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SQUADRON ORDER 1700.1F 
 
From: Commanding Officer, Headquarters and Headquarters Squadron 
To:  All Hands 
 
Subj: REQUEST MAST PROCEDURES 
 
Ref: (a) MCO 1700.23G 
 
Encl: (1) NAVMC form 11296, Marine Corps Request Mast Application 
   (2) Command Specific Elements for Request Mast  
 
1. Situation.  This order promulgates the request mast policy and procedures for the Headquarters and 
Headquarters Squadron’s (HQHQRON). 
 
2. Cancellation.  SqdnO 1700.1E Ch 1 dated 4 Sep 19. 
 
3. Mission.  To provide Request Mast instructions and procedures for all Service Members within 
HQHQRON in order to preserve the right of all Marines and Sailors to directly communicate grievances 
to, or seek assistance from their Commanding Officer. 
  
4. Execution 
 
  a. Commander’s Intent and Concept of Operations 
 
   (1) Commander’s Intent.  Each Marine and Sailor has the right to request mast with any 
Commanding Officer in the chain of command up to the immediate Commanding General.  All members 
of HQHQRON shall utilize this Order for the purpose of exercising Request Mast to the Commanding 
Officer.  This Order will be published, and all personnel will be informed of its contents. 
 
   (2) Concept of Operations.  Request Mast applications shall be submitted in writing utilizing 
NAVMC form 11296 enclosure (1), via the chain of command, enclosure (2), to the desired Commander. 
 
  b. Tasks 
 
   (1) Executive Officer.  Ensure officers are familiar with the Request Mast process and this 
directive. 
 
   (2) Sergeant Major.   
 
    (a) Ensure all enlisted Marines and Sailors are familiar with the Request Mast process and 
this directive. 
 
    (b) Provide Request Mast training during the HQHQRON welcome aboard briefs. 
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   (3) S-1 Chief 
 
    (a) Provide administrative assistance to the Marines and Sailors of HQHQRON preparing the 
Request Mast application, enclosure (1). 
 
    (b) Ensure this directive is posted on HQHQRON SharePoint page, easily accessible for all 
members of HQHQRON.  
 
   (4) S-3 Chief.  Create a MCTIMS occasion to track the annual completion of Request Mast 
training. 
 
   (5) Officers in Charge/Staff Noncommissioned Officers in Charge 
 
    (a) Ensure all personnel are familiar with this Order, the Request Mast process and where to 
locate this resource. 
 
    (b) Facilitate the Request mast process for all Marines and Sailors. 
 
    (c) Provide annual leader led training for Request Mast procedures and ensure rosters are 
uploaded into MCTIMS to track completion.  
 
  c. Coordinating Instructions.  All members of HQHQRON shall utilize the references and 
enclosures, which describe the process and procedural aspects of Request Mast. 
 
   (1) Each Commander shall review and provide a response to a Request Mast at the earliest 
reasonable time, normally within 24-hours, but no later than three working days after receiving the 
request at their level. 
 
   (2) No one will delay a Marine’s or Sailor’s Request Mast application. 
 
   (3) A Marine does not have to disclose the subject of the request mast to anyone in the chain of 
command except to the commander with whom the Marine is requesting mast. 

 
5. Administration and Logistics.  The fillable NAVMC 11296, enclosure (2), is available on the 
HQHQRON SharePoint page and the HQHQRON official website. 
 
6. Command and Signal 
 
  a. Command.  This order is applicable to all uniformed members of this command. 
 
  b. Signal.  This order is effective the date signed. 
 
 
 
 









Enclosure (2) 

Command Specific Elements Pertaining To Request Mast 
 
1. Command points of contact for a Request Mast application: 
 
  a. Officers: Executive Officer, HQHQRON, Building 1, 253-4606 
 
  b. Enlisted: Sergeant Major, HQHQRON, Building 1, 253-3453 
 
2. Chain of Command for a Request Mast application: 
 
  a. Immediate Commander: Commanding Officer, HQHQRON, Building 1, 253-4670 
 
  b. Next Commander: Commanding Officer, Marine Corps Air Station (MCAS) Iwakuni, Building 1, 
253-4211. 
 
  c. Immediate Commanding General:  Commanding General, Marine Corps Installations Pacific 
(MCIPAC), Camp Foster, Building 1, 645-3788 (Command Inspector General). 
 
3. A Request Mast addressed to the Commanding Officer, MCAS Iwakuni or Commanding General, 
MCIPAC, shall be routed through the Commanding Officer, HQHQRON then the MCAS Iwakuni 
Inspector General.  The MCAS Iwakuni Inspector General may review and make appropriate 
recommendations pertaining to a Request Mast, but will neither respond to nor deny a Request Mast. 




