b) All sources of ignitable gasoline vapors will be 
prohibited from an area of at least 200 feet of a ship engaged 
in gasoline transfer operations including such sources aboard 
other vessels and from such obvious sources of ignition as 
smoking, open flame and fires, and other hazards including motor 
vehicles, power boats, locomotives, light, friction sparks, 
cranes, and mechanical devices.  Under some conditions, the 
foregoing minimum conditions may have to be increased. 
 
            (c) Prior approval from a Fire Prevention Inspector 
will be obtained before transferring gasoline from barge to ship 
outboard. 
 
            (d) Streets or roadways leading to piers and wharves 
conducting gasoline transfers will be effectively barricaded at 
a minimum of 100 feet from the transfer area. 
 
            (e) Personnel engaged in loading or unloading 
gasoline or flammable liquids with flash points below 100 °F 
will not wear boots with exposed metal objects in soles or 
heels. 
 
            (f) Only non-sparking tools will be permitted for 
use within the restricted area surrounding gasoline transfer 
operations. 
 
            (g) Only those electrical devices listed by 
Underwriters Laboratories (UL) for use in hazardous locations 
will be permitted in gasoline handling areas.  Installation of 
temporary electrical devices will not be permitted in such 
areas. 
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            (h) Transfer of any fuel is prohibited during 
electrical storms except under emergency circumstances, as 
determined by Fire Prevention Inspector. 
 
            (i) Permission to load or discharge gasoline, JP-5, 
kerosene, other highly flammable liquids, and waste oil or oily 
waste during the hours of darkness is granted only for reasons 
of operational necessity.  Comply with the guidance in paragraph 
3170.2b of this manual to request permission. 
 
            (j) Energized radar will not be aimed in the 
direction of operations involving fuels or fuel handling, 
explosives, or transfers of ammunitions. 
 
        (4) Bonding 
 
            (a) Static bonding devices will be in place and 
secured between ship and pipeline, ship and barge, and ship and 
fuel truck before the fueling hose is connected and left in 
place until after such hose is disconnected. 
 
            (b) Before permitting a gasoline-powered boat to 
fuel from shore, a proper bonding connection will be made.  This 
connection will be made of wire or solid metal to ensure 
positive contacts are made. 
 
            (c) Bonding is required when the use of metallic 
hose is not practical, and a separate container is used to power 
gasoline into the boat tanks.  Such containers will first be 
bonded with the boat tanks by a flexible conducting cable or 
wire. 
 
    f.  Ships will not take on discharged bulk gasoline or 
aircraft fuels beyond 80 percent capacity in any one tank 
(except JP-5 for which 95 percent is permissible) while berthed 
at the piers, except in an emergency, and then only with the 
approval of the Installation Commander.  When transferring bulk 
gasoline from ship to barge, or from barge to ship while at the 
piers, the barge will be on the outboard side of the ship.  
Gasoline spill (overflow) upon the surface of the water within 
1,000 feet of any of the site-specific piers will be reported 
immediately and in accordance with guidance in Section 5090.4 of 
this manual. 
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    g.  Fueling of ships’ boats at wooden piers is prohibited. 
 
    h.  NO FUELING is permitted at the same pier simultaneously 
with ammunition handling. 
 
    i.  When any ship is loading or unloading aircraft in 
service condition containing fuel, it is prohibited for any ship 
at the pier to load or discharge ammunition or liquid oxygen. 
 
    j.  The transfer of sludge, etc., to a donut or tank truck 
on the pier is considered a fueling operation.  Where the 
availability of the pier connections permit the discharge of 
such residues directly into a pier or shore collection system, 
no restrictions on simultaneous discharge or ammunitions 
handling are required other than exercise of prudence and common 
sense. 
 
    k.  Liquid Oxygen 
 
        (1) Only qualified operating personnel with full 
cognizance and understanding of operating procedures will be 
permitted to handle charging and/or off-loading of liquid 
oxygen. 
 
        (2) Extreme care will be taken to prevent liquid oxygen 
from spilling or dripping upon asphalt, wood, oil-covered 
concrete, or any other combustible material.  If spillage or 
dripping on the ground cannot be prevented by the charging unit 
or truck design, the equipment will be positioned over an 
unpainted metal tray.  This tray will be large enough to catch 
all liquid that may spill. 
 
        (3) Charging units or trucks, which contain provisions 
for preventing such conditions, may be used with no special 
guidelines.  The length and width of the tray will exceed the 
charging unit’s comparable dimensions by 3 feet and have a depth 
of at least 10 inches.  A ramp will be provided to catch any 
liquid, which may spill. 
 
            (a) Rope-off an area within a 50-foot radius of the 
charging unit and the area through which the charging line 
passes, and clear all vehicles, cranes, or other equipment, 
which are not required during oxygen charging operations. 
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            (b) All combustibles will be removed. 
 
            (c) “NO SMOKING” signs will be posted prominently 
around the perimeter of the roped-off area. 
 
            (d) Provide suitable illumination for night-charging 
operations for the entire charging area. 
 
            (e) Prohibit smoking, charging batteries, painting, 
fueling, and loading or off-loading of ammunition in the 
vicinity during charging operations. 
 
    l.  Welding and burning operations are prohibited as 
follows: 
 
        (1) Within 100 feet of any ship loading or discharging 
bulk gasoline, liquid oxygen, JP-5, kerosene, or grade heavy 
boiler fuel oil or other flammable liquids. 
 
        (2) Within 100 feet of the transfer of drummed gasoline, 
alcohol, JP-5, kerosene, grade-heavy boiler fuel, or other 
flammable liquids. 
 
        (3) Within 100 feet of any ship loading or unloading 
aircraft in service condition containing fuel. 
 
    m.  Fire protection responsibilities for decommissioning 
ships: 
 
        (1) During decommissioning, the ship’s commanding 
officer retains sole responsibility for fire protection aboard 
the ship. 
 
        (2) Assistance from the Installation Fire Department 
during periods of ship decommissioning can, and will be, 
provided to supplement fire protection requirements.  Ships, 
whenever possible, are requested to schedule familiarization 
tours for shore-based Fire Department personnel.  However, the 
following, minimum fire protection will be provided by the ship 
throughout her stay at the site-specific location: 
 
            (a) Sufficient damage control equipment to support 
the ship and tow ship requirements. 
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            (b) Quarterdeck and sounding/security Watches will 
be continuously maintained. 
 
            (c) Sufficient duty section, fire party/response 
teams to provide initial fire fighting capabilities. 
 
            (d) Fire hoses will be rigged throughout the ship to 
be used during primary fire attack.  Hook-up lines will be 
available in all spaces. 
 
            (e) Emergency diesel fire pumps on the pier with 
hose lines attached to support ship functions. 
 
            (f) Sufficient portable CO2 fire extinguishers for 
Class “C” fires. 
 
    n.  Aircraft Operations 
 
        (1) Flight Operations 
 
            (a) No flight operations will be conducted at any 
site-specific pier without specific authorization from the 
Installation Commander through the local Port Operations 
Officer. 
 
            (b) The installation Fire Department will be 
notified and the pier area will be inspected by a Fire 
Prevention Inspector prior to the start of any flight operation.  
The inspector for this operation will issue an authorization 
permit. 
 
            (c) The ship involved in the flight operation will 
have fire fighting equipment laid out and fire party personnel 
standing by.  Hoses will be equipped to produce foam.  The fire 
party will be equipped with all necessary forcible entry tools 
required for immediate rescue. 
 
            (d) All petroleum products handling at the berth 
involved, and adjacent berths (across pier), will cease for the 
duration of flight operations.  Fuel hoses need not be 
disconnected. 
 
            (e) Ordnance handling evolutions and flight 
operations will not be scheduled simultaneously. 
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            (f) In no case will shipboard flight operations at 
the piers be authorized if the aircraft is carrying live 
ordnance. 
 
        (2) On/Off-Loading Aircraft 
 
            (a) The Installation Fire Department will be 
notified and a Fire Prevention Inspector will inspect the pier 
area prior to the start of any aircraft on/off-loading 
operations.  The inspector for this operation will issue an 
authorization permit.   
 
            (b) If the aircraft to be on/off-loaded contains 
fuel, ship’s fire parties will be stationed on the flight deck 
and on the pier.  Hose lines are not required to be charged, but 
should be equipped to flow foam if fire fighting operations are 
required. 
 
    o.  Handling of Ammunitions 
 
        (1) The handling of ammunitions at piers and waterfront 
will be in accordance with site-specific regulations. 
 
        (2) Ships loading or unloading ammunition will have fire 
fighting equipment in complete readiness before commencing 
operations. 
 
        (3) Hot work, at or alongside an authorized ammunition 
handling location, will not be performed simultaneously with  
ammunition handling at the same berth unless such hot work is in 
a tender and confined to those spaces specifically designated in 
writing by the tender’s commanding officer. 
 
        (4) Hot work at other berths of the same pier or slip 
may be performed subject to the following restrictions: 
 
            (a) Hot work inside the skin of a ship (not exposed) 
may be performed at any berth other than the berth at which 
ammunition is being handled. 
 
            (b) Exposed hot work (outside the skin of a ship) 
will not be performed within 500 feet of any ammunition 
handling. 
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            (c) Fueling operations at the same pier will be 
prohibited simultaneously with ammunition handling for logistic 
support.  The transfer of sludge, etc., to a tank truck on the 
pier, or a “donut” alongside, will be considered in the same 
category as a fueling operation. 
 
            (d) Gasoline or jet fuel, either in bulk or drums, 
oxygen, compressed flammable gases, or any other highly 
hazardous material will not be handled at the same pier or in 
the same ship with ammunition handling. 
 
            (e) Smoking is prohibited when handling ammunition, 
except in locations aboard ship designated by the commanding 
officer. 
 
            (f) No lighters, matches, or flame-producing devices 
will be carried on any person either engaged in, or in the 
vicinity of, ammunition handling operations. 
 
            (g) Ammunition handling will be secured during local 
atmospheric disturbances. 
 
            (h) Handling operations will not commence until the 
pier is cleared of any obstacle that could impede access of fire 
fighting or other emergency vehicles. 
 
    Pier vehicular traffic will be limited to fire, ambulance, 
and that equipment required to support the handling of 
ammunition. 
 
11320.6  Fire Fighting Coordination – Fleet 
 
    a.  General.  The concept of ship nesting is to provide 
adequate shipboard fire fighting and damage control response 
while reducing overall military manning aboard a ship.  To 
accomplish this, shipboard fire fighting crews will be augmented 
and reinforced by shore-based Fire Departments and Fire Crews.  
Ship nesting is established when two or more ships are berthed 
in close proximity of one another and utilize shipboard, 
fire/damage control teams to respond to any one of the nesting 
ships. 
 
    b.  Shipboard.  It will be the responsibility of each ship’s 
commanding officer to maintain a minimum fire response team to 
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immediately mitigate any fire aboard ship.  In addition, ship’s 
personnel will be available to liaison with arriving shore-based 
Fire Crews and provide the necessary tactical information to 
allow shipboard and shore-based fire teams to work efficiently, 
effectively, and safely together. 
 
    c.  Afloat Response Teams.  Shipboard response teams shall 
be made up of personnel from all ships in the nesting group.  
One of the nesting ships will be responsible for the lead role 
in scheduling and rotating shipboard response teams.  Proper 
coordination/scheduling of duty response teams to service and 
provide response to the entire nesting group will reduce manning 
while creating an effective response capability. 
 
    d.  Afloat Response Team Training 
 
        (1) It is recommended that shipboard response personnel 
from all nesting ships participate in familiarization walk-
throughs of all ships in the nesting group. 
 
        (2) Schedule training with other nesting ship crews 
while in port. 
 
11320.7  Fire Fighting Coordination – Shore 
 
    a.  Ashore-based Fire Departments do not have the resources, 
manpower, or logistics to conduct multiple drills aboard every 
nesting group ship on a continuous basis.  For this reason, 
shore-based Fire Crews shall conduct the following training when 
requested to support a nesting group: 
 
        (1) Participate in a familiarization walk-through of 
each ship in a nesting group. 
 
        (2) Participate in one drill per nesting group in 
coordination with afloat response teams. 
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SUBJECT GROUP 13000-13099 GENERAL 
 

SUBGROUP 13000 - GENERAL 
 
13000.1  General 
 
    a.  Operation of Aircraft Engines Aboard Ships in Hampton 
Roads Area.  Ships at anchor at the discretion of the Commanding 
Officer may perform the operation of aircraft engines.  The 
operation of aircraft engines on ships berthed at NAVSTA Norfolk 
and NAVPHIBASE Little Creek piers may be accomplished daily 
during daylight hours, except Sundays and Holidays.  NAVSTA 
Norfolk/NAVPHIBASE Little Creek, under conditions of operational 
necessity, may grant exceptions to this restriction.  Pier side 
aircraft maintenance turns are not authorized at NAVSHIPYD 
Norfolk or WPNSTA Yorktown. 
 
    b.  Flight Operations 
 
        (1) At Anchor.  Ships at anchor, at their discretion, 
may conduct Helicopter/Harrier Operations provided the landing 
pattern direction and altitude does not cause excessive noise 
over populated areas.  Additionally, ships at anchor in 
Lynnhaven Anchorage, controlled by NAVPHIBASE Little Creek, must 
coordinate with Norfolk International Airport through Little 
Creek Port Control on VHF Channel 12. 
 
        (2) Pier Side Flight Operations.  Pier side flight 
operations are not authorized at NAVPHIBASE Little Creek, 
NAVSHIPYD Norfolk, or  WPNSTA Yorktown.  At NAVSTA Norfolk, 
specific authorization must be obtained through the Port 
Operations Officer to conduct Helicopter-Harrier Operations on 
ships berthed at the piers.  If the flight operations do not 
conflict with previously scheduled evolutions, permission is 
normally granted for ships fitted with helicopter platforms to 
conduct Helicopter-Harrier Operations at Piers 9; 1 (South 
side); 5 (North side); 11; 12; and 14.  Helicopter-Harrier 
Operations will not be authorized at any other berths except in 
unusual cases, and then only based upon operational necessity.  
Consideration must be given to ship congestion, weather, and 
wind conditions.  Obstruction clearance for an approach and  
 
 



                      COMNAVREGMIDLANT/SOPA(ADMIN)HRINST 5400.1A 
                      03 APR 2006 

 

13000-2 

wave-off must be available in all cases.  All approaches and 
departures must be made from and to the sea.  Flight over land 
shall be kept to a minimum and only after coordination with 
Chambers Field Tower Air Traffic Control. 
   
            (a) Ships must be moored outboard if in a nest, bow 
in, and no ships astern. 
 
            (b) The ship scheduling flight operations will 
originate a request message using the following format: 
 
 
FM USS___________________ 
TO NAVSTA NORFOLK VA//PM PORT OPS/00/N3// 
INFO COMNAVREG MIDLANT NORFOLK VA//N3/N31// 
SOPA NORFOLK SUBAREA VA 
RSO NORFOLK VA//NK30// 
NAS OCEANA AIR DET NORFOLK VA//N3// 
UNCLAS //N03170// 
MSGID/GENADMIN/(ORIGINATOR)// 
SUBJ/SHIPBOARD FLIGHT OPERATIONS// 
RMKS/1.  TIME OF INTENDED TAKE OFF/LANDING 
2.  TYPE OF AIRCRAFT: 
3.  A/C SQUADRON/DETACHMENT: 
4.  SHIP LOCATION: 
5.  FREQUENCIES TO BE USED: 
6.  POINT OF CONTACT (NAME,TELEPHONE NUMBER, AND E-MAIL)// 
 
 
            (c) Maximum notification time is required, and the 
action addressee must receive the message no less than 36 hours 
prior to the planned time of the evolution.  Authorization will 
be received from NAVSTA Norfolk (through the Port Operations 
Officer). 
 
            (d) The Installation Fire Department must be 
notified 15 minutes prior to conducting flight operations. 
 
            (e) Ordnance handling evolutions and flight 
operations will not be scheduled simultaneously. 
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            (f) All petroleum products handling at the berth 
involved, and adjacent berths (across pier), will cease for the 
duration of flight operations.  Fuel hoses need not be 
disconnected. 
 
            (g) Ships moored in the same nest will be alerted 
prior to the start of flight operations, and stand-by to provide 
assistance as needed. 
 
            (h) In no case will shipboard flight operations at 
the piers be authorized if the aircraft is carrying live 
ordnance. 
 
            (i) The following UHF frequencies are authorized for 
use between the aircraft and the ship for coordination of 
landing/take-off at NAVSTA Norfolk Piers, all voice (6A3) 
emission:  380.4 (heliport tower); 312.4 (heliport ground 
control); and 340.2 (Chambers Tower).  Prior to lift, or 
entering the Airport Control Zone, the aircraft will contact the 
Chambers Field Tower on 340.2MhZ/124.3MhZ. 
 
        (3) Flight Operations Ashore.  The designated and 
equipped heliports should be used for routine helicopter 
operations.  Contact Chambers Field Tower for NAVSTA Norfolk.  
At NAVPHIBASE Little Creek or NAVSHIPYD Norfolk, contact the 
CDO.   
 
    Note:  WPNSTA Yorktown NO longer has a certified heliport.  
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