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Although the words “he,” 
“him,” and “his” are used 
sparingly in this course to 
enhance communication, 
they are not intended to 
be gender driven or to 
affront or discriminate 
against anyone. 

 

The links:  Links contained 
throughout this manual are made 
to assist you in finding specific 
material quicker.  Due to network 
speeds, connectivity, files sizes, 
and server settings, the embedded 
links may not always open on your 
computer.  Some links direct you to 
Navy Knowledge Online (NKO).  
Hovering your mouse over the link 
will tell you if the file is located on 
NKO or not.  It is strongly 
recommended that you log into 
NKO prior to clicking on any links 
to facilitate file downloads. 
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PREFACE 

 

By obtaining this rate training manual, you have demonstrated a desire to improve yourself and the 
Navy.  Remember, however, this self-study course is only one part of the total navy training program.  
Practical experience, schools, selected reading, and your desire to succeed are also necessary to 
successfully round out o fully meaningful training program. 

COURSE OVERVIEW:  In completing this course, you will demonstrate knowledge by correctly 
answering questions on the following subject matter areas:  Religious Program Specialist 
responsibility in supporting the Command Religious Program; receptionist duties, using proper 
grammar; protecting classified material; maintaining files and records; preparing and filing 
correspondence; maintaining publications and directives; information and referral system; religious 
advisement principles; major religions of the world; worship support functions; pastoral care support; 
chapel weddings and military funerals;  publicity, material, and facility support within the Command 
Religious Program; audiovisual presentations; and shipboard library support. 

THE COURSE:  This self-study course is organized into subject matter areas, each containing 
learning objectives to help you determine what you should learn along with text and illustrations to 
help you understand the information.  The subject matter reflects day-to-day requirements and 
experience of personnel in the rating or skill area.  It also reflects guidance provided by Naval 
Chaplaincy School and Center, senior rating personnel, technical references, instructions, and either 
the occupational or naval standards, which are listed in the Navy Enlisted Personnel Classification 
and Occupational Standards, NAVPERS 18068. 

THE QUESTIONS:   The questions that appear in this course are designed to help you understand 
the material in the text. 

VALUE:  In completing this course, you will improve your military and professional knowledge.  More 
importantly, it can also help you study for the Navy-wide advancement in rate examination.  If you are 
studying and discover a reference in the text to another publication for further information, look it up. 

ACKNOWLEDGEMENTS:  This course was prepared by the Naval Chaplaincy School and Center 
with the input and assistance from numerous Religious Program Specialists and chaplains.  Without 
their help, the production of the manual would not have been possible. 

 

Prepared by: 
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(FMF/SW/AW) Rudy Bernal; RPCS (FMF/SW) Steve Crowder ; RPCS (SW/FMF) Ron 
Genova; RPCS (FMF/SW) Victor Koon; RPCS (SW/AW) Belle Mendoza (Retired); 
RPCS (FMF) Jessie Olitoquit; RPCS (FMF/SW/MTS) R. Scott Quinn; RPCS (SW/AW) 
Scott Shields; RPCM (SW/AW) Thomas McComas; RPCM (FMF) Dino Medler; RPC 
(SW/AW) James Amoakoh; RPC (SW) Timothy R. Giles; RPC (FMF) Mitch Krauss 
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Sailor’s Creed 

“I am a United States Sailor. 

I will support and defend the 
Constitution of the United States of 

America and I will obey the orders of 
those appointed over me. 

I represent the fighting spirit of the 
Navy and those who have gone before 
me to defend freedom and democracy 

around the world. 

I proudly serve my country’s Navy 
combat team with honor, courage and 

commitment. 

I am committed to excellence and the 
fair treatment of all.” 
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C HAP T E R  1 

INT R ODUC T ION TO T HE  R E L IG IOUS  P R OG R AM S P E C IAL IS T  
R AT ING  

1.1 INT R ODUC T ION 
Religious Program Specialists (RPs) are integral to the delivery of religious ministry in the Department 
of the Navy (DON).  They, along with their chaplains, comprise the Religious Ministry Team (RMT) 
responsible for the daily delivery of religious ministry.   

1.2 R AT ING  S C OP E  
As part of an RMT, RPs work in direct support of DON chaplains.  RMTs support, manage and 
execute the Command Religious Program (CRP).  RP functional areas include: ministry support and 
accommodation, pastoral care support, command advisement, expeditionary ministry support, finance 
and accounting, and shipboard library administration.  The functional areas are aligned to meet the 
command's religious ministry requirements to accommodate religion, support morale and welfare, and 
understand the complexities of religion with regard to personnel and mission. 
RPs are trained to accommodate religious ministry requirements by facilitating the free exercise of 
religion and supporting the provision of religious ministry.  RPs support the delivery of care through 
pastoral triage, referrals, professional military counseling, charting, and explaining the types of 
ministry available.  RPs play an integral role in advising leadership on the impact of the CRP.  RPs in 
expeditionary environments are combatants who provide force protection expertise for RMTs. 
Every RP must be willing to function in the diverse and pluralistic environment of the military, with 
tolerance for diverse religious traditions and respect for the rights of individuals to determine their own 
religious convictions.  RPs must be willing to support the religious rights of all authorized persons. 
 

 
 
OPNAVINST 1730.1 Religious Ministries in the Navy   

NOTE 

Religious Program Specialists (RPs) manage and execute the 
Command Religious Program (CRP) which accommodates the diverse 
religious ministry requirements of Navy and Marine Corps personnel 

and their families; accommodate religious ministry requirements; 
support the provision of religious ministry; facilitate the free exercise of 
religion for all Sea Service persons; support the delivery of care as part 

of the Religious Ministry Team (RMT); advise leadership on morale, 
ethical decision-making, cross cultural awareness, and conflict 
l ti  d i  diti  i t  id  f  t ti  

   

http://doni.daps.dla.mil/Directives/01000%20Military%20Personnel%20Support/01-700%20Morale,%20Community%20and%20Religious%20Services/1730.1D.pdf�
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1.2.1 R ating P urpos e 
The RP rating was established to provide comprehensive professional support of the command 
religious program support the Navy’s chaplains in meeting the religious accommodation needs of 
service members and their families.  RPs are professional support personnel who are skilled in 
religious programming and administration.  Personnel selected for the RP rating are not clergy and 
are, therefore, not expected to perform functions reserved for members of the clergy.  The RPs are 
combatants who help the Navy’s chaplains administer to the needs of persons of all faith groups by 
performing the administrative or religious programming tasks that do not require ordination or 
licensing (Figure 1-1).  In combat areas, the RPs also provide physical protection to Navy chaplains, 
allowing them to carry out their duties and responsibilities as safely as possible. 
 

 

Figure 1-1 — An RP preparing supplies. 

1.2.2 Working E nvironments  
RPs work with Navy and Marine Corps personnel and civilians in a variety of environments such as: 
on a deck of a ship, in expeditionary environments, in the field with Marines or Seabees, in a hospital, 
on a headquarters staff, in chapels, and in an office/chapel.  Personnel in this rating will work directly 
with people in vulnerable situations.  Empathy, strong customer service skills, and personal integrity 
are vital! 

 

The specialist is assigned to 
the chaplain, to serve with and 
under the chaplain, and it is to 
the best interests of the Navy, 
therefore, that he be the type of 
individual who can fit into an 
office organization.  Ability to 
use office technologies, adapt 
himself to office work and 
routine, possess a pleasing, 
gracious personality, which will 
enable him to meet and serve 
people in an intelligent, 
understanding manner, will 
greatly enhance an applicant’s 

suitability for this rating. 
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Figure 1-2 — An RP with members of the community. 

No matter where assigned, the RP must be able to perform a variety of duties in support of the 
command religious program (CRP).  In fact, the RP will directly impact the command’s mission 
through programming the religious needs and rights of sea service personnel and their families 
(Figure 1-2) and by helping the assigned chaplain in the delivery of ministry.  

1.2.3 R P  F unc tional Areas  
RP functional areas include ministry support and accommodation, pastoral care support, religious 
advisement, finance and accounting, library, administration, and expeditionary ministry support. 
Some duties performed by RPs include: 

• Supporting chaplains of all faiths and religious activities of the command 

• Providing religious, administrative, and logistical support for command religious programs 

• Ensuring force protection expertise for the RMT in expeditionary or combat environments 

• Operating tactical vehicles, performing land navigation, and qualifying on appropriate weapons 

• Liaising with religious and community agencies to help servicemembers and families 

• Operating/maintaining libraries aboard ships and some isolated duty stations 

• Performing bookkeeping/accounting functions for office and chapel funds 

• Publicizing the command’s religious activities and managing websites 

• Maintaining records, documents, and references of various faith groups 

• Assisting in preparation of educational materials and audiovisual displays 

• Training and supervising volunteers 

• Supervising office personnel 

• Planning and developing programs, agendas, budgets, and services; determining 
requirements for meetings, conferences, and conventions 

Although RPs work directly for chaplains in support of the Navy’s CRPs, they are not considered to 
be assistant chaplains or lay readers.  Instead, they are program managers with a focus on their 
specific religious programming skills – skills that do not require ordination, preaching, teaching 
theology, or faith-based counseling.  

1.3 R AT ING  HIS T OR Y  
The RP rating was officially established on 15 January 1979.  The appointment of a qualified enlisted 
as chaplain’s assistant was recommended as early as 1878 (Figure 1-3) by a committee of chaplains, 
who suggested to the Navy Department that “each ship to which a chaplain is attached be allowed a 
schoolmaster, who shall be competent to play an organ and lead ordinary singing.”1

                                            
1 Nav. Rec. Coll., III: November and December 1879: 18. 
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F igure 1-3 — C haplain’s  as s is tant prior to World War II. 

1.3.1 World War II 
Early in 1942 the Navy Department took the first steps that led to the establishment of a new rate – 
that of Specialist (W), the “(W)” referring to welfare, for chaplain’s assistant (Figure 1-4).  On 13 
January, a specialist branch for the Navy was established, but no provision was then made for 
specialist (W).  A clarifying memorandum of 4 February 1942 limited the rating “for Naval Reserve 
only” or, in other words, for the duration of the war. 

 

Figure 1-4 — Specialist (W) rating badge. 

During the next few months, chaplains endeavored to have the specialist rating branch embrace 
chaplain’s assistants as well.  Results of these requests appeared on 23 April of that year when the 
Ninth Naval District was authorized to enlist W. Everett Hendricks (Figure 1-5) with the rating of 
specialist (W), first class, the first chaplain’s assistant in the history of the Navy.  Hendricks, a 
talented musician and choir leader, was assigned to duty in the chaplain’s office of the Naval Training 
Station Great Lakes.  He had much to do with the success of the famed Great Lakes’ “Bluejacket 
Choir.” 
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F igure 1-5 — W. Everett Hendricks, the Navy’s first chaplain’s assistant. 
The first publicity that was given to the new rating by the Bureau of Naval Personnel (now Naval 
Military Personnel Command) actually appeared in a directive dated 25 June 1942 addressed to the 
Navy Recruiting Service.  Eleven specialist ratings were identified in this directive, including Specialist 
(W).  Those individuals interested in Specialist (W) were directed to obtain information regarding 
specific qualifications from the Chief of Chaplains.  Following the directive which established the 11 
specialist ratings, a circular was prepared and distributed by the Chaplains Division which outlined the 
required qualifications for Specialist (W).  A college education was identified as being desirable for 
applicants but not absolutely necessary.  Every Specialist (W) had to be able to play the piano and 
organ for religious services and other gatherings.  Also, the Specialist (W) was expected to be a 
competent choir director.  A Specialist (W) was not expected to serve as a religious leader.  
The circular did state that applicants should be willing to serve anywhere and under any conditions.  
However, the Bureau of Naval Personnel ruled against Specialists (W) serving aboard ship.  They 
could only be used within the limits of the continental United States and at overseas bases.  The first 
specialist (W) to be assigned to duty beyond the continental United States was Gabriel Fontrier, third 
class, who was ordered to the Alaskan Sector.  About 80 specialists (W) were assigned with 
chaplains outside the continental limits of the United States, including England, North Africa, 
Newfoundland, the Caribbean Area, the Canal Zone, Alaska, Iceland, the Philippines, and several 
bases in the South and Central Pacific. 

1.3.1.1 S elec tion and T raining of S pec ialis ts  

Accepted applicants under 25 years of age were given a third class rating, those between 25 and 28 
were given a second class rating, and those over 28 were given a first class rating.  Those personnel 
who enlisted directly into the rating were sent to a training station for naval indoctrination before being 
assigned duties with a chaplain. 
Between April 1942 and August 1945, the Bureau of Naval Personnel selected 509 individuals for the 
Specialist (W) rating out of 1,455 applicants.  Approximately 350 of the Specialist (W) selectees 
attended the indoctrination course at the Chaplains School.  This training helped Specialist (W) Petty 
Officers to advance quite rapidly.  Alfred R. Markin (Figure 1-6) was advanced to Chief Specialist (W) 
in February 1944 and is recognized as being the first individual to be advanced to Chief Petty Officer 
in this rating.  A total of 30 Specialists (W) were advanced to Chief Petty Officer, and most of these 
senior Petty Officers were assigned to large training centers and in the offices of district, force, and 
fleet chaplains.  
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F igure 1-6 — Alfred R. Markin, the Navy’s first Chief Specialist (W).   
Most of the applicants for Specialist (W) had backgrounds as music teachers, professional musicians, 
or as church ministers-of-music.  Many were also graduates of the leading schools of music in the 
country.  Most of these specialists received their indoctrination directly from the chaplains.  However, 
this system proved to be inadequate.  In the fall of 1942, as part of an experiment, Specialists (W) 
started attending some of the classes at the Chaplains School which was located in Norfolk, Virginia.  
This experiment was so successful that the Chaplains Division decided to require all new Specialists 
(W) to attend a course of indoctrination at the Chaplains School (Figure 1-7).  
The 8-week course of indoctrination for Specialist (W) training at the Chaplains School included 
instruction in naval etiquette, naval correspondence, clerical procedures, choir organization, rehearsal 
procedures, Navy Relief, sacred music for divine services (Protestant, Roman Catholic, and Jewish), 
military weddings and funerals, and some practical application in shorthand and typing.  
Women also distinguished themselves as Specialists (W) during the war.  Thirty-eight “WAVES” were 
selected to serve in the rating.  Virginia T. Moore was the first woman to be selected as a Specialist 
(W).  She was assigned duty at the Naval Barracks (WAVES) in Washington, D.C. on 6 November 
1943.  
In February 1942, before the Navy Department had taken action in regard to specialists (W), the 
Marine Corps established a rating known as Chaplain’s Assistant (SSN534).  Unlike the Navy and 
Coast Guard – who instituted the Specialist (W) as a wartime measure – the Marine Corps 
announced that it intended to retain its rating of Chaplain’s Assistant after the war. 
The first Marine to receive the new classification was Gilbert Dean Arnold, who was made a Master 
Technical Sergeant, the equivalent of a Chief Petty Officer in the Navy.   A total of 105 Marines and 
35 members of the Marine Corps Women’s Reserve became chaplain’s assistants (Table 1-1).  The 
first woman Marine rated was Corporal Helen Lillian Cohen on 8 January 1944.   
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“I am told that Ascher had moved 
up fearlessly to blow out a 
machine gun nest with hand 
grenades.  He came close enough 
to the enemy to do his job, but 
upon returning to his platoon, he 
was shot through the head and 
killed instantly.”  

Chaplain Berman 

Robert Harold Ascher who had served as a chaplain’s assistant with 
the Sixth Marine Division in the beginning of the Okinawa campaign, 
was killed in action on 18 June 1945.  So far as it is known, Ascher 
was the only one trained to be an assistant for a Navy chaplain who 
met death as the result of enemy action during the war.2

Two chaplain’s assistants who served with the Marine Corps received 
the Purple Heart medal.  They were Robert E. Anthony, wounded in 
the Tinian Campaign on 28 July 1944 and John F. Muralt, who was 
wounded at Iwo Jima on 2 March 1945.

 

3   

 

Figure 1-7 — Specialist (W) in WWII. 

The first member of the Coast Guard to receive the rate of Specialist (W) was Emil Zemanuel, who 
transferred to this rating from yeoman in November 1943.  Thirty-five men and twelve women of the 
Coast Guard were assigned this rating, of which 30 attended the indoctrination school.  Two, Zemarel 
and Charles C. Tingley, became chiefs.  The Coast Guard, working under different policies than the 
ones which guided the use of specialists (W) in the Navy, assigned some of the men of this rate to 
ships. 
T able 1-1 — S ummary of the s tatis tic s  of men and women who s erved as  c haplain’s  as s is tants  

                                            
2 CoC, Berman file.  Letter 21 February 1946. 
3 CoC., Marine Specialists file, letter, 16 April 1946, from Brigadier General Franklin A. Hart, USMC. 

 Men Women Total 

Navy 471 38 509 

Coast Guard 35 12 47 

Marine Corps 105 35 140 

Total 611 85 696 
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1.3.1.2 F irs t C haplains  S c hool E s tablis hed 

The Navy’s first Chaplain’s School was established on 1 March 1942 and was located in Frazier Hall, 
Naval Base, Norfolk, Virginia (Figure 1-8). 

  

Figure 1-8 — First home of the Naval Chaplain’s School, Norfolk, VA. 

1.3.2 P os t World War II – R ating E s tablis hment 
After the war was over and demobilization gained momentum, one by one the Specialists (W) began 
to disappear from the offices and worship services of the chaplains.  In spite of the desire of the 
chaplains’ division to retain this rating, the Department of the Navy decided that Specialist (W) was an 
emergency rating only.  Upon the loss of these trained Sailors, chaplains found themselves having to 
return to prewar practices to obtain the musical talent formerly found in their respective units.  Such 
assistance often had to be obtained from outside sources.  In addition, the Specialist (W) was no 
longer present to provide the valued expertise and administrative assistance as in the past. 
In those early days, the recurring efforts to obtain professional enlisted support focused entirely on 
either the “professional musician” or the “administrative” qualification.  Consequently the Navy 
responded in kind to the Chaplain Corps request.  Secondary Navy Enlisted Classifications (NECs) in 
music were established for the administration-intensive rating, such as yeoman or personnel men.  
Nevertheless, all forms of enlisted support, short of a well defined dedicated enlisted rating, were 
unpredictable.  The success of such support depended on “patronage and entrepreneurship,” and 
provided no training or detailing continuity.  It was a hit or miss procedure, with command religious 
programs vacillating between “feast and famine” in the receipt of qualified enlisted support. 
An effort was made to compensate somewhat for the loss of specialists through the introduction of a 
carefully indexed system of classification of skills and abilities of naval personnel.  The new system 
was set forth in the Bureau of Naval Personnel Manual of Enlisted Navy Job Classification, dated 
October 1945.  Under the descriptive heading “Chaplain’s Assistants” the Bulletin stated:   

“Assists chaplains by planning religious and recreational programs and by making 
provisions for suitable instrumental or choral music at such functions; assisting in 
chaplain’s offices, operating libraries, and performing various routine clerical duties.” 



1-9 

 

1.3.2.1 P ers onnel Men R ating E s tablis hed 

The Navy Department inaugurated a new rating structure on 1 April 1948.  Among the new general 
service ratings that were established was the rating of “Personnel Men,” for personnel administration 
duties in various offices including the chaplains.  Among the emergency service ratings (Reserves), is 
the rating of “Personnel Men W” who acted as chaplain’s assistants (Figure 1-9).  Piano-playing or 
organ-playing ability was necessary for this rating in time of war or national emergency.  
  

 

Figure 1-9 — USS CEBU (ARG 6) Personnel Men office. 

 

Figure 1-10 — Chaplain’s assistant 1948 – 1965. 

1.3.2.2 C haplains  S c hool – William and Mary 

In March, 1943, Marshall-Wythe Hall at the College of William and Mary (Figure 1-11) became the 
home of the Chaplain’s School.  It remained there until 15 November 1945, when the school was 
closed.  In Marshall-Wythe Hall, the Naval Training School (Chaplains) trained clergymen of all faiths 
to serve as chaplains of the United States Navy. 
“They that go down to the sea in ships…These see the works of the Lord and His wonders in the 
deep.”   
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F igure 1-11 — The second Chaplain’s School (Naval Training School (Chaplains), College of 
William and Mary.  

1.3.2.3 C haplains  S c hool – R hode Is land  

In 1951, after the outbreak of hostilities in Korea, the increased requirement for chaplains dictated the 
need once again for an indoctrination course for newly inducted clergy.  The Naval Chaplains School 
was reestablished at Newport, Rhode Island (Figures 1-12 and 1-13).   

  
F igure 1-12 — Navy Chaplains School, 

building 117, Naval Station, Newport, Rhode 
Island (1951 - 1978). 

  

Figure 1-13 — Navy Chaplains School, 
Newport, Rhode Island (1978 - 2010). 

 

1.3.2.4 Navy C haplainc y S c hool and C enter 

In September, 2009 the Navy Chaplains School was relocated to Fort Jackson, South Carolina 
(Figure 1-14) and was designated the Navy Chaplaincy School and Center, an integral part of the 
Armed Forces Chaplaincy Center. 



1-11 

 

 
F igure 1-14 — Navy C haplainc y S c hool and C enter, F ort J ac ks on, S outh C arolina. 

1.3.2.5 Y eoman C haplain As s is tants  E s tablis hed 

With the detailed information regarding the skills of personnel, it was felt that qualified individuals 
could be found to serve as chaplain’s assistants within the authorized rates.  Yeomen who qualified 
for “Chaplain’s Assistant” were given a code number of 2525 by which the Bureau of Naval Personnel 
was able to assign them to particular billets with chaplains. 
Before a Yeoman would normally be assigned to the office of the chaplain, the command chaplain 
would have to justify the need for a YN-2525 billet.  This proved to be a time-consuming process and 
placed the CRP in direct competition with other command departments for the services of the 
yeomen.  
In Feb 1972, there was an inventory of 158 YN-2525 billets – with only 11 YN-2525’s found to be in 
direct support of chaplains; therefore, unqualified personnel were often assigned to the office of the 
chaplain as temporary solutions to the manning problems.  Many of the individuals who worked in the 
office of the chaplain, those with the YN-2525 designation and those without this designation, 
performed admirably under difficult circumstances.  However, the pursuit of a permanent rating to 
assist chaplains in managing the Command Religious Program remained a primary goal of the Chief 
of Chaplains.  
An important distinction evolved regarding what the Chaplain Corps actually needed, and how the 
Chaplain Corps needed to modify its position for enlisted support.  In time, the nature of many 
requests evolved from an emphasis on musical ability with a chapel-centered model, to the function of 
“chaplain’s assistant.”  The focus rested, erroneously, on chaplain and not religious programs; and on 
assistant, expressing a need for one-to-one ratio of support.  The more passionate the chaplains 
petitions, the greater the resistance to what was perceived as personal administrative support of a 
chaplain, rather than an enlisted rating trained to provide comprehensive professional support of the 
Command Religious Program. 

1.3.2.6 R ating F oc us  C hanges  

Early in 1975, the scope of the need was redefined, and the manner in which this effort was 
championed was changed significantly.  The focus changed from one of administration to one of 
religious programming.  This clarification was driven by a review of occupational standards which 
demonstrated that 65% of the tasks to be performed by the proposed rating were in the field of 
religious programming.  Only 29% were in the areas of administration and the other 6% spread over 
various occupational fields.  Another significant inclusion was to address the professional rating as 
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one integral to ground combat environment, ships at sea, and other critical operational environments 
with chaplains. 
The conceptual change of the enlisted rating also necessitated a change of the view regarding the 
function of chaplains in institutional ministry.  Were they pastors only?  Did they not have division 
officer, department head and command chaplain responsibilities and expectations?  The question 
suggested an answer.  The maturing of the Chaplain Corps’ request for a professional enlisted rating 
also mandated a thorough review of chaplains as commissioned officers.  The leadership aspects of 
the Chaplain Corps were strengthened by “management” clarifications:  Management of a program 
for religious ministry; management of an enlisted rating; from recruitment to retirement; and 
management of skills implicit for chaplains and RPs alike (Figure 1-15). 

 

Figure 1-15 — Chaplain’s assistant 1965 – 1978. 

1.3.3 R ating E s tablis hment – P res ent 
In February 1978, the Secretary of the Navy (SECNAV) approved the establishment of the RP rating.  
Stringent selection requirements were set.  In November 1978, the Selection Board selected the first 
160 RPs.   
In January 1979, the official RP rating was established (Figure 1-16).  To request a lateral conversion 
from another rating to the RP rating, the applicant was required to undergo an interview and obtain a 
recommendation from a Navy chaplain.  A commanding officer would recommend a prospective 
candidate for the RP rating based on several factors, including the chaplain’s endorsement. 
In May 1979, the Chief of Naval Operations (CNO) approved the insignia for the RP rating.  The RP 
rating insignia (Figure 1-17 consists of a compass, a globe, and an anchor.  The compass represents 
the direction that religion gives to life, the globe symbolizes its availability throughout the world, and 
the anchor represents its continual provision for the personnel of the sea services. 
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Figure 1-16 — Religious Program Specialists 1979 – present. 

 

 

Figure 1-17 — Religious Program Specialists. 

1.4 R P  DUT IE S  AND R E S P ONS IB IL IT IE S  
Skills and knowledge required of RPs are specifically defined in occupational standards.  
Occupational standards delineate specified tasks that demonstrate the ability to perform within a 
given paygrade.  While personnel are required to meet all standards of their present paygrade, they 
must maintain the requirements of all pay grades leading to their present one. 
It should be noted that occupational standards are MINIMUM standards, representing the lowest level 
of skill required for RPs to function effectively at a given paygrade to fulfill Navy needs.  Occupational 
standards reflect the Navy’s requirements for enlisted skills as determined by manpower 
management.  They also form the basis for personnel training and advancement. 
The duties and responsibilities of the RP vary by paygrade and duty station.  To prepare for a 
successful career as a Religious Program Specialist, you must realize that you will be accountable for 
carrying out a variety of tasks in the following fundamental areas: 

• Administration 

• Expeditionary ministry support  
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• Finance and accounting  

• Library  

• Ministry support and accommodation  

• Pastoral care support  

• Religious advisement 
As an RP, the role you will play will involve many values.  One of the chief values a good RP must 
possess is fidelity.  Fidelity is the quality of being loyal.  That is, to back your chaplain’s aspirations, 
goals, duties, and the person to the best of your capability. 
It is important for you to remember that in backing your chaplain, you are limited to performing 
religious program tasks that do not require ordination or licensing.  Even though you are required to 
support chaplains and persons of all faith groups, you will not be required to conduct worship 
services, act as a lay reader, administer sacraments and ordinances, or function as a pastoral 
counselor. 

1.4.1 C ommand Mas ter C hief/S enior E nlis ted L eader (C MC /S E L ) 
Per SECNAVINST 1730.7D, the CMC/SEL serves as the principal enlisted assistant to the Chief of 
Chaplains (COC) and Deputy COCs, advising on all matters pertaining to leadership of the RP rating, 
and serves as enlisted community leader and sponsor on all matters pertaining to RPs.   
As CMC/SEL of the RP rating, he monitors and coordinates RP leader support for the organizational 
goals of the Navy and Marine Corps, advises senior enlisted Navy, Marine Corps, and Coast Guard 
leadership on matters pertaining to religion, and represents the RP rating on the Armed Forces 
Chaplaincy Board (AFCB) Senior Enlisted Advisory Group. 

1.4.2 S enior S upervis ory R P  
The senior supervisory RP is assigned to a fleet, force, type, or equivalent commander.  Regional 
RPs also function in this capacity.  Senior supervisory RPs shall support their senior supervisory 
chaplain in tasks such as: 

• Executing the commander’s CRP and advising the commander on all matters relating to 
religious ministry, including manpower, personnel, professional development, training, and 
religious facility requirements 

• Providing supervision to subordinate unit RMTs and setting standards for the delivery of 
religious ministry in subordinate units.  Such standards shall be accompanied by training, 
reporting, mentoring, certification, and inspection standards 

• Coordinating delivery of religious ministry with other senior supervisory RMTs across 
command lines as authorized by commanders.  Regional RMTs will take the lead in providing 
this coordination – to include periodic area-wide RMT training 

1.4.3 S upervis ory R P  
The supervisory RP is a senior RP assigned to a command with more than one RP assigned, or an 
RP responsible for supervising RPs assigned to subordinate commands.  A supervisory RP serves as 
leading petty officer (E4-E5) or religious program manager (E6-E7) and shall support their 
supervisory chaplain in tasks such as: 

http://doni.daps.dla.mil/Directives/01000%20Military%20Personnel%20Support/01-700%20Morale,%20Community%20and%20Religious%20Services/1730.7D.pdf�
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• Executing the commander’s CRP and advising the commander on all matters relating to 
religious ministry, including manpower, personnel, professional development, training, and 
religious facility requirements 

• Collaborating with other supervisory RMTs across command lines to deliver religious ministry 
as directed by senior supervisory RMTs and as authorized by commanders 

• Ensuring subordinates are properly trained in accordance with Navy doctrine and guidance 
from senior supervisory RMTs 

1.5 R P  J OB  DE S C R IP T IONS  
Religious Program Specialists support the CRP and support the accommodation of diverse religious 
ministry requirements.   

1.5.1 R eligious  P rogram S pecialis t (E 1-E 5) 
RPs support the accommodation of religious ministry requirements of various faith groups and 
support the provisions of religious ministry.  They support the facilitation of the free exercise of 
religion for all Sea Service personnel and support the delivery of care as part of a Religious Ministry 
Team (RMT).  They support the RMT on advising leadership on morale, ethical decision-making, 
cross-cultural awareness, and conflict resolution.  They provide force protection expertise for RMTs in 
expeditionary and combat environments. 

1.5.2 R eligious  P rogram Manager (E 6-E 7) 
Religious Program Managers manage and execute the CRP, which accommodates diverse religious 
ministry requirements.  They accommodate religious ministry requirements of various faith groups 
and support the provision of religious ministry.  They facilitate the free exercise of religion for all Sea 
Service personnel and support the delivery of care as part of an RMT.  They advise leadership on 
morale, ethical decision-making, cross-cultural awareness, and conflict resolution.  They provide force 
protection expertise for RMTs in expeditionary and combat environments. 

1.6 INT R ODUC T ION T O T HE  NAV Y  C HAP L AIN C OR P S  
Chaplains are qualified Religious Ministry Professionals (RMPs) endorsed by a DoD-listed Religious 
Organization and commissioned as Naval officers in the Chaplains Corps (CHC).  As a condition of 
appointment, every RMP must be willing to function in the diverse and pluralistic environment of the 
military, with tolerance for diverse religious traditions and respect for the rights of individuals to 
determine their own religious convictions.  Chaplains must be willing to support the free exercise of 
religion by all Service members, their families, and other authorized persons.  Chaplains are trained 
and expected to cooperate with other chaplains and RMPs and work within the specialized 
environment of the military while not compromising the tenets of their own religious traditions.  
Chaplains are non-combatants.  It is DON policy that chaplains are not authorized to obtain weapons 
qualifications, warfare qualifications, or bear arms.   However, they are authorized to wear warfare or 
weapons qualification insignia obtained during prior service as a combatant.  Chaplains are eligible to 
qualify for, and to wear, the insignia of qualification designations such as Fleet Marine Force, Basic 
Parachutist, and Navy/Marine Parachutist. 
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1.6.1 C haplain C orps  E ntry R equirements  
To become a Navy chaplain, the following requirements must be met:   

• An Ecclesiastical Endorsement from applicant's denominational endorser 

• A minimum of two years religious leadership experience 

• United States citizenship (No dual citizenship) 

• A Bachelor’s degree (120 semester hours or 180 quarter hours) from an accredited school 

• A graduate degree in religious studies of no less than 72 semester hours 

• For active duty and the Reserves, commissioned and on active duty before age 42 (Prior to 
age 44 if prior service) 

• Pass a military commissioning physical 

• Pass a security background investigation 

• Possess the ability to work in the DoD-directed religious accommodation environment 

1.6.2 C HC  C ore C apabilities  
To meet the requirements of religious accommodation, morale and welfare, and to facilitate the 
understanding of the complexities of religion with regard to its personnel and mission, the DON has 
designated four core CHC capabilities: care, facilitate, provide, and advise.  Chaplains care for all 
service members, including those who claim no religious faith, facilitate the religious requirements of 
personnel of all faiths, provide faith-specific ministries, and advise the command.  SECNAVINST 
1730.7D provides amplifying guidance on the Chaplain Corps core capabilities. 
OPNAVINST 1730.1 Religious Ministries in the Navy 

1.6.3 C HC  His tory 
The Chaplain Corps was established on 28 November 1775, at the same time the second article of 
Navy Regulations was adopted.  The article stated that "the Commanders of the ships of the thirteen 
United Colonies are to take care that divine services be performed twice a day on board and a 
sermon preached on Sundays, unless bad weather or other extraordinary accidents prevent."  
Although chaplains were not specifically mentioned in this article, one can imply that Congress 
intended that an ordained clergyman be part of ship's company.  Later documents and practice 
support this conclusion. 
Reverend Benjamin Balch was the first chaplain known to have served in the Continental Navy, 
reporting aboard the frigate BOSTON in October 1778.  Benjamin's son William was the first chaplain 
to receive a commission in the United States Navy in 1799.  
A new edition of Navy Regulations dated 25 January 1802 included reference to the duties of a 
chaplain.  "He is to read prayers at stated periods, perform all funeral ceremonies, perform the duty of 
a schoolmaster instructing the midshipmen and volunteers in writing, arithmetic, navigation and 
whatever else they might need to make them proficient, and teach the other youths of the ship as the 
captain orders." 
Because of their teaching skills, when various "academies" were established aboard the ships in 
central ports, the chaplains were called on to be the administrators.  Their involvement in these early 

http://doni.daps.dla.mil/Directives/01000%20Military%20Personnel%20Support/01-700%20Morale,%20Community%20and%20Religious%20Services/1730.1D.pdf�
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learning institutions prompted Chaplain George Jones to begin his campaign for the Naval Academy 
in 1839.  The establishment of the Naval School at Annapolis in 1845 was due primarily to Chaplain 
Jones' efforts. 
By October 1906, the Chaplain Corps came into its own.  A board of chaplains appointed by SECNAV 
established guidelines that required all newly-commissioned chaplains to be graduates of both a 
college and a seminary and that such should receive the endorsement of their denominations.  The 
office of the Chief of Chaplains (COC) was established in 1917 as a result of this board's 
recommendations.  Over 2800 chaplains were called to active duty during World War II alone.   
Sixteen chaplains have been killed in action.  The first chaplain to die in the line of duty was John 
Lenhart.  His ship, USS CUMBERLAND, was rammed and sunk by CSS VIRGINIA during the Civil 
War.  Thirteen chaplains died at the hands of the enemy during World War II.  The last to lose their 
lives were chaplains Vincent Capodanno and Robert Brett, who died while serving in Vietnam.  Seven 
US Navy ships have been named for chaplains, the most recent being the USS Laboon (DDG 58).  
Chaplains have served with distinction throughout the entire history of the United States Navy.  In 
times of war and peace, chaplains have stood beside the men and women of the sea services.  The 
abolition of flogging, the removal of alcohol aboard ship, physical training, entertainment and 
recreation aboard ship, and education are but a few of the contributions made by chaplains.  
Today the Chaplain Corps and Religious Program Specialists are serving Navy, Marine Corps, Coast 
Guard, and Merchant Marine units around the globe.  The anniversary of their proud and honorable 
service to God and country is celebrated each year on 28 November.  

1.6.4 C HC  Duties  and R es pons ibilities  

1.6.4.1 C hief of C haplains  

The Chief of Chaplains is appointed under section 5142 of Title 10, U.S. Code, and serves, per 
SECNAVINST 1730.7D and Article 1009 of U.S. Navy Regulations, as principal advisor, community 
leader, and advocate on matters concerning religious accommodation, delivery of religious ministry, 
and professional matters relative to chaplains and RPs.   
As the Director of Religious Ministry for the DON and as the primary spokesperson on Professional 
Naval Chaplaincy (PNC), the COC performs such duties as detailed in reference SECNAVINST 
1730.7D and SECNAVINST 5351.1 

1.6.4.2 Deputy C hief of C haplains  (C haplain of the Marine C orps ) 

Per SECNAVINST 1730.7D, the Deputy Chief of Chaplains serves as the principal assistant to the 
COC, Deputy Director for Religious Ministry for the DON, Chaplain of the Marine Corps, and 
otherwise assists the COC in fulfilling the COC’s duties. 

1.6.4.3 Deputy C hief of C haplains  for R es erve Matters  

Per SECNAVINST 1730.7D, the Deputy Chief for Reserve Matters serves as the principal assistant to 
the COC for Reserve matters, advises the COC and Commander Navy Reserve Force in all areas 
related to Reserve component chaplains and RPs, and otherwise assists the COC in fulfilling the 
COC’s duties. 

http://doni.daps.dla.mil/SECNAV.aspx?RootFolder=%2fDirectives%2f01000%20Military%20Personnel%20Support%2f01%2d700%20Morale%2c%20Community%20and%20Religious%20Services&View=%7bE5C79018%2dFE07%2d40E1%2d8985%2dCD00E8C086EB%7d�
http://doni.daps.dla.mil/Directives/05000%20General%20Management%20Security%20and%20Safety%20Services/05-300%20Manpower%20Personnel%20Support/5351.1.pdf�
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1.6.5 C HC  J ob Des c riptions  

1.6.5.1 Domain L eader 

The senior supervisory chaplain in each of the large organizational subdivision is defined by 
SECNAVINST 5351.1.  Domain leaders are members of the Professional Naval Chaplaincy Executive 
Board, they advise the COC on matters related to the delivery of religious ministry in their respective 
domains, receive advice from the COC to maximize the effective and efficient delivery of that ministry, 
and otherwise assist the COC in exercising leadership of the Professional Naval Chaplaincy 
community. 

1.6.5.2 S enior S upervis ory C haplain 

The Senior Supervisory chaplain is assigned to a numbered fleet, force, type, or equivalent 
commander.  The chaplain of the Coast Guard and the regional chaplains also function in this 
capacity.   

1.6.5.3 S upervis ory C haplain 

The Supervisory Chaplain is the senior chaplain assigned to a command with more than one chaplain 
assigned, or a chaplain responsible for supervising chaplains assigned to subordinate commands.  A 
supervisory chaplain serves as department head, principal staff officer, or special assistant at a staff 
or unit level.   

1.7 S UMMAR Y  
This introduction has provided basic information on the history, standards, duties and responsibilities, 
and military structure of the RP rating environment as well as the nature of the RP/chaplain 
relationship.  You must understand the basic principles of your rating. 
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E ND OF  C HAP T E R  1 

  R E L IG IOUS  P R OG R AM S P E C IAL IS T  INT R ODUC T ION 
1-1. RPs work as part of an RMT in direct support of which person(s)? 

A. The commanding officer 
B. DON Chaplains   
C. Religious coordinators 
D. The local congregation  

1-2.   RPs are professionals support personnel skilled in what areas? 
A. Counseling individuals 
B. Religious programming only 
C. Administration only 
D. Religious programming and administration   

1-3 . Which of the following duties would NOT be performed by an RP? 
A. Maintaining records of various faith groups 
B. Supporting religious activities of the command 
C. Conducting worship services on an emergency basis    
D. Training and supervising volunteer personnel  

1-4. RPs are program managers who focus on what skills? 
A. Those requiring preaching 
B. Those involving faith-based counseling 
C. Those of a lay reader 
D. Those of their specific religious programming   

1-5. The RP, was officially established by the Secretary of the Navy on what date? 
A.   29 Feb 44 
B.   1 Aug 45 
C.   15 Jan 79     
D.   1 Jun 80 

1-6. The concept of a chaplain’s assistant was first presented to the Navy Department in what 
year? 
A.    1799 
B.   1812 
C.   1863 
D.   1878    
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1-7. As originally envisioned, the chaplain’s assistant was to be a schoolmaster who also had what 
competency? 
A.   Be an ordained minister 
B.   Be eligible to receive a Navy commission 
C.   Be able to play the organ    
D.   Each of the above 

1-8. In what year was the Specialist (W) rating established? 
A.   1883 
B.   1911 
C.   1916 
D.   1942   

1.9. In the specialist (W) rating, the “(W)” had what significance? 
A.   It stood for welfare    
B.   It stood for wartime  
C.   It stood for Chaplains Corps  

  D. It stood for chapel assistant 

1-10. The Specialist (W) rating was to be established for what primary purpose? 
A.   To help make up for a shortage of chaplains in the Navy 
B.   To support the chaplains only for the duration of WW II   
C.   Only for duty aboard ships where chaplains were assigned  
D. Only for duty aboard ships where chaplains were not assigned   

1-11. Who was the Navy’s first officially designated chaplain’s assistant? 
A.   Alfred R. Markin 
B.   Virgil T. Moore 
C.   Gilbert D. Arnold  
D.   W. E. Hendricks    

1-12. In June 1942, when a directive identified the Specialist (W) as a new rating, who were those 
interested in qualifying directed to obtain information from? 
A.   Their local Navy recruiter 
B.   The Command Chaplain, Naval Training Center, Great Lakes, Illinois 
C.   The Chief of Chaplains    
D.   The Bureau of Naval Personnel. 
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1-13 Which of the following statements is/are TRUE concerning the qualifications of the first 
Specialists (W)? 
A.   Specialists (W) were required to have a college education 
B.   Specialists (W) had to be able to play the piano and organ 
C.   Specialists (W) were expected to be competent choir directors 
D.   Both 2 and 3 above    

1-14. The Bureau of Naval Personnel authorized Specialists (W) to serve on all large naval vessels 
shortly after the rating was established. 
A.   True 
B.   False   

1-15. What Specialist (W) was the first to be assigned to duty beyond the continental U.S.? 
A.   W. E. Hendricks 
B.   Alfred R. Markin  
C.   Gabriel Fontrier   
D.   Emil Zemanuel 

1-16. How many Navy Specialists (W) served as chaplain assistants during WWII? 
A. 411 
B. 476 
C. 509   
D. 588 

1-17. In 1942, accepted applicants for the Specialist (W) rating were given what petty officer rating if 
they were age 28 or older? 
A.   3rd

B.   2
 Class 

nd

C.   1
 Class  

st

D.   None of the above, they entered as a Seaman 
  Class  

1-18. Who was the first Specialist (W) to be advanced to the rate of chief petty officer? 
A.   Robert A. Longwood 
B.   Thomas G. Childers  
C.   Andrew C. Williston  
D.   Alfred R. Markin   

1-19. During WWII, what was the total number of Specialists (W) advanced to chief petty officer? 
A.   10 
B.   20 
C.   30   
D.   40 
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1-20. Initially, most of the Specialists (W) received their indoctrination in what manner? 
A.   From Naval Training Centers 
B.   At the Naval Academy Prep School 
C.   From designated colleges and universities  
D.    Directly from chaplains   

1-21. Starting in the fall of 1942, where did Specialists (W) get their indoctrinations? 
A.   At the Peabody School of Music in Baltimore, MD 
B.   At the Naval Training Center, Bainbridge, MD  
C.    At the Chaplain’s School in Norfolk, VA  
D.    From a group of chaplains specially designated by the Chief of Chaplains 

1-22. What were some of the subjects taught for Specialists (W) at the indoctrination course at the 
Chaplain’s School? 
A.    Naval organization and choir organization 
B.   Choir organization and personnel administration  
C.   Basic personnel management and naval etiquette  
D.   Naval etiquette, choir organization, and clerical procedures     

1-23. What was the total number of female applicants first selected to serve in the Specialist (W) 
rating? 
A.   38   
B.   41 
C.   63 
D. 70 

1-24. Who was the first woman to be selected as a Specialist (W)? 
A.   Naida G. Powers 
B.   Virginia T. Moore   
C.   Gail Casto  
D.   Cynthia L. Imperi 

1-25. In February 1942, before the Navy had taken action in regard to Specialists (W), the Marine 
Corps had established a similar rating known as  
A.   Chaplain’s Clerk (SSN534) 
B.   Chaplain’s Assistant (SSN534)    
C.   Chaplain’s Specialist (SSN534) 
E.  A Specialist (C) 
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1-26. Who was the first Marine to be assigned to the new Specialist rating? 
A.   Kenneth S. Jackson 
B.   Thomas E. Ward 
C.   Robert Allen Atwood  
D.   Gilbert Dean Arnold    

1-27. Who was first chaplain’s assistant to be killed in action? 
A.   Robert  Anthony 
B.   Robert Ascher   
C.   John Muralt  
D.   Charles Tingley 

1-28. Who was the first member of the Coast Guard to enter the rating of Specialist (W)? 
A.   Joseph C. Patrick 
B.   James M. Price 
C.   Ronald M. Zimmerman  
D.    Emil Zemanuel     

1-29. Within the Coast Guard, what total number of (a) males, and (b) females were assigned the 
rating of Specialist (W)? 
A.   (a) 15; (b) 7  
B.   (a) 25; (b) 10 
C.   (a) 35; (b) 12    
D.   (a) 45; (b) 15 

1-30. The Navy the Specialist W) rating was an emergency rating but was to be continued after the 
conclusion of WWII. 
A.   True 
B.   False    

1-31. Beginning in 1948, members of the Navy were assigned duties in the office of the chaplain. 
These individuals were designated as what rating? 
A.  Storekeeper (SK) 
B.   Yeoman (YN) 
C.    Postal Clerk (PC) 
D.    Personnel Men W  (PNW)   

1-32. Personnel of the Yeoman rating who were qualified as Chaplain’s Assistants were designated 
as a 
A.   YN2525    
B.   YN2516 
C.    YN2525(W)  
D.    YN2516(W) 
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1-33. In what year did the Chaplains School first open in Newport, Rhode Island? 
A. 1942 
B. 1945 
C. 1951     
D. 1978 

1-34. In 1975 the focus of the jobs chaplain’s assistants did changed from (a) what task to (b) what 
activity? 
A.   (a) Personnel functions (b) lay leader activities 
B.   (a) Choir directors (b) administration 
C.   (a) Administration (b) pastoral care 
D.   (a) Administration (b) religious programming  

1-35. In what year did the Secretary of the Navy approve the establishment of the RP rating? 
A.   1976 
B.   1977  
C.   1978  
D.   1979 

1-36. How many persons were selected by a selection board to be the first RPs?  
A.   140 
B.   471 
C.   509  
D.   160  

1-37. Applicants requesting lateral conversion to the RP rating after January 1979 had to be 
recommended by a Navy chaplain and their commanding officer. 
A.   True    
B. False 

1-38. When did the CNO approve the RP rating insignia?   
A.    February 1978 
B.   May 1978 
C.   January 1979  
D.   May 1979   

1-39. What does the globe represent on the RP rating insignia? 
A.   Assignment to any Navy establishment 
B.   Availability throughout the world  
C.   Direction that religion gives to life  
D.   Continual provision for the personnel of the sea services  
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1-40. An RP1 must be able to meet the occupational standard requirements of what rate(s) in order 
to perform at a satisfactory first class level? 
A. RP1 only 
B. RP3 and RP2 only 
C. RP2 and RP1 only 
D. RP3, RP2, and RP1    

1-41. Religious Program Specialists are limited to performing religious program tasks which do not 
require ordination or licensing. 
A.  True     
B.  False 

1-42. RP personnel are combatants and are responsible for the chaplain’s safety when assigned to 
units engaged in combat. 
A.  True    
B.  False 

1-43. Who manage and execute the Command Religious Program? 
A. Senior Chaplains 
B. Religious Program Mangers  
C. The Chief of Chaplains 
D. Local chaplains 

1-44. To become a Navy Chaplain, which of the following is not a requirement? 
A. A minimum of four years religious experience  
B. Be a U.S. citizen 
C. Have a degree in religious studies of at least 72 semester hours 
D. Pass a security background investigation  

1-45. Chaplains care for all Service members, including those who claim no religious faith. 
A. True   
B. False 

1-46. When was the Chaplain Corps established? 
A. 1775   
B. 1778 
C.  1799 
D.  1802 

1-47. In which war did the first chaplain die in the line of duty? 
A. Revolutionary War 
B. War of 1812 
C. Civil War   
D. Spanish American War 
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1-48.   In what year was the office of the Chief of Chaplains established? 
A. 1906    
B. 1917   
C. 1942 
D. 1943 

1-49. A senior supervisory chaplain is normally assigned to which type commander? 
A. Squadron 
B. Staff 
C. Fleet or force   
D. Group 

1-50.  A supervisory chaplain serves as what position at the unit level?  
A. Department head  
B. Principal staff officer 
C. Executive officer 
D.   Either A or B 
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CHAPTER 2 

ADMINISTRATION 

2.1 INTRODUCTION 

This chapter is devoted to describing the general appearance and arrangement of office spaces; the 
proper method of stowing materials; the use and maintenance of office equipment; office procedures 
for CRP personnel including receptionist duties; the concept of privileged communication; the Navy’s 
information security program and the proper handling of ―For Official Use Only‖ information and 
records. 

2.2 MANAGING THE OFFICE OF THE CHAPLAIN 

Most of the duties of a Religious Program Specialist are performed in an office environment.  Junior 
RPs may be assigned to small offices or to large ones where they are likely to be supervised by a 
Chief Religious Program Specialist.  Regardless of the size of the office of the chaplain, the RP has a 
tremendous responsibility in rendering support to assigned chaplains. 

An office makes a lasting impression on the people who visit it.  It should be noted that office 
atmosphere is the product of both mental and physical factors.  Physical factors are the most obvious 
and will be discussed in the following section of this chapter. 

2.3 GENERAL APPEARANCE OF OFFICE SPACES 

The amount of control that the RP will have over the physical conditions in the office of the chaplain 
will vary with the location and type of duty.  Conditions outside the RP’s control may determine the 
kind of office that will be established and the types of equipment used.  Regardless of the size and 
type of office, the RP is normally assigned responsibility for maintaining the appearance of the spaces 
allocated for use in support of the Command Religious Program. 

All gear and supplies must be properly secured or stowed at the close of business each day.  This is 
especially important at sea since there is always the possibility that the ship could encounter bad 
weather and rough seas.  Shown below are certain other tasks that the RP should routinely perform: 

 Check and clear correspondence baskets daily 

 Avoid accumulations of loose papers to prevent possible fire hazards 

 Plan cleaning periods and field days so as not to disturb the work of assigned chaplains and 
RPs 

 Dust and clean desks frequently 

2.3.1 RP’s Desk 

You are in charge of your desk.  This means you are in charge of keeping your own desk in a neat 
and orderly fashion.  The appearance of your desk contributes to the immediate and lasting 
impression your office makes on the individuals who visit the RMF. 

Your own preference and the kind of work you are assigned will often govern how you choose to 
arrange your desk.  In any case, have an orderly plan, use sound organizational procedures, and 
apply the following general principles:  
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 Use shallow trays or drawers to store pencils, erasers, paper clips, and other small articles 

 Use slanted stationery trays in upper desk drawers to separate different types of stationery 

 Keep personal belongings in a separate drawer of your desk 

 Clear your desk at the end of the day and close all desk drawers tightly 

 Keep classified materials in designated spaces rather than in your desk 

2.3.2 Office Arrangement 

As stated previously, an office makes an immediate and lasting impression on the individuals who 
visit it.  The RP plays a vital role in seeing that the office spaces (afloat and ashore) allocated to 
support the CRP are properly arranged.  It is important to remember that the best arrangement is the 
one that will facilitate the work most efficiently and effectively. 

An ideal office arrangement reflects the following principles: 

 Plan an arrangement that not only is convenient but also looks orderly and uncluttered.  Keep 
things as simple and neat as possible 

 Arrange desks so that lighting is sufficient but persons do not have to face the light 

 Seat RPs so they can see visitors entering the office spaces.  Adjust chairs so the feet of 
typists rest firmly on the floor and that chair seats are 12 inches below the base of computer 
keyboards 

 Proper ventilation is very important.  Keeping people away from strong drafts may reduce 
illness among personnel 

 Have sufficient working space to move about  

 Use a copyholder to help reduce eyestrain 

 Filing cabinets should be separated from office traffic when possible 

 Have bookcases and special shelves for books, magazines, and pamphlets to keep them from 
taking up workspace on tables and desks 

 Keep unfinished work in a tray for that purpose (only if the work is unclassified).  Consult the 
supervisor as to whether work can be left on desktop or inside the desk at the end of the 
workday.   

 

 

 

 When arranging the office furniture, think and plan ahead before moving things around 

 Arrange equipment for routine work so that the work will flow in one direction and not 
crisscross the room 

 Place tables and counters conveniently for handling supplies or assembling papers.  Place 
files where they are handy for those who use them but where they are also separated as much 
as possible from the general office traffic 

NOTE 

Always keep personal identifiable information (PII) in a secure place. 
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 Arrange a quiet, private spot for interviews.  This may not be readily available on board ships 
or in the field  

Remember, orderliness and good appearance are the rules in any office, yet do not allow an 
obsessive emphasis on appearance to interfere with important functions.  Most importantly, 
remember the best office arrangement is the one that most effectively simplifies the work (Figure 2-1). 

In addition to desk appearance and arrangement of office spaces, efforts to store materials, supplies, 
and gear correctly will contribute to the atmosphere of the office. 

 

 

Figure 2-1 — Office arrangement.   

2.3.3 Stowage of Materials 

RPs are responsible for a wide variety of materials.  Closed cabinets are preferable to open shelves 
for storing supplies because they not only protect materials from dust and damage but also provide 
for adequate stowage for sea when underway.  Store supplies so they will not stain other materials if 
leakage or breakage occurs.  

While maintaining supplies, remember how important cleanliness and order can be to safety as well 
as to appearance.  Accumulations of loose papers may pose fire hazards.  Plan cleaning periods and 
field days.  Dust desks and immediate areas frequently to provide a more pleasant working 
environment as well as protecting machinery and computer equipment from harm. 

Label wrapped packages, such as reams of paper stock, for easy identification.  Only one package of 
each kind of material should be opened at any given time.  This helps avoid waste and ensures that 
the office of the chaplain is doing its part in using command funds efficiently. 

On Navy ships, Material Safety Data Sheets (MSDS) provide instructions for the safe stowage of toxic 
materials in certain locations.  RPs must check their Safety and Supply offices for a complete listing 
of command regulations/instructions concerning stowage of toxic materials.  Being safety conscious 
is an important attribute that every RP MUST possess. 
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2.4 WORD AND DATA PROCESSING 

To handle all the duties and responsibilities in religious programming, an RP must be computer 
literate.  The information in this chapter is designed to provide you with a basic introduction to 
computer programs, systems, and equipment.  As an RP, these tools are used to solve problems and 
handle the processing of data.  Word processing equipment and computers can facilitate providing 
quality ministry to sea service personnel.  Some areas where this equipment is used include the 
management of research, program design, cost accounting, planning, and control of religious 
programs and processes.  As a result, many chaplains’ offices are involved with the use of these 
important tools. 

RPs are often assigned to handle matters related to the administration of religious programs and 
chaplain support in religious program development.  Computer skills include word processing, the use 
of spread sheets, desktop publishing, graphics, data base management, and communications.  These 
skills will be essential to perform a variety of administrative functions including the following: 

 Maintaining RMF and CRP volunteer rosters 

 Updating directives and publications 

 Preparing the chaplain’s quarterly report 

 Formatting and preparing messages 

 Preparing correspondence 

 Tabulating survey data 

 Filing RMF and CRP documents 

A personal computer (PC) is a tool that will help solve problems by accepting data, performing certain 
operations on that data, and presenting the results of those operations.  A PC can do these tasks 
rapidly, accurately, and reliably, given the right equipment and ―software‖ or computer programs.  
Even in cases where equipment or adequate software is lacking, it will be essential to learn what 
equipment, systems, and programs are needed and how to go about obtaining them. 

Word and data processing equipment and systems have become so important in the efficient 
management of administrative tasks in support of CRPs that several of these tasks have been 
designated by occupational standards (OCCSTDs).  On-the-job training can provide the most 
effective method of learning several OCCSTDs, such as how to transmit data via facsimile machine; 
how to prepare naval and ecclesiastical forms, reports, directives, and faith group reports using a PC; 
how to draft and deliver field messages; how to process applications for volunteers to obtain faith 
group endorsement; and how to maintain a mailing list of chapel participants.  Seek out all available 
opportunities for on-the-job training to become proficient in these areas.  

By now, realizing that other types of training, such as non-rate training or training through available 
contracted training services can provide important avenues by which the RP can learn other 
administrative tasks, such as how to: 

 Use specific software 

 Provide data integrity 

 Operate computers and their applications   

The information in the following sections provides some of the basics.   
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2.4.1 Computer Components 

Components or parts of a computer system are grouped into two general categories, hardware and 
software.  Hardware includes the computer itself and consists of items such as the keyboard, the 
printer, and the monitor.  

Software is a program or instruction for the PC hardware to follow.  One example of commercially 
licensed software is Microsoft Office™. 

2.4.2 Computer Terms, Definitions and Purposes 

An important part of your training in computer awareness and use of word processing programs is the 
knowledge of computer terminology.  Being computer literate means knowing and understanding how 
to use certain common terms. 

To be proficient in any field of knowledge, you must first learn the language.  The commonly used 
computer terms in the following paragraphs are intended to give you an introduction to the world of 
computer terminology.  If you are already aware of most of these terms, you may choose to read over 
them briefly and continue to the other areas of this chapter.  If you are just beginning to learn about 
personal computers and word processing, however, we recommend you study these terms carefully.  

 

 

 

In your efforts to become computer literate, we recommend you take responsibility for obtaining as 
much knowledge about computers as possible, either through on-the-job training, self-study 
programs, or formal classroom instruction. 

2.4.3 Word Processing 

You can use word processing software for text media such as letters, memos, forms, and reports.  
Word processing, at a minimum, includes routines for creating, editing, storing, retrieving, and printing 
text.  With word processing software, you enter the text on the keyboard and it is displayed on a 
monitor.  At that point, you may store it, print it on a printer, or change (edit) it.  Using the edit 
functions will allow you to add or delete words, characters, lines, sentences, or paragraphs.  You can 
also use these functions to rearrange text.  For example, you can move a paragraph or block of 
information to another place in the same document or even move it to a different document.  Word 
processing is particularly useful for text documents that are repetitive or require a lot of revision. 

Other software features usually available with word processing software packages include spell 
check, mail listings, document compilation, and communication programs.  It will be your 
responsibility to learn the word processing programs available for your CRP through on-the-job 
training, self-study, practice, and any other type of available training you can acquire. 

2.4.4 Spreadsheets 

Spreadsheets are an important and necessary tool when working with the Religious Offering Fund.  
Simply stated, spread sheets are tables of rows and columns of numbers.  Spreadsheets allow you to 

NOTE 

Although the following terms are commonly used, they are not all 
inclusive.  Be aware that these are not the only terms you will hear 

used by computer-literate persons. 
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set up a table of rows and columns and specify what calculations you want performed.  Then, simply 
let the processor perform the calculations.  Spreadsheets can be an extremely useful tool in 
maintaining religious offering funds, producing budgets, and controlling expenditures and inventories.  
As with the word processing programs, take advantage of every opportunity to learn how to use 
spread sheets effectively.   

2.4.5 Desktop Publishing 

Desktop publishing is highly desirable for most RMFs.  You can use desktop publishing tools to 
create attractive, effective printed materials such as bulletins, newsletters, advertisements, brochures, 
manuals, and other documents.  Remember, first impressions last and effective religious program 
designs will attract people to a CRP’s products, services, or points of view.  

Desktop publishing programs work on most computers.  The various programs for desktop publishing 
include dedicated page layouts, state-of-the-art word processing programs, and others.   

Some of the many areas for which you can effectively use desktop publishing in the CRP are as 
follows: 

 Bulletins – The bulletins you compose using desktop publishing can include more information 
that is effectively placed and results in a publication that is more attractive and pleasing to the 
reader’s eye 

 Newsletters – You can produce highly specialized newsletters for Navy families and ship’s 
companies by using the most basic desktop publishing and word processing software.  Your 
newsletters could include eye-catching nameplates, logos, publication information, department 
headings, kickers, headlines, lead-ins, text, teasers, artwork caption jump lines, credits, and 
mailing areas 

 Tabloids and newspapers – You can produce tabloids containing front covers, inside pages, 
content, and back covers.  You can produce newspapers using headlines, photographs, 
teasers, standing elements, article jump lines, and advertisements 

 Special materials – You can develop brochures, catalogs, flyers, and menus and produce 
sheets to broaden the CRP.  You can also use illustrations to communicate your message.  
Good marketing allows more people to get to know what the CRP has to offer.  Good 
advertising copy requires enthusiasm, creativity, and initiative on the part of the RP 

 Books, documentation, and training materials – Commands providing training and 
development can use desktop publishing to create books, visual aids, captions, annotations, 
organized elements, and multiple-page layouts 

 Presentation graphics – RPs can employ desktop publishing techniques to project the right 
image 

 Chaplains can have practical speaker’s notes along with congregation or assembly handouts 
and overhead transparencies or lap charts 

 Response tools – Using desktop publishing, RPs can construct their own forms and surveys.  
Ensure these instruments are effective and easily read so that congregations and audiences 
can understand and use them  

Creativity, combined with hardware and software, are the only limits to an effective use of desktop 
publishing tools.  The list of ways in which these tools can be used could go on and on.   
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2.4.6 Graphics 

Many PCs have graphics capabilities and can use programs to produce data displays such as bar 
charts, pie charts, and graphs or line drawings.  Some PCs can use sophisticated drawing and design 
programs.  High-resolution color graphics can help with more specialized applications.  Not all 
printers can produce graphics output.  They must be capable of receiving graphics instructions and 
also be compatible with the software.  Some character printers can be used for limited graphics.  
Plotters and some dot matrix printers will produce acceptable graphics output.  Laser and ink jet 
printers often can print both text and graphics.  Graphics can be a useful tool for RPs in nearly all 
commands but particularly for those serving in school commands, staff headquarters, and training 
development. 

2.4.7 Database Management 

Database management software allows for the storage, manipulation, and retrieval of data.  A very 
important step to take before beginning the set up of a database is to determine what data to collect 
and how it is to be used.  A data management program allows a user to define data fields, set up 
display screens, and enter data records.  The system saves the records on a disk or tape.  Once a file 
is entered and stored, organizing and retrieving information can be accomplished by searching the 
records for specific data.  For example, a list of chapel volunteers who joined before January of a 
given year can be generated, or the system can be used to search a file and print selected fields such 
as name, Mr. or Mrs., rank or rate, SSN, and date joined.   

2.4.8 Office Equipment   

A basic responsibility of all RPs is maintaining office equipment, whether it involves computers, 
copiers, etc. 

Sophisticated office equipment will require two levels of care.  The first level is manufacturer-
suggested use and maintenance.  The second level can best be described as operator care and 
troubleshooting.  Let’s look at each of these levels, starting with troubleshooting. 

2.4.8.1 Basic Troubleshooting 

Manufacturers’ troubleshooting checklists can help resolve some of the problems an RP may 
encounter.  Manufacturers’ checklists include installation checklists, feature checklists, and checklists 
that explain normal daily operator maintenance.   

Most office products have either a troubleshooting video screen for you to look up problem-solving 
instructions, or will have some sort of step-by-step written (and graphic)  instructions on pull-down 
flaps/panels on their front or sides.  These instructions are usually very detailed and can be read and 
followed by most individuals, only requiring outside assistance in major equipment malfunctions.  If, 
after following the instructions, the problem remains unsolved, call your command’s technician or the 
manufacturer’s customer service representative. 

2.4.8.2 Servicing 

An operator’s manual (or label/sticker on the machine) will usually list the phone numbers for 
customer service representatives.  Before calling a customer service representative, however, you 
should gather certain information such as the manufacturer’s manual, registration number of the 
equipment, and any product information such as the brand and type or model.  If the equipment is a 
computer, provide the name and type or model of the interfacing equipment such as the monitor, 
version(s) of software, RAM memory information, and printer. 
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However well designed the equipment may be it will eventually need servicing.  To do this there are 
five generally recognized methods: 

 A service contract with the manufacturer 

 A service contract with an individual service person 

 Maintenance by Navy-trained service personnel 

 Use of the manufacturer’s service person on a per-call basis with no contract 

 Use of independent service personnel on a per-call basis with no contract 

Machine servicing is clearly a matter of concern, and the Navy usually chooses among these five 
methods to keep its equipment serviced and in good working condition.  Without a service contract, 
however, the tendency is to wait until something has gone wrong and then the machine may be out of 
commission for days. 

In addition to service maintenance contracts, the Navy has a program of planned maintenance 
service (PMS).  This is a form of programmed care and troubleshooting that when carefully done can 
reduce machine breakdowns. 

Shown below are the specific occupational standards for RP3 which either directly or indirectly 
require these skills: 

 38825 ─ Operate Office Equipment 

 94621 ─ Clean, Oil, and Make Minor Operating Adjustments to Office and Audiovisual 
Equipment 

 For ship duty ─ Qualify as 3M Maintenance Person to provide basic maintenance for assigned 
equipment onboard Navy ships 

You must be aware of how to interface with local support departments for maintenance and upkeep.  

Computer maintenance and upkeep varies from duty station to duty station.  The most pro-active we 
can be as RPs is to learn our local policies and procedures to obtain maintenance for necessary 
equipment.   

These agencies (NMCI, NAVFAC, etc) will be more than willing to show us what we are capable of 
doing in the way of cleaning the equipment to help with any types of preventative measures.   

NAVPERS 18068F Navy Occupational Standards 

2.5 OFFICE PROCEDURES  

The RP plays a vital role in establishing sound human relations practices within the office of the 
chaplain both afloat and ashore.  Visitors normally encounter the RP before seeing a chaplain and it 
is important for these visitors to feel relaxed upon entering office spaces assigned to CRP personnel.  
To be a good receptionist, the RP must understand that many of the people who seek the advice and 
counsel of chaplains may not be in the best of spirits.  Therefore, it is imperative that RPs always 
maintain a professional demeanor. 

2.5.1 Communications 

The RP must understand the chaplain’s purposes, have a strategy for reaching the CRP’s goals, and 
should progress toward these purposes and goals in a measurable way.  Moreover, creating an 
environment that provides easy and natural paths for communications within the office and from the 
office to others outside it is the responsibility of the RP.  

http://www.public.navy.mil/bupers-npc/reference/nec/NECOSVol1/Pages/default.aspx
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Understanding and facilitating the chain of command is of primary importance.  Keeping lines of 
communication open within the chaplain’s office and to those seeking to communicate from outside 
the office is of equal importance.  Often, problems that are brought to the chaplain result partly from 
failure to communicate or a partial breakdown of the chain of command.  Be aware of obstacles to 
free communication and act where appropriate to avoid these obstacles in the office setting.  

 

 

 

Communication means many things to many people.  Letters, memorandums, reports, pamphlets, 
and booklets may come to mind to some.  But others may think of modern communication devices 
such as the telephone, radio, television, telecommunication, or computer.  Still others may think of 
conferences, meetings, and talking.  All these tools and media are means of communication.  
Regardless of the type of communication, however, the communications circuit is not complete until 
feedback is received.   

Feedback lets us know that the other person understands the message.  Within the Navy, 
communication takes several forms, such as oral or written communication, meetings, and 
telecommunication messages.  

2.5.1.1 Oral Communications 

When speed is important or when several people must get the same message, oral communication 
may be the most efficient avenue.  Passing on a clear idea and listening carefully are important 
factors in successful oral communication.  Listening is critical in passing or receiving information.  If 
the message is not understood repeat it, or ask the sender to repeat it, word for word. 

When receiving oral communication by phone and the message is intended for someone else, write it 
down using a Memorandum of Call form (Optional Form 363 NSN: 7540-00-634-4018) or a local form 
such as the one shown in Figure 2-2.  Forms must clearly identify all the essential information needed 
to pass on from the caller to the intended recipient.   

 

Figure 2-2 – A Memorandum of call.  

NOTE 

RPs should remain neutral when listening to the concerns of those 
seeking counsel. 
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2.5.1.2 Written Communications 

In all written communications, the most critical factor is to make sure both the words and style of the 
message fit the language level and ability of the person to whom it is addressed.  Use a form of 
written communication to avoid mistakes, keep an essential record, or confirm decisions.  This is 
particularly true in naval writing which demands organized, active, and natural writing. 

The Department of the Navy Correspondence Manual, SECNAV M-5216.5, is the official guide for 
quality and style in preparing and formatting standard letters, multiple-address letters, endorsements, 
memorandums, business letters, addressing envelopes, personnel matters, and correspondence 
management.  In addition, the manual clearly identifies the military and civilian models of address as 
well as stock numbers for forms and envelopes you will use in your daily administrative activities. 

2.5.1.3 Group Communications 

The chaplain often requires an RP to set up meetings for group communications.  The RP must see 
that each person attending knows the reason and the agenda.  Is the attendee supposed to listen 
only or to listen and participate? The following elements are necessary when organizing meetings: be 
defined, start on time, adhere to a planned schedule, include only those who need to attend, and 
distribute minutes as required. 

2.5.1.4 Telecommunication Messages 

The Naval Telecommunications System provides a message service to its users within the Navy.  
Message traffic is often essential to the functioning of the chaplain’s office.  Users must prepare naval 
messages in a standard form.  The Telecommunications User’s Manual (NTP3 (K)) contains detailed 
procedures for drafting and typing naval messages.  In fact, the Navy expects users to strictly adhere 
to this manual so that ―all outgoing messages of ROUTINE precedence that are not prepared 
according to ACP121 US SUPP-1, JANAP 128, and this publication, or contain errors of any kind that 
will impede processing and/or delivery will be returned to the originator with notification of corrective 
action required.‖   

Telecommunications User’s Manual (NTP3 (K)) 

There are basically two types of messages RPs will see, operational or administrative messages.  
Operational messages are those directing or affecting the actual use or movement of forces, ships, 
troops and aircraft; issuing reports affecting the safety of lives, ships, forces, or areas; and message 
traffic relating to exercises conducted for fleet training and readiness.  Administrative messages 
pertain to matters of such a nature or urgency including reports, perishable information, and urgent 
matters that must be brought to the early attention of seniors.  Most messages originating in the 
chaplain’s office will be administrative and typically relay information about issues such as Burial at 
Sea coordinates or an answer to the American Red Cross about a service member’s emergency 
leave status, requesting a health and comfort status of a service member, notifying a service member 
about the birth of a baby, or notifying a service member about the death of a family member.   

As the drafter of a naval message, the RP must become familiar with the United States Navy Plain 
Language Address (PLA) Directory, USN PLAD 1.  The SNDL contains authorized message 
addresses.  The RP must also use the message drafter’s checklist when preparing a message for 
release.  Failure to follow either of these requirements will cause significant delay in your 
communication and could possibly negatively affect the service member seeking assistance.    

2.5.2 Receptionist Duties 

As mentioned earlier, the RP receptionist must always remain professional and strive to be pleasant, 
friendly, and gracious as a matter of routine.  These traits make it clear that the RP is there to provide 

http://doni.daps.dla.mil/SECNAV%20Manuals1/5216.5.pdf
https://wwwa.nko.navy.mil/portal/reference/home/navaltelecommunicationsprocedures(ntps)?kc_toc_desc=Folder&kc_toc_expand=v4fold120700001&gId=v4gear650004&pos=0
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quality assistance.  Using good manners is a must even though some visitors to the office of the 
chaplain may seem to make unreasonable demands or requests.  

One of the most important duties will be to greet the visitors.  Remember, efforts to be pleasant and 
helpful will contribute significantly to the success of the visitor’s session with the chaplain as well as 
the atmosphere of their CRP.  When greeting visitors to CRP office spaces, try to keep the following 
suggestions in mind:  

 Visitors must be greeted as soon as possible after they enter the office spaces.  A friendly 
smile and pleasant tone of voice will help to place visitors at ease 

 After visitors have been made to feel welcome, the RP must then seek relevant information 
concerning: name of visitor, reason for visit, which chaplain (if appropriate) needs to be seen, 
and if an appointment was made 

 Never assume that a visitor knows all about the office of the chaplain.  It is important for the 
RP to listen attentively to inquiries to determine what course of action must be taken 

 If the visitor is referred to a particular chaplain, escort the person to that chaplain’s office and 
provide the proper introductions 

 Visitors to the office of the chaplain must NEVER leave with the feeling that they have run into 
the ―bulkhead.‖   Receptionists must strive to see that a visitor’s needs are met.   

 

 

 

A receptionist often serves as a ―buffer‖ for assigned chaplains.  The RP can save valuable time by 
handling matters that do not require a chaplain’s attention.  However, caution should be exercised to 
ensure that the responsibilities assigned to chaplains are not assumed by RP personnel.  
REMEMBER, Religious Program Specialists are limited to performing tasks which do not require 
ordination or licensing.  Although members of the rating are obligated to support chaplains and 
persons of all faith groups, an RP cannot conduct worship services, administer sacraments, or 
function as a pastoral counselor.  The RP does not exercise any of the ministerial functions of a 
member of the clergy or Navy chaplain. 

2.5.3 Telephone Etiquette 

Communicating effectively on the telephone is more difficult than face-to-face conversation as 
gestures cannot be seen or detected over the telephone.  Gestures make up the nonverbal part of a 
message between a sender and a receiver.  It is estimated that the majority of the message is missed 
in phone conversations, which is easy to understand why communicating on the telephone is more 
difficult than communicating face to face.  A few helpful hints for improving telephone communications 
in the office of the chaplain are: 

NOTE 

This does not mean that RPs should try to counsel individuals in the 
absence of assigned chaplains.  It simply means that when a chaplain 
is not available, an appointment should be made for a future date or, in 
emergency situations, a chaplain from another base or ship should be 

contacted to render assistance if at all possible. 
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 Strive to speak clearly and distinctly.  Use a steady voice that can be easily heard by the other 
person on the line 

 Make notes of the key points to be covered before placing a call 

 Vary the volume of the voice to help maintain interest 

 Speak slowly and enunciate words clearly so that the other person can easily understand the 
message. 

 Strive to be polite and professional in telephone conversations.  One way to properly answer 
the telephone in the office of the chaplain is to say: ―Office of the chaplain, Petty Officer Jones 
speaking.  May I help you?‖ Professionalism is served by identifying the organization (office of 
the chaplain) and the individual answering the telephone (Petty Officer Jones); and politeness 
is shown by offering assistance (May I help you?). 

 When callers fail to identify themselves, ask for their identity as tactfully as possible.  For 
example, ―May I tell the chaplain who is calling, please?‖ 

 If a caller asks to speak to a particular chaplain who is not available, the services of another 
chaplain should be offered if at all possible; or a message is taken and the caller informed that 
the unavailable chaplain will return the call. 

 Telephones must be answered promptly and not left unattended during normal working hours if 
possible. 

 If an occasion arises where a caller must be placed on ―hold‖ for a period of time, it is proper 
and polite to explain the reason for the delay.  For example, ―If you can wait a moment, I’ll see 
if the chaplain is available.  He’s in the chapel complex.‖  

 

 

 

2.5.4 CRP Planning 

The RP is often given numerous instructions on planning and coordinating the Command Religious 
Program by command and other assigned chaplains.  It is extremely important for RPs to make 
reminder notes when instructions are given.  This is especially true when instructions will not be 
carried out immediately.  In the office of the chaplain, planning in support of the CRP is one of the 
most important functions that RPs perform.  

2.5.4.1 Scheduling Appointments 

The office of the chaplain receives numerous visitors and telephone calls during the course of any 
given day.  These visits and calls are often in regard to making appointments to see a chaplain.  

Counseling and office visits to chaplains are arranged by a combination of walk-in and appointment 
visits.  Whereas walk-in counseling has an advantage of promptly dealing with problems, 
appointments may be a more effective time-sharing tool.  This permits the chaplain to provide ministry 
out of the office and avoids having several people waiting in the office and being observed by other 
people. 

NOTE 

Check back regularly with the person on hold to ensure that the 
connection is not broken. 
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RPs are normally tasked by command chaplains to coordinate the scheduling of these appointments.  
It is imperative that the RP keep an accurate appointment calendar (Figure 2-3).  Ensure 
appointments are recorded on each chaplain’s desk calendar and scheduled with sufficient time 
between sessions.  

 

Figure 2-3 — Appointment calendar. 

2.5.4.2 Activity Calendars 

Command Religious Program chapel facilities are used for a multitude of religious, command, and 
civil activities.  A chapel complex is used during normal duty hours, in the evenings, and on 
weekends.  Sound management practices are needed to handle this tremendous amount of activity to 
ensure that there are no conflicts in scheduling. 

An activity calendar (Figure 2-4) should be prepared and maintained by the RP.  Only one person in 
the CRP should manage the activity calendar.  This person should be the only one to make changes 
to the activity schedule.  For the sake of accuracy, the person who has this responsibility should 
make each change in schedule on the activity calendar immediately upon being notified of the 
change. 

A good practice is to have three activity calendars prepared (one for the current month’s activities and 
one for each of the following two months).  It is not uncommon to receive requests to schedule 
meetings, ceremonies, and other activities a month or more in advance.  Activity calendars include 
four elements for every activity scheduled.  They are: time of event, description of event, place of the 
event, and person responsible for coordination of the event.  For routine recurring events such as 
regular weekly religious services, the person responsible for coordination purposes is not needed on 
the calendar.  Any changes in scheduling must be immediately made on all the calendars to ensure 
that continuity is maintained. 

At the beginning of each month, give a copy of the activity calendar to the command chaplain and 
chapel staff.  Be aware that the commander or commanding officer (CO) and executive officer (XO) or 
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chief of staff (COS) may also need updates.  Since the CRP is the overall responsibility of these 
officials, the chaplain should keep them informed of the activities occurring in the RMF. 

 

    Figure 2-4 — Activity calendar. 

2.5.5 Privileged Communications 

Privileged communication is a technical legal term which is defined as a special relationship involving 
a spoken or written communication between two or more persons.  This relationship seals the 
confessor/counselor from releasing any information derived from the privileged communication.  The 
person protected is referred to as the penitent/counselee.  Privileged communication includes 
communication between a person and a minister, priest, rabbi, chaplain, or Religious Program 
Specialist in special circumstances. 

Earlier in this chapter, it was discussed on several occasions that RPs DO NOT function as chaplains 
or members of the clergy in the performance of their duties.  It was also stated that personnel 
selected for the RP rating were limited to performing religious program tasks which do not require 
ordination or licensing.  However, because of the nature of the duties that RPs perform and their 
unique relationship with chaplains, there will undoubtedly be situations that arise in which the 
privileged communication statute also applies to RPs.  Listed below are situations in which the RP 
would probably be bound by the privileged communication statute: 

 A service member approaches an RP in the barracks for the primary purpose of having the RP 
relay information concerning a personal problem to a chaplain 

 A service member approaches an RP in his or her on-base or off-base quarters for the primary 
reason of having the RP relay information concerning a personal problem to a chaplain 

 A service member discusses a personal problem with an RP for the purpose of seeking advice 
as to whether the assistance of a chaplain should be sought, or in order to expedite an 
appointment with a chaplain to obtain assistance with the personal problem 

It is imperative that RPs receive extensive instructions from the command chaplain on their duties 
and responsibilities in regard to privileged communication situations.  This is necessary because of 
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the complex nature (legal and moral) of the privileged communication statute.  An example in which 
the privileged communication statute would NOT apply will show the complexity of this issue: 

 If a service member discusses a personal problem with a Religious Program Specialist in the 
barracks because of the RP’s judgment as a petty officer and not as a chaplain’s assistant, 
then the conversation would not be protected by the privileged communication statute. 

Obviously, RPs must exercise caution and restraint when an individual seeks advice from them on a 
personal problem.  Guiding troubled personnel to seek advice from a chaplain is the best course of 
action that the RP can take.  The RP MUST be polite and understanding but should inform these 
individuals that assigned chaplains are more qualified and have the responsibility for pastoral 
counseling functions aboard the command. 

Remember, the Navy assigns chaplains because chaplains are trained to render specific counseling 
as well as pastoral counseling aboard a command. 

For additional information concerning the areas of privileged communication, confidentiality, and 
personal privacy, consult the following publications: the Manual for Courts-Martial, Military Rules of 
Evidence (M.R.E.) 503; the Department of the Navy Freedom of Information Act (FOIA) Program, 
SECNAVINST 5720.42(series); and the Personal Privacy and Rights of Individuals Regarding 
Records Pertaining to Themselves, SECNAVINST 5211.5(series). 

2.5.5.1 Confidentiality 

Privileged communication involves confidentiality.  All private and personal information gained 
working for the chaplain must be kept confidential and protected from unauthorized disclosure all 
items or information containing personal facts.  Personal facts include (but not be limited to) interview 
information, appointments made, check-in and check-out cards, record lists, telephone lists, and 
correspondence.  Treat all personal information as if it were For Official Use Only (FOUO) and follow 
the guidelines set forth in the Department of the Navy Freedom of Information Act, SECNAVINST 
5720.42(series) 

2.5.5.2 Personal Privacy 

Privileged communication, confidentiality, and personal privacy are all concerned with the rights of the 
individual guaranteed under the Privacy Act of 1974, 5 U.S.C. 552a.  In Personal Privacy and Rights 
of Individuals Regarding Records Pertaining to Themselves, SECNAVINST 5211.5(series) the 
Department of the Navy outlines policy, conditions, and procedures concerning an individual’s right to 
privacy.  This instruction provides official guidelines for the collection of personal information and 
covers official policy concerning safeguarding, maintaining, using, accessing, amending, and issuing 
personal information. 

2.5.5.3 General Rules 

Concerning privileged communication, confidentiality, and personal privacy, there are general rules 
every RP and chaplain must follow: 

 First, personal privacy ─ what happens in the office of the chaplain must stay within the office 
of the chaplain  

 Second, confidentiality ─ what is overheard or known does not extend even to family and 
friends  

 Third, privileged communication ─ never goes beyond the RP  

Nothing will cause more serious problems than to break any of these rules.  These principles must 
start early and remain throughout an RP’s entire naval career. 

http://www.marines.mil/news/publications/Documents/Manual%20For%20Courts-Martial%20United%20States%20(2008%20Edition).pdf
http://www.marines.mil/news/publications/Documents/Manual%20For%20Courts-Martial%20United%20States%20(2008%20Edition).pdf
http://doni.daps.dla.mil/Directives/05000%20General%20Management%20Security%20and%20Safety%20Services/05-700%20General%20External%20and%20Internal%20Relations%20Services/5720.42F.pdf
http://doni.daps.dla.mil/Directives/05000%20General%20Management%20Security%20and%20Safety%20Services/05-200%20Management%20Program%20and%20Techniques%20Services/5211.5E.pdf
http://doni.daps.dla.mil/Directives/05000%20General%20Management%20Security%20and%20Safety%20Services/05-700%20General%20External%20and%20Internal%20Relations%20Services/5720.42F.pdf
http://doni.daps.dla.mil/Directives/05000%20General%20Management%20Security%20and%20Safety%20Services/05-700%20General%20External%20and%20Internal%20Relations%20Services/5720.42F.pdf
http://www.justice.gov/opcl/privstat.htm
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2.5.6 Information and Referral Assistance 

Sailors and Marines seek out Chaplains for a variety of reasons besides spiritual and religious issues.  
Often times, crisis facing military personnel stem from problems such as financial mismanagement, 
high stress, anger management, or marital relationships.  Providing the Chaplain and the military 
member seeking assistance with the proper information and referral is an essential task for the Office 
of the Chaplain.   
The following is a brief list of important organizations that each RP must be familiar with: 

 American Red Cross (ARC) – Headquartered in Washington, D.C., the ARC provides a 
means for military family members to communicate emergency or emergent matters to 
deployed Sailors and Marines.  There are several aids that the ARC can provide to military 
members and their family members such as notifications of births, deaths, injuries, or property 
loss; deployment tips; and training for skills that help cope with deployments.  Each command 
will handle an American Red Cross message differently, but the Office of the Chaplain should 
be at least informed when an incoming message arrives.  There is an American Red Cross 
chapter for practically every base in the Continental United States (CONUS) and that phone 
number should be listed within the Office of the Chaplain’s information and referral resources.  
Overseas locations, or those that do not have a local chapter, should utilize the American Red 
Cross Headquarters number.   

 Navy-Marine Corps Relief Society (NMCRS) – Headquartered in Washington, D.C., NMCRS 
is private non-profit charitable organization which provides financial assistance to military 
members experiencing unforeseen financial disturbances.  NMCRS provides interest free 
loans or grants (depending on the circumstances) to the military member.  NMCRS provides 
several other services as well, such as: scholarships and interest free loans for education; 
financial counseling; thrift shops; budgeting classes for expecting parents; and visiting nursing 
services.  Most often, the Office of the Chaplain is the direct link to NMCRS with either the 
senior Chaplain or senior RP as the NMCRS representative for the command.   

 Fleet and Family Support Center (FFSC) – Located at nearly every Navy and Marine Corps 
base, the FFSC provides a wide variety of programs which assist the military members and 
families with the skills necessary to cope with military life during deployment and on the home 
front.  FFSC programs include Morale, Welfare, and Recreation (MWR); Navy Gateway Inns 
and Suites; Child Development Centers; Youth and Teen Centers; Military Housing; relocation 
assistance; information and referral; financial management counseling; spouse employment 
services; family advocacy; and transition assistance program.  FFSC is a function of 
Commander, Navy Installations Command.  

 

Figure 2-5 — A pamphlet rack.  

http://www.redcross.org/
http://nmcrs.org/
https://www.cnic.navy.mi/
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2.6 SECURITY OF CLASSIFIED MATERIAL 

In order to become a RP, an individual must be eligible for access to classified information and 
materials.  The following sections will be devoted to explaining the basic aspects of the information 
security program within the Navy Department, and the RP’s responsibility in regard to this program. 

2.6.1 Protecting Personal Information 

SECNAVINST 5211.5(series) provides policy and guidance to balance the government’s need to 
maintain information with the obligation to protect individuals against unwarranted invasions of their 
privacy stemming from the DON’s collection, maintenance, use, and disclosure of Protected Personal 
Information (PPI) or also referred to as Personal Identifiable Information (PII).  There are many forms 
of PPI such as name, address, social security number, telephone number, and email address.  This 
information may be found in paper documents, burn bags, laptops, recycle containers, cell phones, 
and copier/printer hard drives.    While at work and utilizing PPI, ensure proper procedures are in 
place to safeguard the military member.  At the end of each work day items containing PPI must be 
locked up and not left out for unnecessary exposure. 

In regards to computer security, it is the responsibility of all users to comply with SECNAVINST 
5239.3B Department of The Navy Information Assurance Policy. 

National defense policies and procedures for safeguarding classified information are set forth in the 
Information Security Program Regulation Manual (DOD 5200.1-R).  The Department of the Navy 
(DON) Information Security Program Regulation Manual (OPNAVINST 5510.1) is used in the Navy 
Department to implement DOD 5200.1-R.  As outlined in OPNAVINST 5510.1(series), the specific 
responsibilities for the Secretary of the Navy, Chief of Naval Operations, Director of Naval Intelligence 
(OP-009), commanding officers, and those personnel who are granted access to classified material 
are shown in Figure 2-6. 

 

Figure 2-6 — Classified material responsibilities.  

http://doni.daps.dla.mil/Directives/05000%20General%20Management%20Security%20and%20Safety%20Services/05-200%20Management%20Program%20and%20Techniques%20Services/5211.5E.pdf
http://www.dtic.mil/whs/directives/corres/pdf/520001r.pdf
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DODI 5200.1 DOD Information Security Program and Protection of Sensitive Compartmented 
Information   

The commanding officer has overall responsibility aboard the command for ensuring compliance with 
security regulations as outlined in DOD 5200.1-R and OPNAVINST 5510.1(series).  Also, each 
command in the DON which is eligible to receive classified material must designate an individual as 
the command’s security manager.  This individual must be an officer or U.S. civilian employee (GS-11 
or above) and will be responsible for administration of the information security program for the 
command. 

Office of the Chaplain personnel (military and civilian) should maintain or know how to obtain a copy 
of DOD 5200.1-R and OPNAVINST 5510.1(series) for use in the Command Religious Program.  
There may be occasions when access to classified information is necessary for the chaplain and/or 
RP to perform certain tasks.  These two unclassified security manuals provide a ready reference to 
help clear up problem areas when questions arise concerning security matters. 

2.6.2 Purpose of Program 

The purpose of the security program is to ensure that official information of the Department of the 
Navy relating to national security is protected to the maximum extent possible and for a specified 
period of time as may be necessary.  The DON Information Security Program Regulation Manual 
(OPNAVINST 5510.1(series)) establishes the procedures for identifying information to be protected; 
prescribes a system of classifying, downgrading, and declassifying information; prescribes policies 
and procedures for safeguarding classified information; and establishes a monitoring system to 
ensure effectiveness of the program throughout the Navy. 

The security program deals with the safeguarding of information that must not be allowed to fall into 
the hands of foreign governments because of the danger that such information might be used to the 
detriment of the United States.  Information may be compromised through careless talk, through 
actual subversion by enemy agents, by careless handling of classified material, and in various other 
ways.  In order to help ensure that the office of the chaplain does its part in protecting classified 
material, the RP needs to develop sound security habits as a matter of routine.  A listing of security 
definitions can be found in the glossary. 

2.6.3 Classification Designations 

Official information or material which requires protection in the interest of national security must be 
classified in one of three categories depending upon the degree of significance of the material.  
These categories are: Top Secret, Secret, and Confidential.  ―For Official Use Only‖ (FOUO) markings 
are not used to identify classified information.  These markings (FOUO) will be explained in another 
section of this chapter.  Refer to the glossary for other security definitions. 

2.6.3.1 Top Secret 

Top Secret is the designation which will be applied only to information in which the unauthorized 
disclosure could reasonably be expected to cause EXCEPTIONALLY GRAVE DAMAGE to the 
national security.  Examples include: 

 Armed hostilities against the United States or its allies 

 Disruption of foreign relations vitally affecting the national security 

 The compromise of vital national defense plans or complex cryptologic and communications 
intelligence systems 

http://www.dtic.mil/whs/directives/corres/pdf/520001p.pdf
http://www.dtic.mil/whs/directives/corres/pdf/520001p.pdf
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 The revelation of sensitive intelligence operations  

 The disclosure of scientific or technological developments vital to national security 

2.6.3.2 Secret 

Secret is the designation which will be applied only to information or material in which the 
unauthorized disclosure could reasonably be expected to cause SERIOUS DAMAGE to the national 
security.  Examples include: 

 Disruption of foreign relations significantly affecting the national security 

 Significant impairment of a program or policy directly related to the national security 

 Revelation of significant military plans or intelligence operations 

 Compromise of significant military plans or intelligence operations 

 Compromise of significant scientific or technological developments relating to national security 

2.6.3.3 Confidential 

Confidential is the designation which will be applied only to information or material in which the 
unauthorized disclosure should reasonably be expected to cause IDENTIFIABLE DAMAGE to the 
national security.  Examples include: 

 Compromise of information which indicates strength of ground, air, and naval forces in the 
United States and overseas areas 

 Disclosure of technical information used for training, maintenance, and inspection of classified 
munitions of war 

 Revelation of performance characteristics, test data, design, and production data on munitions 
of war 

2.6.4 Physical Security of Classified Material 

Classified material (Top Secret, Secret, and Confidential) is not normally stored in the office of the 
chaplain.  As a general rule, if a situation arises which requires a chaplain and/or RP to review 
classified material, the material is either: 

 Reviewed in the office of the chaplain by authorized personnel only and returned immediately 
to the person who has control of classified material aboard the command; or 

 The chaplain and/or RP proceed to the location where classified material is maintained and 
controlled  

In either instance security consciousness MUST be exercised at all times. 

Consult personnel in the administrative office when questions arise concerning the review and 
stowage procedures for classified information.  As previously discussed, every individual in the DON 
who is granted access to classified information is responsible for protecting that information.  RPs 
need to do their part in ensuring that the Command Religious Program does its share in protecting 
classified information in support of national defense efforts. 

2.6.5 “For Official Use Only” (FOUO) Information and Records 

Uniform standards and procedures for marking, handling, and safeguarding FOUO material are 
contained in SECNAV Manual 5510.36.  This instruction also covers the control and protection of all 

http://www.ncis.navy.mil/securitypolicy/Information/SECNAVINST/SECNAVINST%205510.36A.pdf
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UNCLASSIFIED information and records and other materials that are exempted from general public 
disclosure. 

Exercise care to ensure that Command Religious Program FOUO material does not become 
accessible to unauthorized persons.  This material must be given a higher degree of protection than 
other unclassified material.  Following are some procedures for safeguarding FOUO material: 

 FOUO material must not be left unattended on desks. 

 FOUO material must be placed out of sight when not in use. 

 Unauthorized personnel must not be allowed in the area when FOUO material is being 
reviewed. 

It is important to note that the caveat ―For Official Use Only‖ is NOT a security classification.  
However, FOUO material must be safeguarded in accordance with SECNAV M-5510.36 directives. 

2.7 MAINTAINING CRP FILES AND RECORDS  

A Religious Program Specialist is normally assigned the task of maintaining the files and records 
used in support of the Command Religious Program.  RPs must be able to file and locate 
correspondence as quickly as possible.  To assist personnel in records maintenance, the Navy 
Department has developed a standardized system of categorizing records which is outlined in 
Standard Subject Identification Codes (SECNAV M-5210.2).  It is imperative that an up-to-date copy 
of this instruction be maintained in the office of the chaplain.  The specific provisions of this 
publication will be explained in another section of this chapter. 

Subsequent sections in this chapter will be devoted to describing and explaining centralized and 
decentralized filing systems, the equipment used in filing correspondence, control of classified 
information, the basic guidelines which are contained in SECNAV M-5210.2, CRP filing requirements, 
responsibilities of command chaplains and RPs, cross-reference filing procedures, the reports control 
system, tickler systems, and disposal of correspondence and records. 

2.7.1 Command Control of Files 

Correspondence files are maintained in one of two ways depending on the location, mission, or 
sensitivity of the material.  A centralized system is one in which official correspondence is maintained 
in a central location such as the ship’s office or in the administrative office at a shore command.  A 
decentralized system is one in which official correspondence is maintained in the office having 
primary need for the correspondence.  Centralized systems are normally used aboard ship and for 
maintaining classified files and records.  A decentralized system is most common at large shore 
commands where offices are widely separated. 

The command chaplain plays a major role in CRP records management through the supervision of 
RPs assigned responsibility for maintaining the records in the office of the chaplain.  This is especially 
true when a decentralized filing system is used by the command.  For this reason, good practice is to 
have one RP assigned the primary responsibility for maintaining files in the office of the chaplain. 

As stated previously, classified material (Top Secret, Secret, and Confidential) is not normally filed in 
the office of the chaplain.  Consult personnel in the administrative office when questions arise 
concerning the filing requirements for classified material.  RPs with access to classified information 
are responsible for protecting that information and need to ensure that the office of the chaplain does 
its part in protecting classified information in support of national defense efforts. 

http://doni.daps.dla.mil/SECNAV%20Manuals1/5210.2%20%282008%29.pdf
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2.7.2 Filing Equipment and Material 

Because office space is often limited, especially aboard ship, it is important to procure and maintain 
the proper amount and types of filing equipment for use in the office of the chaplain.  The RP is 
usually tasked with ordering filing equipment utilizing the Navy’s supply system.  Therefore, RPs need 
to be familiar with the various types of filing equipment and associated material such as cabinets, file 
folders, and card files that are available.  This will aid in making the most efficient use of the space 
allocated for the Command Religious Program. 

2.7.2.1 File Cabinets 

Four- and five-drawer and lateral file cabinets are standard equipment in the Navy.  Other types of 
cabinets should only be used when the standard cabinets will not accommodate the material to be 
filed (Figure 2-7).  Personnel in the supply department will advise the RP when special-size cabinets 
need to be ordered. 

 

Figure 2-7 — Filing Cabinets. 

2.7.2.2 File Folders 

Standard file folders (Figure 2-8) are used in the Navy to keep correspondence neat and to prevent 
damage to official correspondence.  Folders are generally available in the following two sizes: 

 Letter, 9 x 11-3/4 inches 

 Legal, 9 x 14-3/4 inches 

The size of the folder does not include its tab which extends from the top of the folder in one of two 
ways.  Tabs are either ―straight-cut‖ in which tabs extend the full length of the folder or are ―one-third-
cut‖ in which tabs are located at the extreme left side, in the middle, or at the extreme right side of the 
folder. 

 

Figure 2-8 — File folders. 
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―One-third-cut‖ folders are normally preferred over ―straight-cut‖ folders because they allow the RP to 
glance through a file drawer for a particular folder without having to look at each folder separately as 
is usually required with ―straight-cut‖ folders.  

 

 

 

MCO 5210.11 Marine Corps Records Management Program  

2.7.3 Classified Files and Records 

The Information Security Program Regulation (DOD 5200.1R) and Department of the Navy 
Information Security Program Regulation (OPNAVINST 5510.1(series)) provide guidance for 
safeguarding classified information.  RPs must become familiar with both regulations.  Basic 
guidelines for determining the security requirements of file cabinets that contain classified information 
are contained in OPNAVINST 5510.1(series).  The following security precautions were extracted from 
this publication and must be observed when classified material is handled or stowed: 

 A portable cabinet has little security value since it can be transported easily and, therefore, 
should NOT be used for stowage of classified material 

 Combination locks are more secure than key locks and should be used to guard against 
unauthorized personnel entering a file cabinet that contains classified information 

 Wood file cabinets must NOT be used to stow classified material since they do not offer 
protection against fire damage 

 Metal cabinets should be used to stow classified material since they offer protection against 
theft and fire 

 Vaults provide the most secure means of stowing classified material and should be used when 
available 

Consult personnel in the administrative department whenever questions arise concerning the 
stowage of classified material. 

2.8 STANDARD SUBJECT IDENTIFICATION CODES (SSICS) 

Guidelines for categorizing Navy and Marine Corps correspondence are set forth in SECNAV M-
5210.2 (Standard Subject Identification Code Manual).  This instruction is divided into five chapters 
(Figure 2-9) and is designed to meet the needs of the entire Department of the Navy in order to have 
a standardized system for classifying, arranging/filing, and referencing various types of Navy and 
Marine Corps documents by subject.  

NOTE 

―One-third-cut‖ folders are ordered by tab position in lots of 50 folders 
per box.  Before requisitioning file folders and in order to ensure that a 
sufficient number are maintained in the office of the chaplain, the RP 
should consider the volume of material to be filed, the number of filing 
drawers available, and the variety of subjects that need to be filed in 
separate folders.  File folders prescribed for use in the Marine Corps 

are listed in Marine Corps Records Management Program (MCO 
5210.11).  RPs assigned to Marine Corps units must check this 

publication prior to requisitioning any folders. 

 

http://marines.mil/news/publications/Documents/MCO%205210.11E.pdf
http://www.dtic.mil/whs/directives/corres/pdf/520001r.pdf
http://doni.daps.dla.mil/SECNAV%20Manuals1/5210.2%20%282008%29.pdf
http://doni.daps.dla.mil/SECNAV%20Manuals1/5210.2%20%282008%29.pdf
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The five chapters contain the following information:   

 Chapter 1 – Filing Procedures 

 Chapter 2 – Construction of Standard Subject Identification Codes 

 Chapter 3 – Guidelines for Requesting Changes 

 Chapter 4 – Numerical List of SSIC Codes 

 Chapter 5 – Alphabetical Guide to SSIC Codes 

   

 

Figure 2-9 — Pages extracted from chapters 1 and 2 of SECNAV M-5210.2. 
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2.8.1 Major Numerical Subject Groups 

Each of the previously mentioned 13 major subject groups is designated by a four- or five-digit 
numeric code.  These major subject groups are: 

 1000 Series (Military Personnel) ─ Includes subjects relating solely to the administration of 
military personnel 

 2000 Series (Telecommunications) ─ This series includes subjects relating to general 
communication matters and to communication systems and equipment 

 3000 Series (Operations and Readiness) ─ Includes subjects relating to such matters as 
operational plans, fleet operations, operational training and readiness, warfare techniques, 
operational intelligence, and research and development 

 4000 Series (Logistics) ─ Includes subjects relating to the logistical support of the Navy and 
Marine Corps including procurement, supply control, property redistribution and disposal, travel 
and other transportation, maintenance, construction and conversion, production and 
mobilization planning, and foreign military assistance 

 5000 Series (General Administration and Management) ─ Includes subjects relating to the 
administration, organization, and management of the Department of the Navy, including 
general personnel matters, security, external relations, law and legal matters, office services, 
and publication and printing matters 

 6000 Series (Medicine and Dentistry) ─ This series includes subjects relating to medical 
matters, such as physical fitness, general medicine, special or preventive medicine, dentistry, 
medical equipment and supplies 

 7000 Series (Financial Management) ─ Includes subjects relating to the financial 
administration of the Department of the Navy  

 8000 Series (Ordnance Material) ─ This series includes subjects relating to all types of 
ordnance material and weapons, including ammunition and explosives, guided missiles of all 
types, underwater ordnance materials, and miscellaneous ordnance equipment 

 9000 Series (Ships Design and Material) ─ Includes subjects relating to such matters as the 
design, characteristics, and readiness of ships, and to ships material and equipment 

 10000 Series (General Material) ─ Includes subjects relating to general categories of materials 
not included in the specialized material groups.  It includes photographic equipment and 
accessories, general machinery and tools, personnel (materials), and miscellaneous 
categories 

 11000 Series (Facilities and Activities Ashore) ─ This series includes subjects relating to 
ashore structures and facilities, fleet facilities, transportation facilities, utilities and services, 
and other similar subjects 

 12000 Series (Civilian Personnel) ─ Includes subjects relating solely to the administration of 
civilian personnel 

 13000 Series (Aeronautical and Astronautical Material) ─ Includes subjects relating to 
aeronautical and astronautical material, including parts, accessories and instruments; special 
devices; armament; serological equipment, weapons systems, types of aircraft; and 
astronautic vehicles 
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The 13 major numerical subject groups are subdivided into primary, secondary, and tertiary 
breakdowns depending upon the scope and complexity of the major subject.  Some of the major 
numerical subject groups are not subdivided below the primary breakdown because of the limited 
scope of the major subject groups. 

2.8.1.1 Primary Numerical Subject Groups 

Primary Numerical Subject Groups designated by the last three digits (the hundreds group) of the 
four-or five-digit major numerical subject groups.  For example, the primary for the 1000 series 
(Military Personnel) are: 

Number  Subject  

1100   Recruiting 

1200   Classification and Designation  

1300   Assignment and Distribution  

1400   Promotion and Advancement 

1500   Training and Education  

1600   Performance and Discipline 

1700   Morale and Personal Affairs 

1800   Retirement 

1900   Separation 

2.8.1.2 Secondary Numerical Subject Groups 

Primary numerical subject groups are subdivided into secondary subjects by the last two digits (the 
tens group) of the four- or five-digit major numerical subject groups.  For example, the secondary 
subject groups for the 1500 series (Training and Education) are: 

Number  Subject 

1510  Enlisted Training 

1520   Officer Training and Education 

1530   Officer Candidate Training and Education 

1540   Functional Training 

1550  Instruction Courses and Training Materials 

1560   Voluntary Education 

1570   Inactive Duty Training 

1580   Interservice Training (RP-related)  

1710  Recreation and Social Affairs 

1720  Informational Services 

1730  Chaplains and Religious Affairs 

2.8.1.3 Tertiary Numerical Subject Groups 

Tertiary (third or additional breakdown) numerical subject groups are indicated by the last digit (the 
ones group) of the four- or five-digit major numerical subject groups.  
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For example, the tertiary subject groups for the 1730 series (Chaplains and Religious Affairs) are: 

Number  Subject 

1731  Worship  

1732  Other Rites, Ceremonies, Ordnances, Sacraments 

1733  Sacred Music 

1734  Counseling 

1735  Christian Theology and History 

1736  Other Religions and Comparative Religions 

1737  Religious Education and Chapel Related Organizations 

1738  Special Programs /Pilot Ministries 

1739  Program Requirements/Advance Planning 

2.8.1.4 Arbitrary (Local) Subject Groups 

The standard subject identification codes (SSICs) listed in SECNAV M-5210.2 identify the most 
frequently used subjects in the Department of the Navy.  Local commands are authorized to further 
subdivide particular subject groups in order to make their filing systems more efficient.  

Arbitrary subdivisions may be used as long as they are logical and systematic, follow a standard 
classification number or name-title code, and are separated from the basic SSIC by a slant (/).  The 
slant makes them readily distinguishable from the standard subject identification code. 

Local commands may subdivide SSICs by adding arbitrary numbers or words after the SSIC.  For 
example: 

 Primary Numerical Subject Group 

– Arbitrary Numbers 

5600 Micrographics Publications, Printing, Duplicating, and Reproduction 

5600/1 Protestant Worship Bulletins 

5600/2 Roman Catholic Worship Bulletins 

5600/3 Bulletins for Special Occasions 

– Arbitrary Words 

5600/Bulletins for Special Occasions 

5600/Protestant Worship Bulletins 

5600/Roman Catholic Worship Bulletins 

 Secondary Numerical Subject Group 

– Arbitrary Numbers 

5760 Organizations, Associations, Societies, Individuals, and Commercial Enterprises 

5760/1 Military Chaplains’ Association  

5760/2 American Bible Society 

5760/3 American Red Cross 
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5760/4 Navy Relief 

– Arbitrary Words 

5760/American Bible Society 

5760/American Red Cross 

5760/Military Chaplains’ Association 

5760/Navy Relief 

 Tertiary Numerical Subject Group 

– Arbitrary Numbers 

1601 Duties and Watches 

1601/1 Duty Chaplain Watch List 

1601/2 Liturgist Schedules 

1601/3 Duty RP Watch List 

– Arbitrary Words 

1601/Duty Chaplain Watch List 

1601/Duty RP Watch List 

1601/Liturgist Schedules 

 

 

 

The Chaplains Manual (OPNAVINST 1730.1(series)) lists examples of arbitrary subject breakdowns 
which are unique for subjects relating to the Chaplain Corps and the Command Religious Program.  
Command chaplains and RPs should consult this instruction, in addition to SECNAV M-5210.2 for 
guidance whenever an arbitrary subject is used. 

2.8.2 CRP Filing System by SSIC 

Specific guidance is provided in OPNAVINST 1730.1(series) concerning a standardized SSIC filing 
system for subjects pertaining to the Chaplain Corps and the CRP.  The RP should consult this 
instruction whenever questions arise concerning these subjects.  It should be noted that the modified 
filing system outlined in OPNAVINST 1730.1 is not a substitute for the Department of the Navy 
standardized filing system which is contained in SECNAV M-5210.2.  The modified filing system 
outlined in OPNAVINST 1730.1 is designed to meet the unique needs of the Chaplain Corps and the 
CRP in addition to meeting the basic requirements contained in SECNAV M-5210.2. 

2.8.2.1 Classifying Subjects 

Classifying, as used in assigning an SSIC, is the most important process of determining the correct 
subject group under which correspondence is to be filed.  Before classifying by subject a piece of 

NOTE 

When arbitrary words are used to subdivide SSICs, files are normally 
arranged in alphabetical sequence within each numerical group. 

http://doni.daps.dla.mil/Directives/01000%20Military%20Personnel%20Support/01-700%20Morale,%20Community%20and%20Religious%20Services/1730.1D.pdf
http://doni.daps.dla.mil/SECNAV%20Manuals1/5210.2%20%282008%29.pdf
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correspondence, the RP should carefully read it, analyze its contents, and then select the file code 
that most closely corresponds to the subject.   

Chapter 5 of SECNAV M-5210.2 provides an alphabetical listing of primary, secondary, and tertiary 
codes which should be used to initially locate a subject.  However, Chapter 2 of the same instruction 
should then be checked to ensure that the most accurate classification has been selected.  

2.8.2.2 Coding Information 

Coding is the process of writing the file number (SSIC) on the piece of correspondence to be filed.  
The SSIC number should be written in the upper right corner of the correspondence.  If the document 
is to be filed under the number assigned by its originator, the SSIC number should be circled.   

2.9 CONTROL OF CRP FILES  

The RP is required to ensure that any files that are checked out from the office of the chaplain are 
returned in a reasonable amount of time.   

When a piece of correspondence or SSIC file folder is removed from the office of the chaplain, a 
Chargeout Record (GSA Optional Form 23) is filled out to identify the folder’s SSIC identification 
number, subject of the material, the person receiving the material and the date the material is 
checked out.  

Figure 2-10 shows an example of a Chargeout Record.  A periodic check should be made of all CRP 
Chargeout Records by the RP to ensure that material has not been out for an unreasonable length of 
time. 

 

Figure 2-10 — Example of a Chargeout Record. 

2.9.1 Terminating Correspondence (Closing out) Files 

Office of the chaplain general correspondence files are terminated (closed out) at the end of each 
calendar year.  These terminated files are maintained in the office for one full year until they are 
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retired to a designated storage area aboard the command.  They are maintained in the storage area 
until they meet the eligibility requirements for disposal in accordance with the provisions outlined in 
Department of the Navy Records Management Program SECNAV M-5210.1(series)).  This instruction 
will be explained in another section of this chapter.  Specific disposal requirements for Marine Corps 
commands are outlined in the Marine Corps Records Management Program (MCO 5210.11(series)).  
RPs assigned to Marine Corps units should check this publication prior to disposing any files or 
records. 

2.9.2 Report Control System 

The report control system is a vital management tool allowing commands to view upcoming reporting 
requirements in durations of either short-term or long-term.  The report control system is commonly 
referred to as the ―tickler file‖ or simply as the ―tickler.‖  The tickler can be viewed as weekly, monthly, 
quarterly, yearly and so on.  The Office of the Chaplain should develop a tickler system that keeps 
current with reporting requirements of the command, type commander, and Chief of Chaplain 
reporting requirements.  The command tickler is normally maintained by the Administrative Officer.   

2.9.3 Disposal of Records 

Tremendous amounts of records are produced each year in the DON.  Therefore, records disposal 
techniques must keep pace with the continual increased production of these records.  SECNAV M-
5210.1(series) provides specific guidance as to the requirements for disposing of DON records.  It is 
imperative that a copy of this instruction be maintained in the office of the chaplain at all times. 

2.9.4 Definition of Records 

In order to understand records disposal procedures, an RP must become familiar with certain 
definitions regarding records.  These definitions are: 

 Government records – The Records Disposal Act of 1943 defines records as: ―books, papers, 
maps, photographs, or other documentary materials, regardless of physical form or 
characteristics, made or received by any agency of the United States Government in 
pursuance of Federal law or in connection with the transaction of public business and 
preserved or appropriated for preservation by that agency or its legitimate successor as 
evidence of the organization, functions, policies, decisions, operations, or other activities of the 
Government or because of the informational value of the data contained therein‖ 

 Official correspondence – Defined in Standard Organization and Regulations of the U.S. Navy 
(OPNAVINST 3120.32) and is considered to be all written material, documents, publications, 
charts, and messages addressed to or sent from a command 

 Temporary records – Records which may be destroyed after they have served their purpose.  
However, the specific retention period guidelines outlined in SECNAV M-5210.1 (series) must 
be met before destruction may be accomplished   

 

 

 

 Permanent records – Records which have been appraised as having a permanent value 
according to the guidelines specified in SECNAV M-5210.1 (series).  These records are 

NOTE 

Approximately 95% of all DON records are of a temporary nature. 

http://marines.mil/news/publications/Documents/MCO%205210.11E.pdf
http://doni.daps.dla.mil/Directives/03000%20Naval%20Operations%20and%20Readiness/03-100%20Naval%20Operations%20Support/3120.32C%20CH-7.pdf
http://doni.daps.dla.mil/SECNAV%20Manuals1/5210.1%20CH-1.pdf
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transferred to a Federal Records Center or to the National Archives when a command no 
longer needs them 

 Nonrecord material – Material which serves no documentary or record purpose.  It includes 
rough drafts, extra copies of letters used for cross-reference and tickler files, commercial 
catalogs and journals, and stencils 

2.9.5 Governing Authority for Disposal 

The National Archives is an integral part of the General Services Administration and grants authority 
for destruction of Government records which are of no future value.  In addition, Article 1127 of Navy 
Regulations states: ―No person, without proper authority, shall withdraw official records or 
correspondence from the files, or destroy them, or withhold them from those persons authorized to 
have access to them.‖   This article does not allow indiscriminate destruction or removal of Navy 
records. 

2.9.5.1 Disposition Responsibility 

An officer is normally assigned the collateral duty of coordinating the disposal of Government records 
aboard ship or at a shore command.  This officer takes responsibility for the physical disposition of all 
records designated for transfer to a Federal Records Center or for those records which are identified 
for local destruction.  The command chaplain and RP assist the records disposition officer by 
ensuring that the CRP records maintained in the office of the chaplain are marked properly for 
transfer or destruction. 

2.9.5.2 Disposition Methods 

The two official methods that are used for disposal are:  

 Local destruction 

 Transfer to a Federal Records Center for later destruction, or for eventual preservation at the 
National Archives located in Washington, DC 

Preservation is defined as the indefinite or permanent retention of records and includes those official 
records which are retained at an authorized Federal Records Center.  This term does not apply to 
records which are retained by a local command.   

2.9.5.3 Destruction of Records 

Most unclassified records are destroyed locally at the end of their retention periods.  These records 
should be destroyed by burning when at sea.  At shore installations, unclassified records may be 
scrapped or sold as wastepaper provided the records are shredded.   

Very few Government records are actually transferred to a Federal Records Center for preservation.  
Those records that are transferred are sent to the nearest Federal Records Center.  An up-to-date 
listing of Federal Records Centers is contained in SECNAV M-5210.1(series).  The RP should seek 
the advice of the command chaplain and the officer who has been given responsibility for records 
disposal at the command whenever questions arise concerning proper disposal procedures.  This is 
especially important in determining which Command Religious Program records should be transferred 
for preservation. 

2.9.5.4 File Review Procedures 

The Disposal of Navy and Marine Corps Records Manual specifies whether files are to be destroyed, 
retained, or retired to a Federal Records Center.  RPs should check office of the chaplain files 

http://doni.daps.dla.mil/US%20Navy%20Regulations/Chapter%2011%20-%20General%20Regulations.pdf
http://doni.daps.dla.mil/US%20Navy%20Regulations/Chapter%2011%20-%20General%20Regulations.pdf
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regularly to review and recommend materials for destruction, retention, or transfer to a Federal 
Records Center as indicated in SECNAV M-5210.1 (series).   

 

 

Office of the chaplain records which are identified in local command instructions for transfer to a 
Federal Records Center should be forwarded as scheduled.  Records which are designated for 
permanent or indefinite retention and those without a disposal authorization are transferred when they 
are of no further value to the activity. 

2.9.5.5 Shipping Requirements 

Records are packed for shipping in their original file arrangement in standard-size 15" X 10" X 12‖ 
containers.  These containers may be obtained from Federal Records Centers.  Each of these 
cartons will hold 1 cubic foot of material.  Letter-size material is packed on the 12-inch side of the 
carton and legal-size material is packed on the 15-inch side.  Odd-size records may be shipped in the 
most practical container that is available. 

The RP should exercise caution when placing files in containers for shipping to ensure that the order 
of files is not disturbed.  The RP must also mark each container packaged in the office of the chaplain 
with identification facts as specified by the command’s records disposal officer. 

2.9.5.6 Destruction Dates 

Federal law makes it mandatory that records be destroyed when they meet the requirements for 
destruction.  Individual commands are responsible for establishing destruction dates which meet the 
command’s needs.  Destruction dates are especially important aboard ship where space is limited.  
The RP should ensure that office of the chaplain material which is designated for local command 
destruction is destroyed on schedule.   

 

 

 

Numerous publications and directives are used every day to conduct business in the office of the 
chaplain in support of the Command Religious Program (CRP).  It is the responsibility of the RP to 
maintain office of the chaplain publications and directives by making the appropriate changes and 
corrections.  These changes are normally made by inserting new pages, removing obsolete pages, or 
by making pen-and-ink changes in existing documents.   

NOTE 

Publications and Directives Records are NOT destroyed before the 
scheduled destruction date except in the case of an emergency.  The 

RP should seek the advice of the command chaplain before any 
Command Religious Program records are destroyed. 

NOTE 

Even though the disposition date has passed on certain records, the 
RP should NOT dispose of any material on which action is pending. 
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This chapter will be devoted to identifying many of the publications and directives used in today’s 
Navy and Marine Corps, explaining the basic contents of the Department of the Secretary of the Navy 
Directives Policy (SECNAVINST 5215.1(series)), and illustrating various types of directives. 

The chief publications/directives which the RP will use in conducting business in the office of the 
chaplain will be described in the first sections of this chapter.  The RP is not expected to know the 
entire contents of each of these documents.  However, locating accurate information in a timely 
manner for assigned chaplains is one of the most important RP tasks.  For purposes of this 
discussion, publications have been grouped under the general headings: regulatory/guidance, 
correspondence/directives, supply, Command Religious Program, and Marine Corps.  Each 
command decides which publications are maintained in the various departments.  The RP should 
ensure that the office of the chaplain has access to any publications that may be needed to support 
the CRP.  Having a copy of each publication may not be required; however, ready access to the 
publications is imperative.     

2.9.6 Regulatory/Guidance Publications  

The fundamental law governing the Department of the Navy is derived from three basic sources.  
These sources are:  

 The Constitution of the United States 

 Treaties of the United States 

 Laws passed by the Congress of the United States 

These three sources provide broad outlines from which publications and directives are developed to 
establish and define specific rules and regulations.  Title 10 of the United States Code, which is 
entitled ―Armed Forces,‖ is derived from these three sources as well as other statutory sources. 

The following sections will be devoted to identifying various publications which define specific rules 
and regulations in the Department of the Navy. 

2.9.6.1 United States Navy Regulations 

The publication, United States Navy Regulations, is foremost in general importance among official 
publications.  This publication outlines the organizational structure of the Department of the Navy and 
promulgates the principles and policies by which the Navy and Marine Corps are governed.  It 
consists of the following 12 chapters: 

 Chapter 1 – Statutory Authority for United States Navy Regulations (Articles 0100 series) 

 Chapter 2 – The Department of the Navy (Articles 0200 series)   

 Chapter 3 – The Secretary of the Navy (Articles 0300 series ) 

 Chapter 4 – The Chief of Naval Operations (Articles 0400 series) 

 Chapter 5 – The Commandant of the Marine Corps (Articles 0500 series) 

 Chapter 6 – The United States Coast Guard (When operating as a Service of the Navy) 
(Articles 0600 series) 

 Chapter 7 – The Commanders in Chief and other Commanders (Articles 0700 series) 

 Chapter 8 – The Commanding Officer (Articles 0800 series) 

 Chapter 9 – The Senior Officer Present (Articles 0900 series) 

 Chapter 10 – Precedence, Authority, and Command (Articles 1000 series) 

http://doni.daps.dla.mil/Directives/05000%20General%20Management%20Security%20and%20Safety%20Services/05-200%20Management%20Program%20and%20Techniques%20Services/5215.1D.pdf
http://doni.daps.dla.mil/navyregs.aspx
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 Chapter 11 – General Regulations (Articles 1100 series) 

 Chapter 12 – Flags, Pennants, Honors, Ceremonies and Customs  (Articles 1200 series) 

Figure 2-11 shows an example of an article extracted from Chapter 8 of Navy Regulations.  This 
publication is provided in ―loose-leaf‖ form and kept in an adjustable binder so that changes may be 
easily inserted as needed.   

 

 

Figure 2-11 — Article 0817, U.S. Navy Regulations; Observance of Sunday. 
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2.9.6.2 Standard Organization and Regulations of the U.S. Navy (SORM) 

Regulations and guidance governing the conduct of all members of the U.S. Navy are promulgated in 
standard Organization and Regulations of the U.S. Navy (OPNAVINST 3120.32(series)).  This 
publication is referred to as the ―SORM.‖   Two types of print are used in this publication.  Material 
printed in italicized type is regulatory and applies individually to each member of the U.S. Navy.  The 
material printed in plain type is for the guidance of commanders, commanding officers, and officers in 
charge.  This latter material may be further implemented by subordinate commanders as necessary.   

This publication consists of the following 10 chapters: 

 Chapter 1 ─ Unit Administration 

 Chapter 2 ─ Standard Unit Organization 

 Chapter 3 ─ The Unit Organization 

 Chapter 4 ─ Watch Organization 

 Chapter 5 ─  Regulations 

 Chapter 6 ─ Unit Bills 

 Chapter 7 ─ Safety 

 Chapter 8 ─ Training 

 Chapter 9 ─ Ship Maintenance and Modernization 

 Chapter 10 ─ Unit Directives System 

The command’s master copy of SORM is normally maintained in the administrative office.  

OPNAVINST 3120.32(series) is not addressed to Marine Corps field addressees that do not have 
Navy personnel attached.  

 

 

 

NOTE 

The term ―official correspondence‖ will be used at various times in this 
chapter.  Official correspondence is defined in OPNAVINST 

3120.32(series) as all written material, documents, publications, charts, 
messages, and so forth, addressed to or sent from the command. 

NOTE 

The Chief of Naval Operations is responsible for making changes to 
Navy Regulations and changes are approved by the Secretary of the 
Navy. 

http://doni.daps.dla.mil/Directives/03000%20Naval%20Operations%20and%20Readiness/03-100%20Naval%20Operations%20Support/3120.32C%20CH-7.pdf
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2.9.6.3 United States Navy Uniform Regulations 

Descriptions of authorized U.S. Navy uniforms and the proper manner for their wear are contained in 
United States Navy Uniform Regulations (NAVPERS 15665i).  This manual is issued by direction of 
the Chief of Naval Operations and is the sole source for describing U.S. Navy uniforms.  It consists of 
the following seven chapters: 

 Chapter 1 – General Regulations 

 Chapter 2 – Grooming Standards 

 Chapter 3 – Uniform Components 

 Chapter 4 – Rank/Rate Insignia 

 Chapter 5 – Identification Badges/Awards/Insignia 

 Chapter 6 – Special Uniform Situations 

 Chapter 7 – Civilian Clothing 

The master copy of the current Uniform Regulations is normally maintained in the command’s 
administrative office. 

United States Navy Uniform Regulations (NAVPERS 15665i) 

The four principal religions represented (Figure 2-12) within the Chaplain Corps are:  

 Christian – A Latin cross, embroidered in gold.  It shall be placed on the sleeve, inclined 
toward the rear, the longer arm making an angle of 60° with the upper stripe.  (Right and Left) 

 Jewish – Shall consist of the Star of David above and attached to the top center of the Tablets 
of the Law, all in gold embroidery.  Shall be placed on the sleeve in an upright position 

 Islam – A gold embroidered crescent.  Worn with moon opening to the front or center 

 Buddhist – A gold embroidered prayer wheel 

 

Figure 2-12 — Four Chaplain Corps insignias 

http://www.public.navy.mil/bupers-npc/support/uniforms/uniformregulations/Pages/default.aspx
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2.9.6.4 Naval Military Personnel Manual (MILPERSMAN) 

The Naval Military Personnel Manual (NAVPERS 15560D) contains instructions governing the 
administration of Navy personnel and is often referred to by its short title, MILPERSMAN.  Copies of 
the MILPERSMAN are normally maintained in the personnel and administrative offices. 

Naval Military Personnel Manual (NAVPERS 15560D) 

Each article in the MILPERSMAN is identified by a seven-digit number.  The first two digits identify 
the chapter; the second two digits identify a section within a chapter; and the last three digits identify 
an article within the section (Figure 2-13).  Though written together (e.g., 5820100), the article 
number should be spoken as if it were three separate groups of numbers (e.g., 58 20 100).  Article 
numbers are not necessarily assigned consecutively and, once a number is deleted, it cannot be 
reused again.  

Changes to the MILPERSMAN are published quarterly.  These changes are scheduled for distribution 
in time to reach the majority of users on or about the first of each quarter of the year.  Pen-and-ink 
changes are not allowed to be made to the MILPERSMAN. 

 

 

   Figure 2-13   Military Personnel Manual TOC. 

http://www.public.navy.mil/bupers-npc/reference/milpersman/Pages/default.aspx
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2.9.6.5 Manual of Advancement   

Administration of the enlisted advancement system is promulgated in the Manual of Advancement 
(BUPERSINST 1430.16(series)).  It supports and expands the basic policies for advancement as 
outlined in the MILPERSMAN.  Copies of this publication are usually retained in the personnel, 
administrative, and education services offices. 

The Manual of Advancement is divided into two sections.  Section I contains information concerning 
advancement of personnel on active duty.  Section II contains information concerning advancement 
of personnel on inactive duty.  BUPERSINST 1430.16(series) provides instructions for determining 
eligibility requirements for advancement; preparation of necessary forms; ordering, custody, and 
disposition of Navy-wide examinations; administration of all examinations for advancement changes 
in rate or rating; and procedures for effecting advancements.   

Manual of Advancement BUPERSINST 1430.16(series) 

2.9.6.6 Department of the Navy Information Security Program Regulation Manual 

The Department of the Navy Information Security Program Regulation Manual (SECNAV M-5510.36) 
provides guidance for activities and personnel on classifying and safeguarding classified information.  
This unclassified security manual provides a ready reference for answering questions which may 
arise concerning security matters.   

SECNAV M-5510.36 consists of the following 11 chapters: 

 Chapter 1 – Introduction to the Information Security Program 

 Chapter 2 – Command Security Management 

 Chapter 3 – Security Education 

 Chapter 4 – Classification Management 

 Chapter 5 – Security Classification Guides 

 Chapter 6 – Marking 

 Chapter 7 – Safeguarding 

 Chapter 8 – Dissemination 

  Chapter 9 – Transmission and Transportation 

 Chapter 10 – Storage and Destruction 

 Chapter 11 – Loss or Compromise of Classified Information 

Navy Information Security Program Regulation Manual (SECNAV M-5510.36) 

2.9.7 Correspondence/Directives  

Religious Program Specialists are often tasked with typing and proofreading correspondence and 
directives prepared in the office of the chaplain.  It should be emphasized that the religious program is 
a ―command‖ responsibility.  Therefore, correspondence/directives involving the Navy and/or Marine 
Corps in an official way are considered to be official correspondence.  Official correspondence is 
normally prepared for the signature of the commanding officer. 

―By direction‖ signature authority may be granted in writing to the command chaplain by the 
commanding officer concerning routine official correspondence relating to the CRP. Recipients will 
usually handle this correspondence as if it were written by the commanding officer.  A ―By direction‖ 

http://www.public.navy.mil/bupers-npc/reference/instructions/BUPERSInstructions/Documents/1430.16F.pdf
http://www.ncis.navy.mil/securitypolicy/Information/SECNAVINST/SECNAVINST%205510.36A.pdf
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signature is not followed by rank or office since the chaplain is signing the correspondence for the 
commanding officer. 

Before proceeding to a discussion on various correspondence/directives publications, it is important 
to note that chaplains often originate both pastoral and professional correspondence.  Pastoral 
correspondence relates to the chaplain’s pastoral relationship with personnel of the command, 
dependents, or civilians and is similar to oral communication that takes place between clergy and 
their parishioners.  Such correspondence is also addressed frequently to naval personnel, families, 
civilian clergy, church officials, and community social agencies.  Professional correspondence is 
between chaplains relating to professional matters within the Chaplain Corps.   Consult SECNAV M-
5216.5 to determine proper format and style. 

 

 

 

The RP plays a vital role in the preparation of nonsexist correspondence by proofreading carefully 
any correspondence that is generated by the office of the chaplain.  The guidelines contained in the 
Department of the Navy Correspondence Manual (SECNAV M-5216.5) will be explained later in this 
chapter. 

2.9.8 Department of the Navy Directives Issuance System  

The Navy Directives Issuance System (OPNAVINST 5215.17) provides a standard method of issuing 
directives by all naval activities.  A copy of this instruction should be maintained by the RP in the 
office of the chaplain.  

 

 

 

OPNAVINST 5215.17 consists of the following nine chapters: 

 Directives Management Objectives and Responsibilities 

 Standards and Practices 

 Unclassified Instructions 

 Classified Instructions 

 Notices 

NOTE 

A separate issuance of Marine Corps directives is contained in the 
Marine Corps Directives System (MCO P5215.1). 

NOTE 

Many Department of the Navy letters, memoranda, directives, and 
publications contain references to members of one gender when the 

correspondence or directive is applicable to both male and female.  To 
ensure equal recognition of women in the Department of the Navy, it is 
necessary that originators of correspondence and directives avoid sex 

bias in selecting terminology for identification of personnel. 

http://doni.daps.dla.mil/SECNAV%20Manuals1/5216.5.pdf
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 Change Transmittals 

 Interim Message Changes 

 Manual-type and Publication-type Directives 

Although the majority of command directives are prepared and typed in the administrative office, the 
RP is required by occupational standards to be familiar with the various types of directives.  A 
standard method of issuing directives in the Navy is provided in OPNAVINST 5215.17.  Separate 
issuance of Marine Corps directives is contained in MCO P5215.1.    

 

 

 

2.9.8.1 Scope of the Directive Issuance System 

The Directives Issuance System contains the standard procedures and formats used to promulgate 
policy, procedural, and informational releases in the Department of the Navy.  A directive: 

 Prescribes or establishes policy, organization, conduct, methods, or procedures 

 Requires action or sets forth information essential to the effective administration or operation of 
activities concerned 

 Contains authority or information that must be promulgated formally 

The types of directives used in the Navy Directives Issuance System are: 

 Instructions 

 Notices  

 Change Transmittals 

An Instruction is a directive containing authority or information having continuing reference value, or 
requiring continuing action.  It remains in effect until superseded or otherwise canceled by the 
originator or higher authority.   

 

 

 

A Notice is a directive of a one-time or brief nature which has a self-canceling provision.  It has the 
same force and effect as an Instruction.  It will usually remain in effect for less than 6 months, but is 
not permitted to remain in effect for longer than 1 year.  Any requirement for continuing action 
contained in a Notice, such as the submission of a report, use of a form, or following a specified 

NOTE 

The equivalent of an instruction is the Marine Corps is an Order. 

NOTE 

The formats of directives are intended to follow those of the naval letter.  
Therefore, the provisions of the Department of the Navy 

Correspondence Manual (SECNAV M-5216.5) also apply to directives. 

http://doni.daps.dla.mil/Directives/05000%20General%20Management%20Security%20and%20Safety%20Services/05-200%20Management%20Program%20and%20Techniques%20Services/5215.17.pd
http://www.marines.mil/news/publications/Documents/MCO%20P5215.17C.pdf
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procedure, is considered to be canceled when the Notice is canceled, unless the requirement is 
incorporated into another suitable document.   

 

 

 

A Change Transmittal is the medium used to transmit changes to an Instruction or, under extenuating 
circumstances, a Notice.  Each Change Transmittal describes the nature of the changes it transmits 
and gives directions for making them. 

2.9.8.2 Administration of the Directives Issuance System 

The Navy Directives Issuance System (OPNAVINST 5215.17) is managed from an overall standpoint 
by the Chief of Naval Operations (CNO).  It is the specific responsibility of the CNO to:  

 Provide for needed improvements and changes in the system.  

 Provide guidance and technical assistance to Department of the Navy components in 
developing, installing, operating, and improving the system 

 Coordinate with headquarters organizations, recommendations for changes in policies, 
standards, and procedures 

Navy Directives Issuance System (OPNAVINST 5215.17) 

2.9.8.3 Issuing Authority 

The issuing authority (the official by whose authority and under whose title a directive is issued) 
ensures compliance with the Directives Issuance System and promulgates internal procedures 
necessary for administering the system.  It is the specific responsibility of the issuing authority to: 

 Ensure that directives are issued to document programs, functions, organizations, policies, and 
procedures 

 Ensure that all directives conform to Department of the Navy policies and regulations, and to 
statutory requirements 

 Conduct annual and other reviews to ensure that the system’s requirements are being met 

 Provide training for personnel who draft, review, prepare, and maintain directives  

 Issue a conversion table showing the old and new identifications of directives when the official 
name of an activity is changed, or when activities are consolidated or divided 

 Ensure that directives are automatically furnished to a newly established activity or an activity 
moved from one command to another 

2.9.8.4 Directives Control Point 

Each command has a directives control point which evaluates the system’s operations within the 
individual organization on a continuing basis.  This control point analyzes directives and makes 
recommendations for improvements when appropriate.  The ship’s secretary is usually designated as 
the directives control point of contact aboard ship.  At shore commands, the administrative officer 

NOTE 

The equivalent of a notice in the Marine Corps is a Bulletin. 

http://doni.daps.dla.mil/Directives/05000%20General%20Management%20Security%20and%20Safety%20Services/05-200%20Management%20Program%20and%20Techniques%20Services/5215.17.pdf
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normally performs this function.  It is the specific responsibility of the individual designated as the 
directives control point of contact to: 

 Review each directive prior to signature to ensure compliance with directives standards, 
including preparation for proper signature, clearances, format, identification, security 
requirements, editorial standards, subject numbers, and references 

 Ascertain correctness, need, completeness, and overlap of, or conflict with other directives 

 Assign consecutive numbers to new instructions after signature 

 Ensure dating of new instructions after signature and prior to issuance 

 Review proposed distribution of each directive to ensure that it is appropriate and accurate in 
order to avoid overdistribution or underdistribution 

 Ensure arrangements are made for reproduction, distribution, and stocking directives 

 Maintain a master up-to-date set of all incoming and outgoing directives 

 Review checklists to ensure correctness of directives addressed to the organization 

 Obtain a complete set of all applicable directives upon activation or commissioning 

 Issue annual numerical checklists, quarterly additions and deletions, and annual alphabetical 
subject indexes of effective instructions the organization has issued 

2.9.8.5 Letter-type Directives 

OPNAVINST 5215.17 contains the standard requirements for the preparation, identification, 
promulgation, and distribution of letter-type directives.  Figures 2-14 through 2-16 present the 
standard formats for letter-type directives. 

Navy Directives Issuance System (OPNAVINST 5215.17) 

 

http://doni.daps.dla.mil/Directives/05000%20General%20Management%20Security%20and%20Safety%20Services/05-200%20Management%20Program%20and%20Techniques%20Services/5215.17.pdf
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Figure 2-14 — Sample Instruction and a continuing page of an Instruction. 
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Figure 2-15 — Sample of a Notice. 
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Figure 2-16 — Sample of a Change Transmittal. 

2.9.8.6 Special-type Directives 

There are basically three types of special-type directives (Table 2-1).  They are: 

 Message-type directives 

 Publication-type directives 

 Joint directives 

Table 2-1 — Table 2 of OPNAVINST 5215.17 Guidance on Publication-type Directives 

ITEM INSTRUCTION  NOTICE 

Publication-Type  

a.  Identification Directive identification information shall be placed on the title page or the cover, as 
applicable.  They shall be shown on each page, as required for letter-type 
directives. 

b.  Contents The contents of a publication issued in the directives issuance system shall include 
the following: 

(1) A signed and dated transmittal prepared in letter-type format.  Distribution should 
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ITEM INSTRUCTION  NOTICE 

be shown on the signed directive, or, if necessary, on a separate page. 

(2) A record-of-change page. 

(3) A table of contents, as appropriate. 

c.  Changes Publication-type instructions are changed in the same manner as letter-type 
instructions. 

d.  Distribution Shall be the same as for letter-type directives. 

2.10 DEPARTMENT OF THE NAVY CORRESPONDENCE MANUAL  

A Religious Program Specialist is required by occupational standards to type and route naval official 
correspondence prepared in the office of the chaplain.   

Policies, procedures, and guidance for preparing correspondence are presented in the Department of 
the Navy Correspondence Manual (SECNAV M-5216.5).  This manual contains specific preparation 
instructions concerning letters, endorsements, memoranda, and messages.  These specific 
instructions cover various parts of correspondence such as the address, subject, references, 
paragraphing, and signature, together with directions for assembling correspondence for signature 
and mailing.  

Electronic mail (e-mail) lets individuals and activities exchange information by computer.  You may 
use it for informal communications in place of telephone calls or to transmit formal correspondence.  
The Defense Data Network must be used for long-haul data communications support, unless the host 
system is waived.  Whatever you send by e-mail must be for official Government business or for 
authorized purposes.  Professionalism must be maintained to ensure e-mails are created and 
managed appropriately. 

SECNAV M-5216.5 consists of the following 12 chapters: 

 Chapter 1 – Correspondence Management 

 Chapter 2 – Correspondence Standards and Procedures 

 Chapter 3 – Electronic Records 

 Chapter 4 – Electronic Mail 

 Chapter 5 – Facsimile Transmission Services 

 Chapter 6 – Postal Standards 

 Chapter 7 – Correspondence Format 

 Chapter 8 – Multiple-Address Letter 

 Chapter 9 – Memorandums 

 Chapter 10 – Business Letters 

 Chapter 11 – Writing Style 

 Chapter 12 – Executive Correspondence 

The Navy uses many types of correspondence to complete its business.  Those types of 
correspondence will be discussed in the following chapters.  

http://doni.daps.dla.mil/SECNAV%20Manuals1/5216.5.pdf
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2.10.1 Standard Naval Letter 

The standard naval letter is normally used in writing officially to addressees within the Department of 
Defense and may also be used in writing to other addressees who are known to have adopted similar 
formats.  The standard or typical naval letter is from one originator to one addressee and usually 
referred to as the naval letter. 

With slight variations, the same format is used to prepare the joint letter, multiple-address letter, and 
the endorsement.  It is also used to prepare memoranda and to a lesser extent such other special 
types of naval correspondence as the telecommunication message. 

2.10.1.1 Stationery 

The first page of a naval letter is written on an activity’s letterhead stationery.  If printed letterhead 
stationery is not available, the letterhead is typed or stamped in the top center of the page beginning 
on the fourth line from the top of the page.  Second and succeeding pages are typed on plain bond 
paper which is similar to the letterhead stationery in size, color, and quality. 

2.10.1.2 Margins 

On the first page of a naval letter the left and right margins are one inch and the bottom margin is at 
least one inch.  On the second and succeeding pages, the margin at the top is one inch and other 
margins are the same as for the first page.   

2.10.1.3 General Style 

No salutation or complimentary close appears on a naval letter.  The letter is prepared in block style 
without indenting except for the first lines of subparagraphs or for extensive quotations. 

2.10.1.4 Identification Symbols 

The location of the identification symbols is governed by the ―refer to‖ line when it is printed on the 
stationery.  Figure 2-17 shows three examples of letterhead stationery with printed ―refer to‖ lines and 
one example where the ―refer to‖ line is not printed on the stationery.  The following entries may be 
contained in the identification symbol: 

 Originator’s Code – An originator’s code serves as a basic identification symbol and is formed 
according to local instructions.  It appears on all outgoing correspondence except 
correspondence that is prepared for the Secretary of the Navy’s signature.  The group of 
letters ―PBX:ABC:PLM‖ is the originator’s code in Figure 2-17.  Hull numbers may be used as 
the originator’s code for ships. 

 File Number – The use of a file number is optional on the naval letter.  It is blocked below the 
originator’s code when used.  A file number is normally used when the originator wishes to be 
included on return correspondence.  The number ―5216‖ is the file number in Figure 2-17.  A 
listing of file numbers is contained in Department of the Navy Standard Subject Identification 
Codes Manual (SECNAV M-5210.2).  

 Serial number – A serial number is an optional entry on unclassified naval letters.   It is blocked 
below the file number or below the originator’s code when there is no file number.  The 
purpose of this serial number is to assist commands in identifying and locating 
correspondence. The abbreviation ―Ser‖ precedes the  serial number when one is used. 

 Refer to – If a ―refer to‖ line is not printed on the stationery, the identification symbols are 
placed at the right side of the page one line below the last line in the letterhead.  The symbols 
are typed beginning approximately two inches from the right side so that a one-inch margin is 

http://doni.daps.dla.mil/SECNAV%20Manuals1/5210.2%20(2008).pdf
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maintained.  They are arranged in block style in the order described for symbols that follow a 
printed ―refer to‖ line.  

 

Figure 2-17 — Combined Unclassified first and second pages of a Naval letter. 

2.10.1.5 Dating the Letter 

The date is typed or stamped on the right side of the page, just below and blocked with the last line of 
the identification symbols.  Correspondence is dated with the date on which it is signed. 

2.10.1.6 Special Postal Service 

If special postal service is used, the appropriate designation (AIRMAIL, REGISTERED MAIL, 
CERTIFIED MAIL, or SPECIAL DELIVERY) is typed in capital letters or stamped at the left margin on 
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the fourth line below the last line of the address in the letterhead.  The designation ―REGISTERED 
MAIL‖ is the special postal service in Figure 2-17. 

2.10.1.7 From Line 

The use of a ―From‖ line is optional except when there is a specific need to include it.  When a ―From‖ 
line is used, it should include only that information, which together with the letterhead, will provide 
sufficient title and address for reply without reference documents having to be consulted.  This line 
identifies, by title, the official in charge of the component of the Department of the Navy originating 
the letter.  

The ―From‖ line is typed on the third line below the designation of postal service in an unclassified 
naval letter.  It is placed on the seventh line below the last line of the letterhead address when there is 
no postal service designation.  Two spaces are inserted between the colon after the ―From‖ and the 
beginning of the originator’s title. 

Titles in the ―From‖ line follow the forms shown in the SNDL, Section 2, Shore Activities and 
Detachments under the command of the Chief of Naval Operations, and the SNDL, Section 1, 
Administrative Organization of the Operating Forces of the U.S. Navy. 

2.10.1.8 “To” Line 

Official correspondence intended for the incumbent of an office, and pertaining to that office, is 
addressed to that individual by title and not by name.  The title is written in the same manner as on 
the ―From‖ line.  Sufficient information is given to ensure that the letter is delivered expeditiously. 

The ―To‖ line is placed on the line below the ―From‖ line.  If there is no ―From‖ line, the ―To‖ line is 
placed in the same position as that prescribed for the ―From‖ line in the preceding section.  Four 
spaces are inserted between the colon after the ―To‖ and the beginning of the addressee’s title. 

2.10.1.9 “Via” Line 

The ―Via‖ line is optional and used when it is necessary to have the letter endorsed by one or more 
addressees before it is received by the ultimate addressee indicated in the ―To‖ line. 

The ―Via‖ line is placed on the line below the ―To‖ line.  When there is more than one ―via‖ addressee, 
each one is numbered with Arabic numerals enclosed in parentheses.  These numerals indicate the 
sequence through which the correspondence is to be sent.  

2.10.1.10 “Subject” Line 

The abbreviation ―Subj‖ is used to introduce a topical statement of the subject and nature of the 
correspondence.  Only the first word and any proper nouns are capitalized.  The ―Subj‖ line is typed 
on the second line below the last line of the ―via‖ entry, or of the ―To‖ entry if there is no ―Via‖ line. 

2.10.1.11 “Reference” Line 

A ―Reference‖ line is an optional entry on a naval letter.  The abbreviation ―Ref‖ is used to indicate 
that previously prepared material is being cited in the correspondence.  References are listed in the 
order in which they are mentioned in the text of the correspondence.  They may be listed in 
chronological order when the sequencers are not significant. 

The ―Ref‖ line is typed on the second line below the last line of the ―Subj‖ line.  When there is more 
than one reference, each is lettered with small letters (a, b, c, etc.) enclosed in parentheses.  Only 
those references that contribute to the understanding of the letter are listed.  References may include: 
written communications, publications and documents which are available to the addressees, 

http://doni.daps.dla.mil/SECNAV%20Manuals/Admin%20Shore%20Chain%20of%20Command%20%20(Mar%202011).pdf
http://doni.daps.dla.mil/SECNAV%20Manuals/Admin%20Shore%20Chain%20of%20Command%20%20(Mar%202011).pdf
http://doni.daps.dla.mil/SECNAV%20Manuals/Admin%20Fleet%20Chain%20of%20Command%20(Mar%202011).pdf
http://doni.daps.dla.mil/SECNAV%20Manuals/Admin%20Fleet%20Chain%20of%20Command%20(Mar%202011).pdf
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telephone conversations, meetings, and other verbal exchanges.  References should not be used if 
they are not referred to in the text of the correspondence. 

If only part of a long document is significant to the letter, the applicable chapter, section, or paragraph 
is designated.  The abbreviation ―NOTAL‖ (not to all) is enclosed in parentheses and added to the 
reference when a reference has not been distributed to all addressees. 

2.10.1.12 “Enclosure” Line 

The ―Enclosure‖ line is an optional entry on naval letters.  The abbreviation ―Encl‖ is used to introduce 
a listing of material included with the basic letter.  Enclosures are numbered with Arabic numbers in 
parentheses and are listed usually in the order of appearance in the text of the communication. 

The ―Encl‖ line is typed on the second line below the ―Ref‖ line or below the ―Subj‖ line when no ―Ref‖ 
line is included in the correspondence.  An enclosure is never listed as a reference in the same basic 
letter.  

2.10.1.13 Text 

The text or body of the letter begins on the second line below the last line of the ―Encl,‖ ―Ref,‖ or 
―Subj‖ lines as the case may be.  Paragraph headings should be used in long letters to facilitate 
review. 

2.10.1.14 Paragraphing 

Each paragraph is numbered flush at the left margin with an Arabic numeral followed by a period and 
two spaces.  All paragraphs are single spaced with double spacing between paragraphs and 
subparagraphs.  A paragraph is not begun at the bottom of a page unless there is space for at least 
two lines of the text on the page; and unless at least two lines are carried over to the next page. 

2.10.1.15 Signature 

Signature information is typed or stamped in block style beginning on the fourth line below the last 
line of the text in the center of the page.  All signature names are typed in capital letters in the manner 
referred by the signer. 

Neither the grade nor functional title of the signing official is normally shown in the signature except 
that a functional title is added for a chief of staff, a deputy, an assistant chief, or a similar official 
authorized to sign correspondence without the use of the phrase ―By direction.‖   This also applies to 
executive officers or similar officials authorized to sign orders affecting pay and allowances. 

2.10.1.16 “Copy to” Line 

A ―Copy to‖ line is an optional entry on a naval letter.  It is typed at the left margin on the second line 
below the last line of the signature information.  Activities receiving copies are listed preferably by 
abbreviated titles beginning on the line below the ―Copy to‖ notation at the left hand margin. 

Originals and any information copies which are addressed outside an organization normally do not 
show the internal offices to which information copies have been sent.  However, processing and file 
copies show the complete distribution.  The notation ―Blind copy to‖ is substituted for or used in 
addition to the notation ―copy to‖ and is typed with the applicable addressees as shown in Figure 2-
17. 
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2.10.1.17 Paging 

The first page of an unclassified naval letter is not numbered.  Second and succeeding pages are 
numbered consecutively with Arabic numerals beginning with the numeral ―2‖ (Figure 2-17) centered 
1/2 inch from the bottom of the page.  Numerals are typed without punctuation marks. 

2.10.1.18 Identification of Second and Succeeding Pages 

For identification of second and succeeding pages, the originator’s code and file or serial number are 
repeated at the top of the page.  They are typed in block style on the right side one inch from the top 
and beginning two inches from the right edge; or moved to the left as necessary to maintain a one-
inch margin. 

The serial number is used for instances when a file number is not used.  When neither a file nor serial 
number is used, the date is added below the originator’s code.  This information is followed by a 
repeat of the ―Subj‖ line as shown in Figure 2-17. 

2.10.1.19 Assembly of the Letter 

Letters of two or more pages are assembled in accordance with local activity practices before they 
are presented for signature.  The signature page should be tabbed to facilitate signing if they are 
assembled in natural order. 

2.10.2 Classified Naval Letters 

Figure 2-18 shows an example of a classified naval letter.  Consult administrative office personnel 
when required to type a classified letter. 
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Figure 2-18 — Sample of a classified Naval letter. 

2.10.3 Variations of the Naval Letter 

Several variations to the basic naval letter are frequently used in the Navy.  An example of a joint 
letter, a multiple-address letter, and an endorsement are seen in Figure 2-19.  Specific instructions on 
preparing these variations are contained in the Department of the Navy Correspondence Manual 
(SECNAV M-5216.5). 

http://doni.daps.dla.mil/SECNAV%20Manuals1/5216.5.pdf
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Figure 2-19 — Examples of a joint letter, a multiple-address letter, and an endorsement. 

2.10.4  Special Types of Naval Correspondence 

Besides the basic naval letter and its variations, the RP should be familiar with other special types of 
correspondence used in the Department of the Navy.  

2.10.4.1 Memoranda 

Except as indicated in SECNAV M-5216.5, a memorandum is prepared generally in the same manner 
as a naval letter.  There are several memorandum formats which can be used: 

 ―From-To‖ Memorandum is normally used for informal communications between subordinates 
within the same activity and may be directed to one or more addressees.  The first page of a 
―From-To‖ memorandum may be typed on plain bond paper, on the Department of the Navy 
Memorandum Form (OPNAV 5216/144) or on letterhead paper (Figure 2-20).  

 ―Memorandum For‖ Memorandum ─ is used for more formal communications between high 
level officials such as the Secretary of Defense, the Secretary of the Navy, or one of their 
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executive assistants.  The ―Memorandum For‖ memorandum is prepared on letterhead 
stationery as shown in Figure 2-20. 

 ―2-Way Letter/Memo‖ Memorandum – may be used as a routine letter, as a ―From-To‖ 
memorandum, or for a communication which requires a reply.  It is typed on a 2-Way 
Letter/Memo Form (OPNAV 5216/146)  

 

 

 

 

Figure 2-20 — Examples of a ―From-To‖ and a ―Memorandum For‖.  

2.10.4.2 Business Letter 

The business letter is used for correspondence addressed to persons or agencies outside the 
Department of Defense who have not adopted or are unfamiliar with the naval form of 

NOTE 

This type of memorandum is not generally used in the office of the 
chaplain. 
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correspondence.  As stated earlier, chaplains also use the business form for pastoral and 
professional correspondence.  Figure 2-21 shows an example of an unclassified business letter. 

 

Figure 2-21 — Example of an unclassified business letter. 

2.10.5 Grammar 

The word ―grammar‖ has many meanings.  For example, it may be defined as:  

 A branch of linguistic study that deals with the classes of words 

 A manner of speaking or writing that conforms to rules 

 Speech or writing that is preferred 

Each RP needs to be familiar with the basic rules of grammar in order to properly prepare 
correspondence which originates in the office of the chaplain.  
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2.10.5.1 Parts of Speech 

There are eight parts of speech contained in the English language.  Words that are used orally and in 
written correspondence are classified under one of the following parts of speech: 

 Noun 

 Pronoun 

 Adjective 

 Verb 

 Adverb 

 Preposition 

 Conjunction 

 Interjection 

2.11 STANDARD NAVY DISTRIBUTION LIST (SNDL)  

The Standard Navy Distribution List (SNDL) is published in two parts and provides guidance for the 
proper addressing and distribution of mail to Department of the Navy activities.  It is also used to 
provide a central distribution system for directives and correspondence.  The SNDL is maintained in 
the administrative office.   

 

 

 

OPNAVNOTE 5400, SNDL Section 1 is titled Administrative Organization of the Operating Forces of 
the U.S. Navy.  It contains address information on commands and ships by type; ships by name 
alphabetically; addresses by SNDL number; addresses for U.S. elements of international commands; 
current APO and FPO numbers; and ships of the Military Sealift Command.  

OPNAVNOTE 5400 SNDL Section 2 is titled Shore Activities and Detachments under the command 
of the Chief of Naval Operations.  It contains address information on shore activities by type, 
command, and area coordination; established shore activities in an inactive status; and established 
shore activities in a development status. 

2.12 PUBLICATIONS  

An RP should have a basic understanding and knowledge of the publications used to meet the needs 
of the Command Religious Program.   

2.12.1 Navy Casualty Assistance Calls Program (CACP) 

The Navy Casualty Assistance Calls Program (CACP) Manual, BUPERSINST 1770.3, establishes 
procedures for assisting the next of kin of deceased Navy personnel.  The Navy seeks to aid the next 
of kin through personal visits by a uniformed Navy representative titled the Casualty Assistance Calls 
Officer (CACO).  The CACO performs the following functions:  

NOTE 

Individual commands may have their own internal distribution list as 
part of their correspondence procedures. 

http://doni.daps.dla.mil/SECNAV%20Manuals/Admin%20Fleet%20Chain%20of%20Command%20(Mar%202011).pdf
http://doni.daps.dla.mil/SECNAV%20Manuals/Admin%20Fleet%20Chain%20of%20Command%20(Mar%202011).pdf
http://doni.daps.dla.mil/SECNAV%20Manuals/Admin%20Shore%20Chain%20of%20Command%20%20(Mar%202011).pdf
http://doni.daps.dla.mil/SECNAV%20Manuals/Admin%20Shore%20Chain%20of%20Command%20%20(Mar%202011).pdf
http://www.marines.mil/unit/marforres/MFRHQ/Chaplain/instruction/BUPERS17703CACPROCEDURESMANUAL.pdf
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 Makes personal notifications of casualty 

 Inquires about the needs of the family and extends assistance 

 Notifies the Chief of Naval Personnel if death gratuity has not been paid and immediate 
financial assistance is necessary 

 Contacts the Navy Relief Society, Red Cross, and other service organizations as requested or 
required 

 Assists in arrangement of funeral or memorial services if requested; assists in providing honors 
if requested and available in area; assists in providing a chaplain for pastoral care if required 

 Assists in transportation arrangements, including provision for dependents’ escort, when 
required 

 Advises regarding shipment or storage of household goods 

 Offers assistance in completion of official benefits forms and in obtaining or photocopying 
documents necessary to substantiate claims  

 Notifies the Personal Casualty Representative of the Chief of Naval Personnel by message or, 
in case of extreme emergency, by telephone in case of irregularity or complaint 

The 12 chapters of BUPERSINST 1770.3 are: 

 Chapter 1 – Purpose and Scope of the Casualty Assistance Calls Program (CACP) 

 Chapter 2 – Operation of the Program  

 Chapter 3 – Procedure for the Casualty Assistance Calls/Funeral Honors Support (CAC/FHS) 
Program Coordinator  

 Chapter 4 – First Visit of the CACO – The Notification Visit 

 Chapter 5 – Second Visit of the CACO – Funeral Arrangements visit 

 Chapter 6 – CACO’s Third Visit – Part I of II – The Benefits Visit 

 Chapter 7 – CACO’s Third Visit (Part II—Informing Beneficiaries of Health Benefits Programs 
and other Benefits and Assistance Available) 

 Chapter 8 – Additional Responsibilities of the CACO 

 Chapter 9 – Special Procedures for Unaccounted Casualties 

 Chapter 10 – Retired Members’ Survivor Assistance  

 Chapter 11 – Naval Reservists  

 Chapter 12 – Index to Appendices  

2.12.2 Decedent Affairs Manual 

Guidelines for the Decedent Affairs Program are promulgated in the Decedent Affairs Manual 
(NAVMEDCOMINST 5360.1(series)).  This program is defined as the search for, recovery, 
identification, care, and disposition of the remains of deceased persons for whom the Department of 
the Navy is responsible. 

The objectives of the Decedent Affairs Program are: 

 Immediate recovery and identification of deceased personnel 

http://www.med.navy.mil/directives/ExternalDirectives/5360.1.pdf
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 High standards of and uniformity in services provided 

 Minimum of elapsed time between death and delivery of remains to the next of kin 

 Prompt notification of next of kin on matters pertaining to the Decedent Affairs Program 

The Decedent Affairs Manual consists of the following 16 chapters: 

 Chapter 1 ─ Decedent Affairs Program 

 Chapter 2 ─ Current Death Program 

 Chapter 3 ─ Notification of Death 

 Chapter 4 ─ Search, Recovery, and Identification 

 Chapter 5 ─ Mortuary Services 

 Chapter 6 ─ Preparing and Reprocessing Remains 

 Chapter 7 ─ Cremation 

 Chapter 8 ─ At Sea Disposition 

 Chapter 9 ─ Consignment, Notification, and Transportation 

 Chapter 10 ─ Escorts 

 Chapter 11 ─ Payments and Collections 

 Chapter 12 ─ National Cemeteries 

 Chapter 13 ─ Naval Plots and Cemeteries 

 Chapter 14 ─ Headstones and Markers 

 Chapter 15 ─ Disposition of Remains of Members of Other Services 

 Chapter 16 ─ Group Interments 

2.12.3 Navy Military Funerals Guidance 

Guidance in the rendering of military honors at funerals of active duty, retired, and former members of 
the Navy is provided in Navy Military Funerals (NAVPERS 15555(series)).  Provisions for assisting 
the next of kin of eligible personnel in making funeral arrangements are also provided in this 
publication.   

Specific regulations for personnel designated as escort commanders or as participants in military 
funerals at Arlington National Cemetery are outlined in Naval Funerals (NAVPERS 15956(series)).  

2.13 MARINE CORPS PUBLICATIONS   

Religious Program Specialists may also serve at Marine Corps bases both in the continental United 
States and at overseas locations; therefore, RPs reporting for duty with the Marines need to 
familiarize themselves with Marine Corps publications and directives.  Comprehensive guidance 
concerning doctrinal and related publications for use within the Marine Corps is contained in Doctrinal 
Publications Guide (FMFM 0-3).  This manual includes information on the management of the Marine 
Corps publications (authority, preparation, publication, and review), the relationship of other service 
publications, and a summarized compilation of doctrinal information applied to operations.  FMFM 0-3 
consists of the following 10 chapters: 

 Chapter 1 – Introduction 
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 Chapter 2 – Fleet Marine Force/Organizations 

 Chapter 3 – Landing Force Planning Procedures 

 Chapter 4 – Combat Records and Reports 

 Chapter 5 – Communications 

 Chapter 6 – Combat Intelligence 

 Chapter 7 – Operations 

 Chapter 8 – Fire Support 

 Chapter 9 – Marine Aviation Operations 

 Chapter 10 – Combat Service Support 

The Marine Corps Operations (MCDP 1-0) publication establishes policies and standards on the 
operation and maintenance of the Marine Corps Directives System   (MCO P5215.1 (series)), that is 
designed to prescribe uniform methods for issuance, filing, and maintenance.  MCO P5215.1 (series) 
consists of the following four sections: 

 Section I – Definitions and Responsibilities 

 Section II – Preparation of Directives 

 Section III – Maintenance of Directives 

 Section IV – Formats 

 

 

 

2.14 CRP PUBLICITY, MATERIALS, AND FACILITIES SUPPORT  

Planning and programming religious program support requirements for a publicity program, a 
materials program, and a facilities program requires close coordination between the command 
chaplain and the RP.  The process begins with the identification of specific needs for religious 
ministry by the command chaplain and the development of a publicity program, materials program, 
and facilities program which will best meet those needs. 

Once specific needs and priorities have been determined by the command chaplain, the RP should 
prepare or provide the necessary services and materials to implement the goals of the religious 
program.  Funds are often limited, and adequate dollars to satisfy all service, material, and facilities 
requirements for the Command Religious Program may not be available.  Consequently, programs in 
the essential areas of information, materials, and facilities, may have to be scaled down, with projects 
eliminated, and priorities reestablished.  This means that detailed attention must be given to the 
determination of needs, the selection of goals which will adequately meet those needs, and the 
establishment and reestablishment of priorities to bring the anticipated support requirements of the 
Command Religious Program into alignment with available resources.  

NOTE 

Orders and bulletins are issued in the Marine Corps Directives System 
and have the same effects as instructions and notices issued in the 

Navy Directives system. 

https://www.doctrine.quantico.usmc.mil/signpubs/d10.pdf
https://www.doctrine.quantico.usmc.mil/signpubs/d10.pdf
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2.14.1 Publicity within the CRP 

Publicity is an important tool of the CRP.  Lack of publicity may prevent the CRP from meeting the 
needs of the command and the people for whom it exists, Navy and Marine Corps service members 
and their families. 

2.14.1.1 Goals 

Each CRP must develop its own publicity program, determine specific goals and objectives to be met, 
and work out the methods to reach these goals.  RPs must work closely with local Navy or Marine 
Corps public affairs offices (PAO) to spread religious program information and carry out CRP publicity 
goals.  

First, work with the chaplains to determine what activities and events require publicity.  An accurate 
idea of the nature, purpose, and goals of a particular RMF activity – whether religious or secular – will 
help determine the type of publicity that should be used.  

Second, for each event or activity, determine the target audience and provide the following 
information about the event: 

 A description, including the advantages of attending 

 The location 

 The time 

 The goal of the publicity 

 The publicity media to be used 

 When the publicity should be released 

 When an evaluation of the publicity should occur 

When completed, this information for each event should be presented to the PAO for review, 
comments, and suggestions. 

2.14.2 The Future File 

The future file is a planning tool used to release religious program publicity information to the public 
affairs office and internal media in a timely manner. 

The future file may consist of a collection of file folders, each folder containing advance information 
about a particular upcoming event.  It can also be as simple as a calendar pad with sufficient space in 
its blocks to write ―key‖ words which serve as reminders.  A large grid under glass or a plastic sheet 
which can be marked with a grease pencil also works well.  Another variation of the future file is the 
―date-box.‖   In this arrangement, 31 file folders contain advance material-one for each day of the 
month. 

Whatever the arrangement, RPs should maintain a good system of recording upcoming events to 
assure complete coverage and publicity of all activities included in the CRP which the command 
chaplain and other religious program personnel have earmarked for publicity. 

2.14.3 Publicity Media 

Numerous print and non-print formats may be used in developing materials to disseminate 
information.  Printed formats include information sheets, fliers, brochures, pamphlets, posters, 
business cards, newsletters, magazines, newspaper articles, directories, and charts.  Non-print 
formats include radio and TV spots/ programs, sound/slide presentations, speeches, briefings, 
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photos, videotapes, and special film showings.  Information may also be disseminated through 
websites and social media platforms such as Facebook.  Internet type information that is broadcast to 
the public should be coordinated through the Public Affairs Office (PAO). 

Information about the target audience and the purpose of the publicity effort will greatly influence the 
medium selected.  When selecting a medium for publicity, cost constraints and availability must be 
considered.  Certain media may be available only if there is a long lead time or only for certain 
―official‖ or ―authorized‖ events.  Other media may be available but less effective because they reach 
only a limited portion of the target population.  The RP should select the medium that will be most 
effective in getting the message across to the target audience. 

Sections 5100 and 6500 of the Chaplain’s Manual, OPNAVINST 1730.1(series), and the Department 
of the Navy Public Affairs Regulations, SECNAVINST 5720.44(series) provide additional information 
in regard to publicity and the use of various media for the purpose of publicity.  The Marine Corps 
Public Affairs Manual MCO P5720.77 (series) offers additional guidance. 

2.14.4 Standard Navy News Release 

A Navy news release is an official Navy statement prepared in news story form.  The release of CRP 
information is done by or with the assistance of the PAO.  RPs are not expected to be journalists, but 
are expected to be able to prepare short news and publicity drafts that concern RMF activities and 
events. 

Most PAOs use a printed heading for their news releases.  The headlines are attractive and help 
media representatives identify the source of the news release more readily.  In submitting a news 
release, remember to keep it simple, brief, in good taste, and suitable for all types of readers.  
Remember, the news value of the material, not the package in which it comes, is the important factor. 

Figure 2-22 is a sample of how to prepare a news release.  Notice the heading in this release.  
Always include in the heading the name, address, ZIP Code, and telephone number of the originating 
command, the release date of the item, and a release number – particularly if items are released on a 
regular basis. 

The timing of a news release is as important as its content.  Most releases are distributed for 
immediate release.  Some may be held for release until a future authorized release date.  News 
release must be double-spaced, typed on only one side, and word-for-word accurate. 

 

Figure 2-22 — Sample news release. 

http://doni.daps.dla.mil/Directives/01000%20Military%20Personnel%20Support/01-700%20Morale,%20Community%20and%20Religious%20Services/1730.1D.pdf
http://doni.daps.dla.mil/Directives/05000%20General%20Management%20Security%20and%20Safety%20Services/05-700%20General%20External%20and%20Internal%20Relations%20Services/5720.44B.pdf
http://www.au.af.mil/pace/epubs/mco_5720_77.pdf
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2.14.5 Evaluating Religious Program Publicity 

Evaluation of religious program publicity involves judging its success as it is being presented and 
evaluating the results after completion.  If goals are to be attained, the evaluation of publicity 
programs is essential.  Determine what was done right, what was done wrong, whether the goals of 
the program were met, and whether improvements should be made. 

Success will not be determined by the amount of news that was released, but rather by how much of 
the publicity was actually received and acted upon by command personnel and the chapel 
community.  This illustrates the importance of selecting the right medium for each message and of 
preparing the message with sufficient professional skill to induce people to respond in the appropriate 
manner.  Most news releases will be based upon activities or special events that emphasize the 
religious themes being developed by the chaplain(s).  The most important criteria for the success of 
the CRP publicity will be whether the command chaplain’s publicity goals and objectives have been 
met. 

2.14.6 Religious Program Materials 

Mass forms of media are available to convey religious information out to service members and their 
families.  This includes emails, internet websites, handouts such as pamphlets and brochures, and 
command broadcast media, such as command radio broadcasts and command television channels.  
These are different for each command; some might do only one form, while others may do all of 
them, depending on the size of the base itself and the population of the areas surrounding the base. 

2.14.6.1 Printed Materials and Publications 

A CRP will use printed materials to send out information concerning religious programs within the 
command.  An RMF can either procure this material or prepare it locally.  

2.14.6.2 Types 

Table 2-2 lists a few types of printed media that can be used to distribute information about the RMF’s 
CRP to military persons and their families. 

Table 2-2 — Types of media and their target audiences 

Media Available Target Group 

Welcome aboard packet Incoming personnel 

Plan of the Day, Plan of the Week Active duty member 

Indoctrination program Incoming personnel 

Ombudsman and Spouse support club Spouse and family 

Familygram Family  

Pre- and Post-deployment seminar  Active duty member 

Command or unit staff meeting Military members 

Gate sign General Navy population 

Bulletin board General Navy population 

Magazines Selected audiences 

Ship and deployed videotapes Deployed unit 
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Media Available Target Group 

RMF faith group bulletins Faith group congregation 

Base newspaper Military members, families, and civil servants  

Civilian newspaper General Population 

Stars and Stripes Military members, families, and civil servants 
serving outside the continental U.S. 

TV and radio General population 

Open house and exhibits General population 

Fliers Military members, families, and retired persons 

Internet General population 

Fleet and Family Services Military families and active duty members 

Command webpage Active duty 

Official Navy webpage Active duty and military families 

NKO Active duty and retired  

2.14.6.3 Worship Bulletins 

Bulletins are printed outlines of worship containing devotional and religious rites, funerals and 
memorials, seasonal observances, holy days, or announcements.  Worship bulletins regularly provide 
assembled congregations with an order of worship.  Worship bulletins fulfill a variety of purposes.  In 
fact, worship bulletins are an appropriate medium for almost all types of religious events. 

2.14.6.4 Formats 

A photo-ready copy of a standard worship bulletin is 8 1/2 inches from top to bottom and  11 inches 
from side to side, or 8 ½ inches by 14 inches.  The form may be divided in half.  In this case, one 
page of the bulletin will be on one half and the concluding portion will be on the other half.   Figure 2-
23 illustrates a typical bulletin.  

 

Figure 2-23 — Illustrated Bulletin    



2-63 

2.14.6.5 Production 

Using a word processing application program allows for creativity to produce clear, imaginative, 
innovative, and attractive bulletins.  In addition to graphic lines, shadow, bold and different font sizing, 
using a computer software program can give the option of automatic centering, shading, boxed-in 
text, underlining, and graphics.  Set up bulletins by using columns and tables, such as newspaper 
columns, parallel columns, landscape style, or portrait style, whichever style or technique works best.   

Normally, the process is fairly simple.  Define the paper size and orientation (landscape or portrait), 
set the margins (usually 0.25 inch for top and bottom, and each side), set the text to right justify or 
flush right (for the order of services), and define the number of columns and the space needed 
between columns.   

2.14.7 Worship Models 

The worship model is defined by the chaplain, chaplains, or clergy, and detailed by the RP.  The 
basic reason for building a worship model is to define structure, function, or scope. 

The particular form of a worship model depends on the use it is to serve.  The model maybe a 
photograph, a physical scale model, or a blueprint.  Flowcharts and graphs are usually incorporated 
into models.  A model is built for the simple reason that it is easier to study and manipulate than the 
system that it represents.  A model is also a means of turning over information that is easily 
understood by new persons coming onboard. 

When making models of the worship system, follow these basic styles: 

 The ―whole problem approach”  goal is to improve total efficiency 

 The ―use of teams” that will incorporate a variety of opinions 

 The ―varying solution technique‖ that is ―anything goes‖ in the model as long as it leads to a 
better, more sophisticated one 

Following these styles in developing worship models will involve the use of certain phases such as: 

 Drafting the model 

 Constructing the model 

 Testing the model 

 Executing the model 

 Controlling the model and its solution 

 Realizing the results  

These phases make up a united whole, where each phase adjusts every other phase.  

Worship models do not merely describe a fixed worship system but rather permit a determination of 
how one or more phases of the worship system may be changed to accomplish some well-defined 
objective better.  The advantage of using the worship model rather than the system itself is obvious, 
particularly where manipulation of the system is impossible or where manipulation is possible but 
excessively costly or risky. 

2.14.7.1 Literature and Periodicals 

Religious publications can be in the form of published literature and periodicals as well as news items 
about the religious activities of military chaplains and other service members. 
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Religious publications are interested in news items concerning shipboard religious activities and the 
religious ministries provided by Navy chaplains to Navy Seabee and Marine Corps units in the field.  
Provide any pictures, news items, and articles pertaining to religious ministry in the sea services to 
the Office of the Chief of Chaplains which serves as the Navy’s liaison with American churches and 
the church press that have a continuing need for items of interest to the general public. 

2.14.7.2 Religious Tracts 

The term religious tracts may be used to encompass a significant variety of devotional, inspirational, 
informative, or religious literature.  Tracts are selected by Navy chaplains and are made available to 
the public through the use of literature racks and displays positioned in locations reaching a 
multiplicity of persons.  The command chaplain approves and specifies the sources from which tracts 
for the CRP should be obtained. 

2.14.7.3 Chapel Newsletters 

Chapel newsletters can be a very effective means for chaplains to provide information concerning 
devotional and religious activities scheduled as a part of the Command Religious Program.  The 
format of the newsletter is determined by the chaplain.  As the RP, take advantage of any 
opportunities to make suggestions as to the design and layout of the newsletter.  The following are 
important points to remember:  

 Don’t attempt to say too much in the space allotted 

 Use illustrations or graphic art when feasible 

 Ensure that the use of ―Postage and Fees Paid‖ indicia on the newsletter complies with the 
instructions or regulations for its use 

2.14.7.4 Welcome Aboard Packets 

Information concerning the Command Religious Program and its activities should always be included 
in any welcome aboard packet forwarded to personnel in receipt of orders to the command.  Religious 
Program Specialists should prepare religious program inserts to the command’s welcome aboard 
packets.  These inserts should include at least:  

 The location of the chapel and chaplains’ offices 

 A chapel directory listing the office telephone numbers where religious program information 
may be obtained 

 The schedule and location of divine services listed by faith groups 

 The location and schedule of the command’s religious education (RE) programs 

 Activities of chapel organizations, outreach programs, spiritual retreats, and devotional 
activities 

2.14.7.5 Chapel Information Kits 

Chapel information kits generally contain the same information which is included in religious program 
inserts for the command’s welcome aboard packets.  In some cases, chapel information kits may be 
used in lieu of the inserts.  They differ only in the amount of information which is presented to the 
recipient and the purpose for which they are prepared. 

Chapel information kits may be prepared for newly-reporting personnel, command visitors, or news 
media representatives.  In addition to information normally enclosed with command welcome aboard 
packets, chapel information kits may contain:  
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 Chaplain biographies with photographs 

 Pertinent facts about the chapel facility 

 History of the chapel and its construction and the population which it serves 

 Any other useful information which supports the purpose for which the kit is prepared 

Kits may also be prepared for shipboard or field use.  They may be given with other command 
information to visiting dignitaries or guests who are on board for fleet operations or in the field for field 
exercises.  Items of information relating to areas where chaplains contribute to the command’s overall 
public affairs effort can include: 

 The chaplains’ ministry 

 Mission and community service activities 

 Activities associated with civilian churches in the area 

 Navy Handclasp, service, or charitable activities 

Chapel information kits may be prepared for use in conjunction with open house and other special 
occasions.  Aboard ship, they may be forwarded with other command information for advance news 
releases to local media representatives in ports which are scheduled to be visited.  American officials 
overseas may utilize information provided by the command for advance publicity when ships are 
scheduled to visit ports in the countries where they are assigned. 

2.14.7.6 Chapel Brochures 

Chapel brochures are an excellent medium for disseminating information, both internally and 
externally, concerning the Command Religious Program.  Brochures should outline the procedures 
for chapel weddings, military funerals, administration of sacraments and ordinances, and other 
frequently requested information.  The recipient of a religious program folder or chapel brochure may 
take it home, or even share the information with another service member. 

Because brochures vary greatly in purpose, size, and format, it is impossible to lay down hard and 
fast rules for their preparation.  However, some helpful tips for preparing a good brochure are: 

 Plan and prepare it with a definite objective in mind.  Avoid making it a collection of 
miscellaneous information which serves no useful purpose 

 Write it simply, clearly, accurately, and interestingly 

 Be informal.  An occasional bit of humor should be injected if possible 

 Illustrations should be used, preferably one on each page.  A good picture is still worth more 
than a thousand words, regardless of how overused the expression may be 

 The brochure should convey the message without overstatement 

 The brochure should have a distinct design with an attractive format.  Make it worthwhile and 
worth keeping.  Be original and imaginative 

 Be practical.  Select a format and printing process the command can afford 

2.14.7.7 Preparation of Religious Program Brochures 

At this point, it is appropriate to take a quick glance at how a typical religious program brochure is 
prepared, and what it contains.  The basics presented here will apply to the preparation of all religious 
program brochures and most other religious program printed materials. 
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2.14.7.8 Cover 

An attractive cover will go far toward getting the brochure read.  There are two types of covers that 
can be used:  

 Self-Cover – The cover is printed on the same paper stock as the body or inside pages of the 
brochure.  Its biggest advantage is economy.  The entire brochure can be produced in a single 
printing form, with the cover and contents printed simultaneously.  Printing costs, therefore, are 
lower and the cost of a separate cover is eliminated.  Care should be taken, however, to use a 
good paper stock so that the printing won’t show through pages which are printed front and 
back 

 Separate Cover – This makes it possible to use coated paper stock for the cover and a 
cheaper grade of paper for the inside pages.  However, the cost of printing and binding is more 
expensive for this type of brochure 

Colored paper stock may be used effectively for sketches and illustrations.  Strive for originality in the 
cover.  Avoid such cover designs as a giant replica of the ship or unit insignia.  For the sake of 
economy, use both sides of the front and back covers. 

2.14.7.9 Size and Format 

A lot of time and unnecessary expense can be saved by discussing the size and format of the 
brochure with the printer BEFORE it is put together.  The following points should be taken into 
consideration:  

 Content – Content should always be determined and approved by the command chaplain who 
is ultimately responsible for the content and the issuance of religious program materials  

 Size – Small, pocket-sized brochures seem to work best.  If the brochure is too big, the 
recipient may be tempted to discard it rather than carry it home.  A small brochure is easy to 
carry as it fits comfortably in the handbag or pocket 

 Number of Pages – This is determined by what needs to be said and how much room it will 
take to say it.  Eight to twelve pages is normally sufficient for ―welcome aboard‖ brochures.  It 
is also a good practice to plan the brochure so that it contains pages in multiples of four.  By 
doing this, the wasted cost of blank pages can be avoided as well as the extra expense of 
assembling and binding loose pages  

 Paper – Paper is manufactured in various colors, weights, and finishes.  Select the paper that 
is most economical and best suits your needs 

 Printing Process – The printer will provide advice as to the printing process that is most 
economical and best suited to the brochure to be produced 

2.14.7.10 Requests for Printing 

Procedures for handling requests for printing vary from one type of command to another.  On some 
ships, all printing requests must be approved by the repair officer or the ship’s secretary.  At shore 
commands, requests are usually approved by the administrative officer.  Within the Marine Corps, 
almost all Marine Corps printing requests are approved by the officer in charge of the local Marine 
Corps reproduction office.  The RP who is requesting the printing furnishes the printer with either a 
requisition form DD844 or DD 282 submits a memorandum.  In any case, the form should supply 
instructions as to the size, quantity, color of ink, kind of stock, date needed, and other pertinent 
information. 
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The instructions should be double checked to ensure that they are complete and that all necessary 
information has been furnished.  In requesting information from the chaplain, remember to get as 
complete a picture of the job as possible.  It is better to get more information than is needed than to 
end up with too little information.  

Once all the information has been provided, the printer assigns a serial number to the printing request 
form DD844 or DD 282.  Printing requests are generally prepared in duplicate.  One copy is filed, 
while the other copy accompanies the job until it is completed.  Printing requirements should be 
anticipated as early as possible in order to provide the printer with the necessary lead time to 
complete printing by the desired date. 

2.14.7.11 Plan-of-the-Day / Plan-of-the-Week (POD/POW) 

An item which states the scheduled time and location of divine services should be included in the 
plan-of-the-day or plan-of-the-week.  The POD/POW may also be used to carry a chaplain’s ―thought 
of the day‖ if this is desired by the command.  RPs should convey religious program information 
submitted by the command chaplain for inclusion in the POD/POW far enough in advance in order to 
provide the typist adequate lead time prior to publication. 

2.14.7.12 Family Ombudsmen Newsletters 

Family Ombudsmen play an important role in establishing and maintaining effective communication 
between the command, and assigned personnel and their dependents.  They utilize newsletters, 
familygrams, and other mailed material to maintain effective communication.  RPs should ensure that 
religious program information which deals with activities affecting the health, welfare, and morale of 
command personnel and their families is routinely submitted to the appropriate Ombudsman. 

2.14.7.13 Ship and Station Newspapers 

Ship, station, base, or area newspapers are published by individual activities for their own personnel.  
These papers provide local information and help boost the morale of personnel attached to the 
command.  Chaplains frequently make use of the command newspaper to disseminate information 
pertaining to devotional and religious activities. 

2.14.7.14 Stars and Stripes 

Stars and Stripes is a daily newspaper published for the overseas military community.  It supplements 
information provided by ship and station newspapers overseas and is published in Pacific and 
European editions for military personnel and their dependents, and Department of Defense civilian 
employees.  Stars and Stripes publishes regional and area news events.  It is also used as a forum 
for news releases by chaplains deployed in its publishing area.  RPs should submit information and 
news items provided by chaplains to the PAO for release to Stars and Stripes. 

2.14.7.15 Civilian Newspapers 

Special religious program activities or events which occur on board a ship or station and which are 
newsworthy should be released to local newspapers.  Standard Navy news releases are often used 
by civilian newspapers.  

2.14.7.16 Magazines 

Magazines have many advantages as information media for chaplains.  They often reach a larger 
audience than newspapers and have the advantage of longer life.  Whereas newspapers are often 
quickly discarded, magazines may be retained and reread.  Another advantage of the magazine 
medium for chaplains is that the material for magazines is normally written more in depth.  A story 

http://www.dtic.mil/whs/directives/infomgt/forms/eforms/dd0844.pdf
http://www.dtic.mil/whs/directives/infomgt/forms/eforms/dd0282.pdf
http://www.stripes.com/
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concerning Navy religious program activities in a newspaper, radio, or TV spot may present only the 
bare facts, whereas a magazine article can give details, color, and additional background information.  
Articles concerning religious programs and activities may be submitted to the following publications:  

 All Hands magazine 

 Leatherneck magazine 

 HQMC Hotline 

 Navy Chaplains Bulletin 

 Any internal publication which can be used to reach the chaplains’ target audience 

 Navy Times 

2.14.7.17 Directories and Guides 

Directories and guides provide an opportunity to publish a list and description of the installation’s 
religious programs.  Color photographs of religious program facilities are often used in these 
publications.  Such publications are frequently published by civilian firms in locations containing large 
Navy and Marine Corps complexes such as San Diego and Norfolk. 

2.14.7.18 Religious Publications 

Religious publications frequently publish news about the religious activities of military chaplains and 
other service members.  Religious publications are interested in news items concerning shipboard 
religious activities and the religious ministries provided by Navy chaplains to Navy Seabee and 
Marine Corps units in the field.  RPs should try to provide the Office of the Chief of Chaplains with any 
pictures, news items, and articles pertaining to religious ministry in the sea services that are 
newsworthy.  The Office of the Chief of Chaplains serves as the Navy Department liaison with 
American churches and the church press, which have a continuing need for items of interest to the 
general public. 

2.14.7.19 Information Fliers 

Publicity information concerning religious program activities and events, when appropriate, may be 
placed in areas where people meet, such as the commissary, exchange, and other personnel support 
areas.  

2.14.7.20 Familygrams 

One of the best ways to boost morale of family members is to keep them informed, and one of the 
best ways to accomplish this task is the familygram.  Familygrams, although not easy to prepare, 
have proved to be enormously effective.  Chaplains are frequently assigned this responsibility. 

A familygram is an informal letter from the commanding officer to the families of assigned personnel.  
Familygrams are published by ships, squadrons, and advanced bases when Navy members are 
separated from their families for lengthy periods of time.  They are written in an informal manner, 
describe operations at sea and ports of call, and contain bits of news that may give dependents or 
relatives a feeling of knowing what’s going on in the fleet.  There is normally no set time for issuing 
familygrams.  They can be initiated monthly, at set intervals during a deployment, or as 
circumstances dictate. 
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2.14.8 Audiovisual Media 

Chaplains may make extensive use of audiovisual materials to present devotional and religious 
information to the command.  Audiovisual materials used normally include: 

 Graphic art 

 Still photography 

 Slides and filmstrips 

 Transparencies 

 Motion picture/news film 

 Audiotape 

 Videotape 

 Multimedia 

Although most of the audiovisual materials used in the Command Religious Program are purchased, 
or otherwise obtained by the command, some of the audiovisual (AV) items requested by the 
command chaplain will have to be prepared locally.  Chaplains may also make use of local, internal 
broadcast media to disseminate devotional and religious information.  These media include: 

 Shipboard Information, Training, and Entertainment Closed Circuit Television (SITECCTV) 
System 

 Armed Forces Radio and Television Service (AFRTS) Outlets Overseas 

2.14.9 Graphic Art 

Graphics are used to draw attention to print and nonprint media, to emphasize subjects and to keep 
readers or viewers interested.  The public affairs office may have a graphic artist who can be helpful 
in selecting and developing appropriate line art to be used in the Command Religious Program.  Work 
requests for graphic art to be used in devotional, religious, or publicity materials for the Command 
Religious Program should be submitted on an audiovisual activity job order. 

Some important points to remember in the use of graphics are: 

 Simplicity – Keep to essentials; if it cannot be verbally explained, don’t show it 

 Avoid clutter ─ take one element at a time 

 Clarity – Make the visual pertinent to the subject.  If the visual is not recognizable, do not use 
it.  Do not show a visual for its own sake, no matter how good it is 

 Neatness – Be neat! Many good visuals lose their effectiveness because of a sloppy 
appearance.  Neatness contributes to the clarity of a visual 

2.14.10 Photography 

The command chaplain may request that photographs for use with devotional, religious, or publicity 
material be taken by a Navy or Marine Corps photographer or photojournalist.  Before submitting an 
audiovisual work request, the RP should determine exactly what type of photograph or picture story 
will be most effective for the purpose intended.  Planning is essential if photography is to be used 
effectively.  In addition to the common single photo caption, there are four other basic types of picture 
stories which may be requested.  They are generally classified as: 
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 Illustrated text 

 Picture-text combination 

 Pure picture story 

 Picture story within the text 

2.14.10.1 Illustrated Text 

The text, or story, is usually written first by the chaplain, and then one or more photographs are used 
to illustrate, or dramatize its content.  In reality, this is not a true picture story, since the pictures are 
incidental to the story rather than being an integral part of the text.  The photographs are used to 
dress up the page, make it attractive, give it character, or establish a mood.  Many magazines use the 
illustrated text format.  They frequently introduce each story with a single illustration, full page size, 
which serves to attract the reader’s attention and encourage the reading of that particular story. 

2.14.10.2 Picture-Text Combination 

As the name indicates, the picture-text combination employs both pictures and text.  The pictures, 
however, carry the weight of the story.  The text is important and provides worthwhile information 
relative to the pictures, but it is secondary to the pictures.  This is the easiest type of picture story to 
develop, and the one most commonly used in the Navy. 

2.14.10.3 Pure Picture Story 

In the pure picture story there is no text, except for a brief introduction.  Of the four basic picture story 
types, this is the most difficult to develop.  Pure picture stories frequently are presented in sequences 
of pictures taken at brief intervals.  For example, a pure picture story of a VIP’s arrival might show the 
person deplaning, shaking hands with a member of the greeting party, inspecting an honor guard, 
and entering a limousine.  Pure picture stories normally are used only when the action is simple and 
familiar enough to the average reader to require no word description. 

2.14.10.4 Picture Story within the Text 

A picture story within the text actually presents two separate but related stories.  One story is told in 
words, the other in pictures.  Both are complete in themselves.  The text may be used without the 
picture story, or the picture story may be used without the text.  The combination of the two in a single 
layout, however, makes the spread much more effective than either would be alone. 

2.14.10.5 The Single Picture  

The single picture story is the most basic form of photojournalism.  The objective is to allow the 
viewer to ―feel‖ the action and thus become involved with the subject.  It sums up the subject, evokes 
some emotion, or keys the action or the setting.  

Every photographic situation is different so there is no magic formula for the photographer to use in 
order to put impact or strength into a picture.  Occasionally, the single meaningful picture is simply a 
matter of luck – being at the right place at the right time.  More often the picture is the result of careful 
planning.  In either case, the event is only captured because of the timing of the photographer. 

Timing means capturing the moment of greatest significance.  There is no exact way of predicting that 
moment.  To be successful, the photographer must anticipate what is coming and be ready when it 
arrives.  Prior to the actual photo session, the RP should brief the photographer as fully as possible 
about the activity or event which is to occur, so that the photographer can plan the shots that will be 
the most effective. 



2-71 

2.14.10.6 The Photo Session 

Once it has been determined what photographs are desired, the Religious Program Specialist should 
defer to the photographer.  Suggestions for the photo session which the RP should keep in mind 
include:  

 Establish a firm time for the photo session and notify everyone concerned.  A call on the day of 
the event or the day before the event might avoid an embarrassing situation 

 The choice of camera and the placement of lighting all demand technical photographic training.  
Since most RPs cannot be expected to double as photographers under ordinary 
circumstances, it is better to leave such matters to a skillful and qualified cameraman.  Even 
RPs who are gifted as amateur photographers should not tread on the professional’s toes by 
giving directions.  Leave the technical work to the expert 

 Inspect the location.  Remove glasses, coffee cups, and litter.  Have a window washed or a 
section of a wall painted if it is dingy.  Also, make sure everyone is in proper uniform and that 
they meet acceptable standards of personal appearance 

 Do not interfere with the photographer, but be ready to assist if requested.  Leave most of the 
posing to the photographer 

 Don’t over-order prints.  Determine what the print requirements are going to be so as to avoid 
placing unnecessary requirements on the photo lab.  If contact prints are desired, indicate this 
on the photo request or job order 

2.14.10.7 Submission of Publicity Photographs 

Publicity pictures are normally printed on glossy paper, size 8 by 10 inches or 5 by 7 inches.  Each 
print is numbered on the back for ready identification. The photograph caption should not be written 
or typed on the back of the picture.  It should be noted on a separate strip of paper and lightly 
fastened with rubber cement or scotch tape either to the back or along the bottom edge of the picture.  
The same number should appear on the caption strip as on the print itself.  Captions should be 
written in clear, concise language.  An ideal caption would consist of only one line. 

Remember that the glossy surface of the print is brittle.  Do not write or type on the back since any 
break or crack may ruin the print for purposes of reproduction.  To protect the prints, a sheet of stiff 
corrugated cardboard, cut to size, should be inserted in the envelope with prints.  This should be 
done whether the package is to be mailed or delivered by hand. 

2.14.11 Slides and Filmstrips 

Any photograph can be made into a slide.  Slides are used in all types and levels of presentations 
and are relatively inexpensive to produce. 

Filmstrips are frequently used for educational purposes.  The frames can be arranged in such a way 
that an entire story or lesson can be contained in one strip.  A major disadvantage of filmstrips is that 
they cannot be repaired (spliced) without losing a portion of their information. 

2.14.12 Transparencies 

As used here, transparencies refer to large vu-graph transparencies projected with overhead 
projectors.  Depending on the time factor, the information to be presented, and the quality of 
transparency desired, the production methods may vary from information typed on clear plastic to 
complex illustrations on colored film.  The standard size for a transparency is 7-1/2 x 9 inches (19 x 
23 cm).  At many Navy and Marine Corps installations transparencies are widely used to present 
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information in scheduled briefings.  This medium is useful in instances where the information to be 
presented changes frequently and must be updated between briefings. 

2.14.13 Motion Pictures 

Motion pictures are used extensively in Navy and Marine Corps training and information programs. 

2.14.14 Television Newsfilm 

Navy or Marine Corps newsfilm of purely local interest can be prepared and released directly to local 
television outlets by the command public affairs office (PAO).  Whenever religious programs or events 
occurring within the command are of interest to local news media, the command public affairs office 
should be notified as far in advance as possible.  Release of quality material regarding command 
activities is an important function of the command PAO.  Television is the major outlet for Navy and 
Marine Corps newsfilm.  Local television stations may prefer to cover command activities in order to 
provide their own coverage; otherwise, film may be provided by the command PAO.  When Navy or 
Marine Corps film is used, the TV station should be provided with a complete and detailed fact sheet.  
Normally, television stations prefer to edit the film and write the copy themselves. 

2.14.15 Audio and Visual Tapes 

Audio and visual tapes are media which can be effectively used in the Command Religious Program. 

2.14.15.1 Audiotape 

Audiotapes or soundtracks are utilized to some extent with most audiovisual materials which are 
prepared within the Navy.  Language and music are often recorded on audiotape or soundtracks to 
explain and enhance visual images which are presented.  The command chaplain may desire that 
special activities or events within the Command Religious Program be recorded using audiotape 
alone or in conjunction with other audiovisual (AV) media. 

2.14.15.2 Videotape 

Videotapes or video disks are often used in religious education.  Chaplains may utilize this media to: 

 Tape a chaplain’s religious education presentation when this is desired 

 Provide religious services and programs to patients in the hospital 

 Tape in-service training material for the religious education staff 

 Tape model wedding rehearsals – to enable couples to select the type of ceremony that they 
desire 

 Provide worship instruction for altar servers.  The action may be stopped to emphasize the 
various movements  

 Tape programs for religious holy days and other special times of the year 

2.14.15.3 Multimedia 

Multimedia is a presentation technique which employs a combination of audiovisual formats.  A 
combination of prerecorded audiotape, usually a cassette, and appropriate slides can be used to 
make a multimedia presentation.  The tape track or channel is recorded with the narration and the 
change signal is recorded on the remaining channel.  After the tape and slides are coordinated, the 
audience hears the narration while the recorded synchronizer sends signals to the projector, 
changing the slides at the appropriate place in the narration.  Training specialists have found that 
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seeing pictures and hearing a presentation at the same time enhances the learning process.  This is 
why motion pictures are so popular.  Motion pictures, however, have some disadvantages.  They are 
expensive to produce and the subject matter often becomes outdated in a short period of time 
because of changes in equipment, procedures, or Navy policy.  The multimedia approach is an 
economical alternative. 

A multimedia slide-tape program can be developed on nearly any subject and used as an effective 
teaching tool.  The budget for producing a slide-sound program is modest, which includes the price of 
the audiotape and the processed film if a camera is used.  The equipment is generally available at 
every duty station. 

2.14.16 American Forces Radio and Television Service (AFRTS) 

One means by which chaplains may convey information to command personnel is through the 
American Forces Radio and Television Service (AFRTS) outlet.  Today there are many AFRTS 
stations located throughout the world and on board Navy ships and submarines at sea.  It is 
impossible to determine with any accuracy the size of the total AFRTS audience at any one time, but 
it has been estimated to be as large as 1,250,000 service personnel and dependents with a ―shadow‖ 
audience of perhaps 20 million people in the various host nations. 

The mission of AFRTS is to provide a means for rapid dissemination of local command information, 
DoD and service-unique internal information, national and international news, sports, special events, 
and entertainment.  This service is provided for Navy ships and submarines at sea and DoD civilians 
and their dependents that are located in areas which have no adequate English language radio and 
television broadcasting available.  AFRTS outlets under Navy control ashore or at sea are normally 
operated as a branch of the command public affairs organization. 

Overseas, AFRTS outlets offer chaplains an ideal means of conveying information to their respective 
command personnel.  Time can be made available by the program director to area chaplains through 
programming which is prepared, produced, and supervised locally at the command’s AFRTS outlet.  

Chaplains may also be asked to provide short, inspirational messages for the local AFRTS outlet.  In 
addition to local programming featuring the chaplain, religious programming for AFRTS is provided by 
AFRTS Los Angeles and by AFRTS Washington. 

Religious broadcast material is selected for AFRTS use by the Armed Forces Chaplains Board for 
distribution and broadcast.  Religious programming selected by the Armed Forces Chaplains Board is 
representative of all faith groups which supply chaplains to the Armed Forces of the United States.  A 
religious program series may be presented weekly, or it may be shipped in alternate 13-week cycles 
with other religious series, or it may be given time in the weekly omnibus series called ―Banners of 
Faith.‖ 

Religious music is also programmed with other types of music for broadcast by AFRTS stations.  
Questions concerning religious programs and programming should be sent to the Navy Broadcasting 
Service for coordination with the Armed Forces Chaplains Board.  

2.14.17 Shipboard Information, Training, and Entertainment Closed Circuit 
Television (SITE-CCTV) System 

At sea, the Navy SITE-CCTV System provides shipboard chaplains with an extremely flexible 
communication tool to assist them in fulfilling their responsibilities.  

The first SITE (Shipboard Information, Training, and Entertainment) closed circuit television system 
was installed on USS Josephus Daniels in January 1973.  At that time, SITE TV systems were basic, 
austere, standardized, compatible CCTV systems designed for ships with crews of more than 350 

http://afrts.dodmedia.osd.mil/
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personnel (less aircraft carriers) that could provide cable TV throughout a ship from one of four 
programming sources – live camera, 16mm film, 35mm slides, and 1-inch videotape.  

By 1979, a smaller TV system for ships with crew sizes of less than 350, called Mini-SITE had been 
successfully tested and was being installed in the smaller surface ships.  Mini-SITE was followed by 
Sub-SITE, a CCTV system specifically designed for submarines.  The first production model Sub-
SITE system was installed in 1980.  Mini-SITEs and Sub-SITEs utilize 1/2-inch videotape, and all 
SITE-1 systems were converted to 1/2-inch videotape.  They were later replaced by the newer state-
of-the-art SITE-2 systems. 

Religious programming is normally a part of each SITE system’s regular broadcast schedule.  Short 
sermons or religious instructions are often used for weekend viewing in fringe or nonprime time slots.  
Public affairs personnel normally manage the SITE systems aboard ships where chaplains and RPs 
are assigned and may ask the chaplain for ideas or suggestions concerning local programming 
dealing with religious subjects.   

A copy of the SITE BROADCASTERS HANDBOOK may be obtained from: 

Director 

Navy Broadcasting Service (OP-007C) 

Office of Information 

Department of the Navy 

Washington, DC 20350 

2.15 RELIGIOUS PROGRAM FACILITIES 

The chapel and its related religious program facilities comprise the physical center for the Command 
Religious Program.  It serves as the center for divine services and other devotional and religious 
activities in the command.  The chapel and its related facilities should be kept clean and in good order 
at all times.  Chapel surroundings should be conducive to the religious activities and events which 
occur there.  Anything that detracts from divine services should be identified and corrected.  Factors 
that should be considered by RPs in regard to religious program facilities include: 

 Directional signs to the chapel and religious program facilities 

 Maintenance of chapel grounds 

 Chapel lighting 

 Chapel literature racks and displays 

 Seasonal displays for religious program facilities 

 Colors used in the maintenance of religious facilities 

 Electrical, plumbing, and miscellaneous fixtures 

 Availability of Navy Public Works Center (NPWC) and Marine base support services 

2.15.1 Directional Signs  

With command approval, directional signs should be posted at each entrance and at major 
intersections on base to indicate the location of the station chapel.  The office of the chaplain should 
be similarly identified if it is not a part of the main chapel facility.  Directional signs should be 
functional and should be visually attractive. 



2-75 

2.15.2 Chapel Grounds 

Chapel grounds should be cleared of any debris and be kept neat and well-trimmed.  Shrubs and 
flowers may be added to enhance the chapel grounds.  Consult the shore command’s self-help facility 
for procurement of items necessary for beautification projects on Chapel grounds and facilities.  

2.15.3 Chapel Lighting 

The chapel should be well lighted inside and out.  Spotlights or floodlights can be used to accentuate 
some special feature of the chapel at night.  Energy conservation measures should be considered 
however, when spotlights or floodlights are used.  Timers are usually installed for this purpose. 

2.15.4 Chapel Bulletin Boards, Literature Racks, and Literature Displays 

Chapel bulletin boards, literature racks, and literature displays which are well placed and properly 
maintained may be useful tools in support of the religious program: 

 Bulletin boards – A bulletin board, placed in a conspicuous place in the chapel, should be used 
to post a copy of the chapel fund Statement of Operations and Net Worth at the end of each 
fiscal quarter.  Chapel bulletin boards should also display notices of coming chapel events and 
activities.  Only current information should be displayed.  Outdated material should be 
removed on a scheduled basis.  The Federal Supply Classification FSC 7195 should be used 
to identify bulletin boards when they are requisitioned 

 Literature racks and displays – Religious literature and devotional aids which have been 
selected by the chaplain for display and use should be placed by the RP in the literature rack 
or prominently displayed.  Literature racks and displays should be neatly and attractively 
arranged.  Material which is out of date should be removed and replaced with current material.  
An RP should be designated to ensure that the literature racks and displays are properly 
organized and maintained 

2.15.5 Colors Used in Religious Facilities 

RPs are responsible for keeping government facilities designated for divine services and religious 
activities in good order and as attractive as possible.  The physical appearance of these chapel and 
religious facilities is as important to the military community as similar facilities are to the civilian 
community. 

Whenever interior or exterior painting of the chapel is required, the colors selected should contribute 
to the dignity of the chapel.  The Navy chapel should always provide a pleasant background for 
worship.  For the main area of the chapel, snow white or gull gray are recommended.  Acceptable 
alternatives are pale green and sand beige. Natural wood or stained wood pews are preferable to 
pews which are painted as they require less maintenance and are more practical.  If pews are 
painted, however, snow white should be used.  For the chapel vestibule, sacristy, vestry, and office, 
pale green or sand beige is recommended.  The interior of kindergarten or Sunday school rooms 
should be pale yellow or aqua.  Polar white is usually best for the siding, trim, steeples, and other 
exterior details of Navy chapels, except for those chapels with brick, copper, stone, or other natural 
finishes.   

2.15.6 Devotional and Religious Displays 

Devotional and religious displays are often used to dramatize the significance of holy days or 
holidays.  Prior to Christmas, Easter, Passover, or other holy days or special occasions, the 
command chaplain may request a specific devotional or religious display for use within the chapel, on 
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the chapel grounds, or at other religious program facilities.  To obtain such a display, the RP should 
submit a work request to the local public works or civil engineer’s office.  When submitting the work 
request, allow sufficient lead time to permit construction by the date requested. 

2.16 MAINTENANCE OF ELECTRICAL, PLUMBING, AND 
MISCELLANEOUS FIXTURES 

When submitting work requests to the local public works or civil engineer’s office for electrical, 
plumbing, and miscellaneous service, there are standard questions that must be addressed. 

2.16.1 Requesting Navy Public Works Center or Marine Base Support 
Services 

To obtain the services of the Navy Public Works Center (NPWC), a work request must be submitted 
to the station civil engineer or public works.  The Customer Request, NAVFAC 9-11014/TF-1, is the 
officially recognized method of obtaining NPWC services except in emergencies.  This request form 
must be completed for specific, recurring, and minor work, engineering consultations and 
investigations, contracts, special project preparation, and scheduled transportation services.  As the 
initial input to NPWC, the Customer Request should contain information that is as complete as 
possible to assist in speedy processing.  Additional information that might enhance understanding of 
the services desired should be included on or attached to the Customer Request.  For Marine Corps 
bases and air stations refer to Marine Corps Order (MCO) MCO P11000.7 (series) and its local 
implementing directive in the 11000 series. 

Emergency Service can be requested by the RP by calling the PWC trouble desk.  Emergency work 
is defined as work which requires immediate action to accomplish any or all of the following purposes: 

 Prevent loss or damage to Government property 

 Restore essential services that have been disrupted by breakdown of utilities 

 Eliminate hazards to personnel or damage to equipment 

2.17 RELIGIOUS MINISTRY FACILITY 

The religious ministry facility (RMF) whether afloat or ashore, is the center for worship.  As an RP, 
always keep in mind that the RMF is a reflection of the sea service personnel we serve.  Built from 
stones, steel, glass, and wood, the RMF is the heart and cornerstone of the naval community 
because it is the place where people of all religious, ethnic, and cultural backgrounds can assemble 
to worship. 

An RMF contains areas that are referred to in technical terms that every RP must be able to use and 
understand.  The three primary elements in an RMF are: 

 Worship center 

 Religious education center 

 Administrative office 

2.17.1 Worship Center 

As its name implies, the worship center is a building provided for worship and proclaimed to welcome 
all people for the free exercise of their religion.  Because worship centers are intended to be used by 
all faith groups, they are designed for multiple uses.  Each worship center must be meticulously cared 
for and made suitable for the active participation of all naval personnel and their families. 

https://portal.navfac.navy.mil/portal/page/portal/navfac/navfac_ww_pp/navfac_navfachi_pp/contact/services/tf-1%204-09.doc
http://www.marines.mil/news/publications/Documents/MCO%20P11000.7C%20W%20CH%201%20THRU%205.pdf
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A worship center may have several distinct sections: the nave, choir, narthex, aisle, chancel, 
baptistry, chapel, sanctuary, and sacristy.  RP should not only be dedicated to religious program 
service but also become familiar with all of these worship center areas. 

2.17.1.1 Nave 

The nave is the main body of the worship center.  As the area reserved for the worshipers, the nave 
consists of the central open space, including the side aisles, that extends to the rear of the facility. 

2.17.1.2 Choir 

As its name implies, the choir is the section set aside for a musical choir.  Some RMFs make use of a 
choir loft, either in the sanctuary or at the entrance, in which both the organ and the musical choir 
perform.  Modern architecture will often try to place the choir where it can be seen by the 
congregation without obstructing the congregation’s view of the sanctuary. 

2.17.1.3 Narthex 

The narthex is the vestibule, or porch, at the entrance of the church.  It is separated from the nave by 
a wall, railing, or screen. 

2.17.1.4 Aisle 

The aisle is the architectural division of the worship center on either side of the nave.  It can be 
separated from the worship center by a series of columns or pillars. 

2.17.1.5 Chancel 

The chancel is the area of the worship center assigned to the officiating clergy.  The chancel includes 
the area around the altar, and may even include the choir area. 

2.17.1.6 Baptistry 

The Baptistry is the part of the worship center reserved for the administration of baptism.  Many 
baptisteries are located in the front part of the worship center.  Depending on the particular faith 
group practices, the Baptistry can be very large, to provide an area for immersion, or very small, to 
accommodate a small font used for pouring water. 

2.17.1.7 Chapel 

The chapel is a small room or area reserved for special purposes, such as the reservation of the 
Blessed Sacrament, a shrine, or a small place for service. 

2.17.1.8 Sanctuary 

Literally, a sanctuary is a holy place.  In the RMF, the sanctuary refers to the worship area.  Today, 
the elevated center of liturgical ceremony is placed closer to the worshiping community. 

2.17.1.9 Sacristy 

The sacristy, or vestry, is a room or annex of the worship center where finishings for the altar are kept 
and the ministers vest and prepare themselves.  Often located near the altar, the sacristy houses the 
vesting table, the articles used in the service, and the sacrarium.  The sacrarium is a basin or sink 
equipped with a separate drainpipe that goes directly to the earth for dispersal of water used for 
sacred purposes, such as the washing of chalices or altar linens. 
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2.17.2 Religious Education Center 

The religious education (RE) center is the building, or area, where training and development take 
place.  The center may include classrooms, library, common rooms, nursery, kindergarten, kitchen, 
supplies, and often a great room or community room.  The RE center is not just for weekend 
purposes; it should be routinely available for community involvement projects, command training, 
secular program development, and an endless variety of civic projects. 

2.17.3 Administrative Office 

The administrative office is located in the building or area where the day-to-day administrative 
processing takes place.  The administrative office consists of the reception area office of the 
chaplain(s), counseling area, and other chapel staff offices. 

2.18 RELIGIOUS EDUCATION PROGRAMS  

An essential task of any CRP is to provide and encourage religious education opportunities and 
participation.  Before the education process can begin, however, the facilities must be prepared.  
Preparing the facilities includes setting the environment, providing the necessary audiovisual/media 
equipment, providing for proper distribution of the curriculum, and setting up the classrooms. 

An RP must be aware of religious education needs within the CRP arena.  For example, be able to 
detect the current growth or decline within the commands religious education population as well as 
provide the skills necessary to plan, develop, and carry out an effective religious education program. 

2.18.1 Inclusiveness 

Understanding the role of the chaplain is critical to understanding religious education, the definition of 
inclusiveness, and the role this important characteristic plays in the success of a CRF.  In fact, 
inclusiveness is the key principle in any CRP.  One of the most important responsibilities of all 
chaplains is to support this principle as they plan, program, and implement religious education for sea 
service personnel. 

Following the principle of inclusiveness, the CRP must serve the entire command unit, their families, 
and other authorized persons.  There are no exceptions to this policy.  As a way to develop and 
nurture a spiritual life in others, providing and facilitating religious education is an essential function of 
all sea service chaplains and their CRPs (Chief of Chaplains Vision).  In fact, to provide and facilitate 
expresses a foremost principle in all religious ministries in the sea service.  

Chaplains provide for members of their own faith groups by guiding formal and informal religious 
education activities based on their own specific faith traditions.  Chaplains facilitate for members of 
other faith groups by guaranteeing that personnel have suitable circumstances to engage in religious 
education activities within each person’s own distinctive faith tradition.  Chaplains also care for all by 
making sure shared religious education activities respect the needs of all personnel.  To serve the 
needs of all authorized persons, chaplains and their CRPs must meet the religious education needs 
of the non-church connected individuals as well those who are church connected. 

In the following paragraphs, we will look at some of the tasks for which the RP will be responsible and 
the skills needed to develop religious education opportunities into positive situations that will affect 
many people. 

2.18.2 Role of the RP in Religious Education 

The area of religious education offers many opportunities for the RP to develop enhance skills in the 
following areas: 
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 Diagramming program support requirements 

 Training religious education volunteers in the use of audiovisual/media aids 

 Coordinating logistics support 

 Coordinating religious education program enrollment 

 Rigging and unrigging religious education programs 

 Compiling and reporting religious education statistics 

2.19 DIAGRAMMING PROGRAM SUPPORT REQUIREMENTS/ 
ANALYSIS 

Diagramming program support requirements is a responsibility for every RP.  As Navy tasks become 
more and more complex, the jobs or skills associated with day-to-day operations, maintenance, and 
even repairs will tend to increase in complexity.  As a result, the task of diagramming the program 
support requirements of these skills and jobs will become more exacting, and will require thorough 
and conscientious preparation. 

Diagramming program support for religious education means simply reading and following a diagram.  
An outline or diagram for each particular task should be provided and contain both a step-by-step 
method for performance and factual information closely associated with the task.  To diagram a task, 
simply fill in the outline. 

2.19.1 Religious Program Analysis 

One method to use while preparing an analysis is to fill in the outline while simultaneously preparing 
to perform the task.  If the task is new or even complex, perform it slowly, one step at a time, to 
determine how to describe it.  At each step ask the following questions: 

 Is this the most efficient way to perform this step? 

 Is this the quickest way? 

 What safeguards can I stress? 

 Is this the most economical way? 

 Is this program all-encompassing of other faith groups? 

 What related facts should be given? 

2.20 TRAINING RELIGIOUS EDUCATION VOLUNTEERS IN THE USE 
OF AUDIOVISUAL/MEDIA AIDS 

Religious education volunteers must be provided with specific training in audiovisual media and 
equipment.  Training and practice will allow volunteers to be able to use these important training aids 
confidently and successfully.  Do not overwhelm volunteer teachers by demonstrating a variety of 
procedures during one session.  Instead, take time to teach volunteers one procedure at a time.  In 
this way, volunteer teachers can master one skill before moving on to the next. 

2.21 COORDINATING LOGISTICS SUPPORT WITH THE CRE  

RPs provide logistic support services to those who minister religious education.  Among these 
logistics support services are the library, media center, curriculum materials and supplies, records 
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and reports, budgeting and purchasing, equipment and facilities, and office support.  Coordination 
means these support services include the right materials, in the right place, at the right time, in the 
right quantity, and ready for appropriate use. 

2.21.1 Library 

The role of the library will be covered in greater detail in chapter 8 of this manual.  The religious 
education library will differ little from a general library.  For both libraries, tasks such as classifying, 
cataloging, labeling, displaying, repairing, filing, shelving, and circulating materials will be the same.  
The major difference, of course, is that the religious education library will specialize in religion and its 
related fields. 

2.21.2 Media Center 

The media center design should involve media in the life of the religious education volunteers, 
teachers, chaplains, lay readers, and members and in the work within the RMF.  The responsibility of 
the RP will be to educate persons in the use of media and to provide the necessary media and media 
services to Support the CRP in the achievement of its targets and goals. 

The RP assigned to the media center will report and recommend to the command chaplain or RMF 
chaplains the following concerns: 

 Evaluation of current and special media equipment or programs 

 Problems and shortcomings 

 Ways to improve activities 

 Special needs – particularly in the areas of space, furniture, budget, or policies 

 Plans for new support services and special projects 

 Instruction on media training resources 

A primary role of the RP is to provide the support services necessary for the enhancement of the 
CRP’s religious education program. 

2.21.3 Curriculum Materials 

Curriculum materials vary from faith group to faith group and even within particular faith groups.  The 
faith group chaplain, the lay reader, or teachers of religious education normally recommend 
curriculum materials.  In all cases, it is critical that the curriculum be chosen wisely. 

Curriculum publishers provide ordering forms, information about their materials, and a listing of items 
available with emphasis on new materials and easy ordering.  Publishers announce new items and 
include special order blanks and instructions for ordering.  Study the information catalogs and order 
forms before ordering the materials.  Remember to order early.  One person should handle all 
ordering.  Seek help from the command supply representative.  Accurately complete order forms.  Try 
to order adequately but not excessively.  Always open and check packages upon receipt and before 
distribution of the material. 

2.21.4 Resources 

Those items needed to support the religious education ministries such as supplies, equipment, and 
facilities require exact management.  RPs are the suppliers; purchasing agents, distributors, inventory 
clerks, and, in some instances, trainers and follow-through supervisors with regard to each of these 
areas. 
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2.22 COORDINATING RELIGIOUS EDUCATION PROGRAM 
ENROLLMENT 

The person enrolling in religious education is dependent upon the RP because that person is taking 
an important and possibly life-changing step.  He or she has a specific ministerial need that needs to 
be met.  The purpose in enrolling a person reaches far beyond the need for information.  It is the 
opportunity to develop a relationship with that person.  Contributing to the enrollment process for 
each faith group must be a high priority for every RP. 

2.22.1 Promoting Enrollment 

One concept of enrollment calls for actively seeking out people anywhere or anytime to enroll them.  
If they agree, the chaplain or faith group leader places them on the roll.  This concept encourages 
people to enroll even before they attend. 

Assisting the Chaplain or religious education staff in efforts to encourage enrollment, even when the 
circumstances may tempt the RMF to limit the number of people enrolled is a vital function of each 
CRP.  Challenging circumstances such as not having enough teaching units, enough volunteers, or 
enough space should not cause a control in enrollment but instead these circumstances should 
provide a goal to discover and enlist more volunteers, begin new classes, and provide more space. 

Keep records on all enrollees.  Use this opportunity to promote the CRP’s religious education 
programs.  Display attendance boards prominently and call attention to the enrollment figures. 

2.22.2 Maintaining Enrollment and Attendance Records 

Use an enrollment card such as the one shown in Figure 2-24 to keep a permanent file of the master 
enrollment. 

Maintain a record book for religious education or an attendance record card such as the example 
shown in Figure 2-25 to keep a record of each person’s attendance.   

Each preschooler, child, youth, and adult class should have similar records maintained by the officers 
in each department. 

 

Figure 2-24 — Enrollment card. 
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Figure 2-25 — Attendance record. 

2.22.3 Preparing for Enrollment Day 

Prepare the records for the upcoming religious education day during the normal work week.  Some 
tasks might include adding names of new members to the proper class and department rolls, 
removing the names of persons dropped or transferred, and correcting files. 

Provide records to the respective religious education directors or age group coordinators as required.  
The department directors and teachers will use these records to discover needs of individuals and 
weaknesses of classes and departments.   

In preparation for enrollment day, gather construction paper for use in making name tags, scissors, 
felt-tip markers, and masking tape.  Banners are a creative tool to display a theme.  Create two 
posters with enrollment instructions, one for those already enrolled and another for prospective 
enrollees.  Arrive early to setup an enrollment room.  Provide enough chairs for expected attendance 
and, by all means, have an adequate supply of enrollment cards on hand. 
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2.22.4 Rigging and Unrigging Religious Education Programs 

There are several important lessons every RP must learn about rigging and unrigging.  First, always 
allow enough time.  Second, everything has its place and everything should be in its place.  Third, 
make a checklist, review the checklist, and then review the checklist again.  Finally, forgetting or 
ignoring even the smallest detail can have serious repercussions.  Being vigilant in every aspect of 
organization will greatly enhance and better the religious education program.  Having an all-inclusive 
checklist will be an asset.  

2.22.5 Compiling and Reporting Religious Education Statistics 

Statistics are often used to stimulate, exaggerate, baffle, or oversimplify.  Statistical methods and 
statistical terms are needed to report data of religious education trends, conditions, opinions, and 
census.  Without knowledgeable users such as RPs, chaplains, and staff personnel, the results may 
be meaningless. 

Statistical reporting is basically furnishing numerical facts that summarize what occurred and was 
recorded.  It may include similarity of facts for different periods of time, analysis, evaluation, and 
clarification of the meaning of the data.  In the religious education program, the RP must furnish the 
leadership, guidance, and technical assistance to manage a successful CRP religious education 
statistical program. 

In developing a system of statistical reporting, reports must meet the following criteria: 

 Satisfy a specific need 

 Suit the occasion and contain more than cost figures 

 Be suited to individual chaplains or faith groups 

 Be timely, self-explanatory, and impartial 

 Promote management by exception 

 Be fair, accurate, and simple 

 Be open to clear-cut analysis 

 Be cost-effective, either in time or money 

 Provide for follow-up reports 

Collection and interpretation of statistical reports are not read as ends in themselves.  They are the 
means to an end-the accomplishment of plans.  The results they help to achieve depend largely upon 
the chaplains, RPs, councils, and religious education volunteers.  This is why statistical reporting 
must be geared to the needs of the recipients. 

2.22.5.1 Written Reports 

The value of a written report is that it can be read at a convenient time and is available for 
subsequent rereading and study.  Reports that are short and to the point are generally more 
attractive.  For this reason, make use of tables, analyses, graphs, and other efficient ways of 
presenting statistical data.  Consider the following methods: 

 Flash statistics – Periodic summary cards or sheets that provide flash reports of key religious 
education monthly (or other periodic) statistics in brief.  This easy-to-handle form for reference 
purposes shows progress in broad areas known to the observer 
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 Flash analyses – Statistical highlights that provide a brief form of a timely graphic and narrative 
statement of meaningful changes, changes in broad religious education areas, and suggested 
areas for further investigation 

 Analytical statistical reviews – Reviews that provide for the examining of progress in religious 
education program areas covering a period of time longer than one month.  These reviews 
allow the reader to compare progress with plans and trends and may provide a narrative 
explanation of unusual variations 

 Reference book compilation of statistical data – Made available to chaplains, councils, and 
faith groups and provides information usable for reference in areas where problems arise.  A 
reference book contains broad trends, comparative data, and detailed grouping. 

2.22.6 Graphic Devices 

Graphic devices dramatize situations as well as assist in remembering noticeable points.  Graphic 
devices may be used in concert with oral presentations.  Such graphic devices may include charts, 
tables, outlines, slides, transparencies, and other illustrative materials.  

Finally, in a program as complex as the religious educational ministry, reports to those managing the 
religious education program must show interrelationships.  A decline in one program may require 
replanting or reprogramming elsewhere.  Statistical reporting can be deficient if it does not, on a 
regular basis, provide chaplains, teachers, and faith groups with information on the interrelationship of 
programs.  Reporting statistical information is the force that unites all facets of the religious education 
program into an integrated whole, from program onset to realization. 

2.23 PRESENTATIONS 

Presentations are an important tool used to entertain, persuade, inform, and instruct an audience or a 
class.  Quite often, the chaplain or the RE instructor will use audiovisuals in a presentation to 
reinforce the message or idea to be communicated.  RPs provide chaplains and volunteer RE 
instructors the audiovisual and presentation support they need in order to make their presentations.  

2.23.1 Religious Education Presentations 

In addition to providing audiovisual and presentation support to chaplains and RE instructors, RPs are 
required to instruct and assist volunteer personnel in religious education methods and in the use of 
religious educational material.  RE instructors must have certain fundamental skills in order to make 
their presentations and to teach effectively.  The degree of audiovisual support required by RE 
instructors will depend upon their knowledge of the learning process and of basic instructional 
techniques.  RPs must be able to instruct volunteer personnel as to the learning process, use of 
instructional techniques, types of audiovisual aids, selection of audiovisual aids, and basic 
presentation support. 

2.23.1.1 The Learning Process 

Learning is defined by Webster as the ―acquisition of knowledge or skill‖ but few instructors have 
actually analyzed the learning process to determine just how this ―acquisition of knowledge or skill‖ 
occurs.  It is generally accepted, however, that learning occurs in response to sensory stimuli – 
seeing, hearing, feeling, tasting, and smelling.  

The stimulation of one or more of the five senses is the first step in the learning process.  Volunteer 
RE instructors must provide the sensory stimulus necessary for RE students to receive new 
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information.  This new information must be relevant and help achieve the learning objectives of the 
lesson.  

The second step in the learning process is the student’s response to the sensory stimulus of the 
instructor.  The change that takes place in the student as a result of sensory stimulus represents the 
―acquisition of knowledge or skill‖ or more simply – learning.  The RE instructor can be guided by two 
factors: 

 First, the more well-placed, timely sensory stimuli the student receives, the better the chance 
that learning will occur  

 Second, the more vivid the stimuli, the better the chance that learning will occur  

The stimulation of two senses, sight and hearing, can make a far more vivid impression upon the 
student than the stimulation that only one sense could make.  Experiments have shown that about 
75% of what a person learns is acquired through the sense of sight, whereas only about 13% is 
acquired through the sense of hearing.  The phrase, ―a picture is worth ten thousand words,‖ does, in 
fact, contain an element of truth.  It is important to remember that the senses are most effective in 
combination with one another.  Sight and hearing together produce a more vivid and lasting 
impression than either sight or hearing alone could produce.  The other senses are effective to a 
lesser degree.  

2.23.2 Teaching Procedure 

There are several methods that may be employed by RE instructors in teaching a lesson.  Those 
most frequently used are the lecture, the discussion, and the demonstration.  Occasionally, only one 
of these methods is best suited for an entire lesson.  In most cases, however, a combination of the 
three methods will prove most effective. 

Effective teaching follows a definite, well-established procedure that has proved effective for most 
training programs.  This procedure consists of four major steps: 

 First – It is necessary to prepare students to a degree where they are ready to learn.  This is 
called the Warm-up step  

 Second – The new material is presented to the students.  This constitutes the Presentation 
step  

 Third – Application.  Application provides students an opportunity to practice what they have 
learned.  

 Fourth (and final step) – Testing.  Testing enables the instructor to evaluate the results of his 
instruction 

2.23.2.1 Warm-up 

The first of four steps in teaching (warm-up) serves a dual purpose.  It prepares the minds of students 
to receive the new information and it arouses interest in the subject.  The skill of an RE instructor is 
tested in this step.  The instructor must be able to determine whether or not students have knowledge 
on which the new information may be built.  The instructor must also create an interest and a desire 
on the part of the students to learn the new material. 

Students can interpret new information only in terms of past experiences.  In a well-organized 
program, each lesson forms a foundation on which to build succeeding lessons.  However, in 
introducing new subject matter, it may be necessary to build on experience that students have 
acquired prior to the course of instruction.  
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In introducing the new lesson and correlating it with previous lessons, the RE instructor must try to 
arouse the students’ interest.  It is useless to attempt to teach until the teacher has captured the 
interest and attention of the students.  Remember that the purpose of the warm-up is to motivate the 
trainees to learn.  The RE instructor may use a variety of techniques to create interest and capture 
the students’ attention. 

2.23.2.2 Presentation 

In the warm-up, students are being prepared to receive new ideas and information and to have their 
interest aroused in the subject.  They receive very little, if any, new information.  The presentation 
step, as the name implies, consists of presenting the lesson in a clear, concise, and logical manner 
so that maximum learning takes place.  Various methods and devices have been developed for 
carrying out this instructional procedure. 

In choosing teaching tools, the RE instructor must decide whether to use the Telling, Showing, or 
Doing method, or a combination of these methods.  In general, the method of instruction to be 
followed in the presentation step is determined by the subject, the aim of the lesson, the equipment 
available, and the qualifications of the students. 

Following the presentation of each major point in the assignment, the RE instructor should check to 
make sure that the students understand the material presented.  At the close of the presentation 
period, the major points covered in the lesson should be summarized.  This should enable students to 
organize the material in their minds and provide for better retention. 

At the close of the presentation, students cannot reasonably be expected to have learned all that was 
discussed in the lesson.  Instruction cannot be terminated at this point.  To stop would give the 
students no opportunity to reinforce their learning by application, and would not permit the RE 
instructor to check the results of instruction by testing.  Therefore, it is necessary that the remaining 
steps in the teaching process be completed before the training can be said to be complete. 

2.23.2.3 Application 

The third step in instruction demonstrates the fact that one learns by doing.  The application step 
permits students to utilize the ideas they have acquired in the presentation under the guidance of the 
RE instructor.  It also offers the instructor an opportunity to observe the performance of each 
individual and to correct the student’s errors.  Teaching continues, and the RE instructor is given an 
opportunity to answer questions pertaining to the lesson.  The instructor must make further 
explanations, and give additional demonstrations, but no information should be offered which was not 
included in the presentation step.  Students must be given ample opportunity to practice what they 
have learned.  

2.23.2.4 Testing 

The fourth and final step in the teaching procedure is testing.  When reasonably sure that students 
understand the lesson, the RE instructor can help them clarify their knowledge by testing.  In a test, 
students function without supervision.  It must be remembered that in the application step, the 
students’ work was constantly under the instructor’s direction.  They could ask questions, and 
wherever possible, errors were identified and corrected.  In a test, the responsibility is on them, so the 
RE instructor may learn exactly how much they know and what weak points will require additional 
instruction. 

Many devices may be used to test the knowledge or skill the students have acquired.  The means the 
RE instructor uses to determine the effectiveness of instruction and the relative achievement of 
learners constitutes the testing.  Students also learn to what extent they have mastered the subject 
matter.  The most common means of testing include work projects, practical performance tests, 
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written tests, oral tests, or a combination of these.  The timing and means of testing utilized will 
depend in large measure upon the nature of the material being taught.  It may be more practical to 
test achievement upon the conclusion of a unit of instruction rather than upon the completion of each 
lesson.  

2.23.3 The Lesson Plan 

The ability to plan a presentation or lesson so the content can be presented in an orderly and precise 
manner is a basic requirement for instruction.  If effective lesson plans are prepared for each 
presentation or lesson, the students will find it easier to understand and remember the material that is 
being presented.  

The lesson plan is an organized outline of a single topic taken from the course of study and 
developed in detail, showing the specific knowledge and/or skills to be taught by the RE instructor 
during one particular session.  

The lesson plan is an indispensable guide for the RE instructor in that it tells the instructor what to do, 
in what order to do it, and the procedure to follow in teaching the material.  A lesson plan prevents 
teaching from becoming haphazard, as might otherwise be the case if the instructor depends upon 
memory for all the items to be taught and the proper sequence of such items.  A variety of forms may 
be used to prepare a lesson plan.  Regardless of the form used, however, there are several definite 
component parts which must always be included in a lesson plan: 

 Title – The title should briefly convey the subject matter which is to be presented 

 Learning Objective – The learning objective states what knowledge and skill(s) the students 
should have acquired upon completion of the lesson 

 Instruction Time – The instruction time is the time which is available for the instructor to 
complete the lesson 

 Instruction Aids – The instructor should select the aids which will be most effective in 
presenting the skill(s) and knowledge that are to be gained in the lesson.  The instructor must 
take into account, the limitations of the instructional aids that are available for use in the lesson 

 Reference Material – A list should be made of the references from which the lesson material 
was drawn, such as, Unified Religious Education Curriculum for the Armed Forces  

 Teaching Method – The method or combination of methods best suited to present the material 
to be covered should be selected; discussion, demonstration, or lecture 

 Motivation – The instructor lists the method or techniques which are to be used to gain the 
interest and attention of the students.  In some instances, goals may be set, encouraging 
remarks may be offered, honor roll or competition with self and others may be used as the 
motivating force 

 Student Application – The application outlines the manner in which the students can 
demonstrate the skill or ability they have acquired during the presentation.  This affords the 
instructor an opportunity to observe the performance of each individual and to correct errors 

 Summarization – The instructor briefly outlines the material that has been covered, stressing 
the most important steps or ideas presented.  The instructor answers questions, makes 
demonstrations, and gives further explanations, as needed.  However, no new information 
should be presented at this time.  Summarization is an important part of the lesson as the 
learning can be reinforced at this time 
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2.24 PRESENTATION SKILLS 

Developing presentation skills does not happen quickly.  An effective RP will take every opportunity to 
present training or general information to a wider audience.  Practice truly does make perfect when 
honing presentation skills.  After completing any presentation ask for critical feedback to continue 
building this necessary skill.  The discussion in Oral Presentation 2.26.2 provides an excellent start. 

2.25 THE RP AS A TEACHER 

To effectively instruct subordinates and/or volunteers, senior RPs must be role models.  The effective 
teacher is one who is thoroughly familiar with all duties he or she is instructing personnel to perform 
and who is able to pass on this information.  The effective supervisor should also set a good example.  

2.25.1 Instructing 

The following are some helpful hints for both the student and teacher which have been adapted from 
another training manual.  RPs can use these ideas in formal instruction situations if local training 
requirements dictate.  Nearly every teaching technique involves lecturing by the instructor – ―talking to 
the student.‖   First of all, the instructor should present the objectives of the lesson: 

 Why the instruction is necessary 

 How it relates to the assignment at hand 

 In what way the student will benefit from the instruction 

2.25.2 Oral Presentation 

Each training session conducted must be as interesting and meaningful as possible.  The instructor 
should try to motivate students to want to learn and ensure that each one understands the lesson.  
The following techniques will help guide the instructor through the oral presentation of a training 
session: 

 A high degree of enthusiasm should be maintained by the instructor.  Lack of enthusiasm on 
the part of the instructor would most likely lead to disinterest by students. 

 Instructors should speak in a normal, conversational voice.  Words should be enunciated 
clearly and spoken audibly.  Important points should be emphasized by the use of gestures, 
repetition, and variation in voice inflection. 

 Maintaining good eye contact is important.  The instructor can accomplish this by making eye 
contact with different members of the group in separate parts of the room from time to time.  
This also may indicate to the instructor whether the students are following the instructions or 
are confused or disinterested.  If they are confused or disinterested, the instructor should try to 
give the instructions in greater detail, more slowly, and should try to make the training session 
as interesting as possible.  Instructors should try to make all students feel that attention is 
being divided equally among all members of the class.  

 The instructor should ensure that instruction is tailored to the level of ability and expertise of 
the group.  Students who are subjected to a presentation or explanation containing big words, 
complex phrases, or technical terms beyond their level of comprehension will usually lose 
interest very quickly.  Technical words or new expressions should be explained as they are 
presented. 

 Throughout the presentation the instructor should try to determine whether or not the students 
understand the subject matter.  Since facial expressions may not always be true indicators of 
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student comprehension of the subject matter, the instructor should frequently ask questions, 
both of a general and a specific nature.  Questions from students should be encouraged as 
well.  The best time to clear up misunderstandings is when they occur.  Some people may 
hesitate to ask questions  because they are timid, are embarrassed to ask questions in front of 
their peers, or do not know what questions to ask. 

 Instructors should ask questions that stimulate thought.  A mere recall of facts is not enough.  
Some methods that cause the students to think include initiating class discussions setting up 
problem situations, making challenging statements, and asking thought-provoking questions. 

 Distracting mannerisms should be avoided.  Chewing gum, jingling keys or coins in one’s 
pocket, tossing a piece of chalk up and down or from hand-to-hand, and other such 
mannerisms tend to draw the students’ attention away from the subject matter being 
presented.  

2.25.3 Motivation 

The term motivation has been defined as ―the incentive, drive, or pressure to take action.‖   The wise 
instructor realizes that regardless of how well the subject matter is prepared and presented, students 
will not learn unless they want to.  No one can order a student to learn.  Students may be required to 
complete assignments, but this is no guarantee that they will try to understand the subject matter.  
Attempting to MAKE a learning experience grow from compliance is not the answer.  Such pressure 
can cause feelings of resentment toward both the instructor and the subject matter. 

The instructor has to be the major motivating factor in creating a learning environment.  The 
guidelines presented under the previous subtopic, Oral Presentation, will be of benefit to the 
instructor in motivating students to learn. 

The degree of motivation required in each learning experience varies with the situation and the 
individuals concerned.  The instructor must motivate students by stressing the need for familiarization 
with the material presented.  The instructor might motivate them to learn by appealing to the student’s 
pride in being able to master the subject matter being presented. 

Sometimes the instructor can create sufficient motivation for learning by showing a personal interest 
in the volunteers.  RPs should respect the opinions of the volunteers, listening to their questions and 
striving to answer them honestly and openly.  This will enhance credibility and establish a more 
relaxed and open atmosphere.  RPs should emphasize the contribution each volunteer can make to 
the success of the CRP when learning takes place. 

Sometimes a story from the instructor’s personal experience may increase the students’ desire to 
learn.  A firsthand account of how training received has proven beneficial in some real life situations is 
often helpful.  Care should be taken, however, not to ramble on with sea stories which take up a great 
deal of the instruction time. 

2.25.4 Training Aids 

Some instructors have a good command of the English language and can explain things very well.  
However, even the most skilled lecturers can usually be more effective if they use training aids.  A 
training aid is any picture, chart, graph, or piece of equipment that can be used to illustrate and clarify 
the subject matter.  Commonly used aids may include Power Point, films, models, trainers, charts, 
whiteboard, drawings, transparencies, mock-ups, TV, and recordings. 

Before using a training aid, the instructor should be sure it applies directly to the subject matter and 
helps achieve the learning objective.  The instructor should preview all material and ensure that 
mechanical aids are in good working order before they are used. 
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Each aid used should present only one basic idea since presenting two or more ideas simultaneously 
may be confusing.  To be effective, the aid should be used in the presentation at the appropriate time. 

The training aid should be large enough for the most distant student to see it clearly.  If the aid is not 
large enough to display at the front of the classroom, the instructor could ask students to gather 
around the display so as to get a closer look.  Or, the students may be allowed to pass the aid around 
the room – from student to student.  If this is done, the instructor should allow each student a few 
moments to examine the aid before proceeding with the presentation.  When displaying an aid, the 
instructor should be sure that no student’s view is obstructed. 

2.25.5 Teaching a Skill 

One method that is useful for teaching a skill is the demonstration-performance method, or teaching-
by-doing.  This procedure covers all the necessary steps in learning a skill and presents them in the 
most effective order.  

The teaching-by-doing method of instruction involves ―doing‖ by both the instructor and the student.  
This method is most effective when a skill is to be taught to one student or a small group of students.  
Classroom time may not permit a group of more than 10 to learn the skill when this method is 
employed.  For a group of 10, breaking the students into two groups of five each would probably be 
more effective. 

The order of presentation is important.  The instructor should begin with the purpose and objectives.  
There is a difference between seeing and perceiving, so the instructor must take care to explain and 
stress major points of the presentation.  If nomenclature is important, then the instructor must name 
each part and describe its function. 

The following steps can be applied to most teaching-by-doing situations: 

 The instructor does and tells 

 The instructor does while a student tells 

 The student does and tells 

 Students practice (under supervision) 

In step 1, the instructor performs the skill carefully, accurately, and slowly enough for the students to 
follow.  Care should be taken to emphasize any action the group might miss if it were not pointed out.  
Applicable safety precautions should be stressed and followed by the instructor at all times.  
Instructors should beware of the trap implied in the statement ―I’ve done that so many times I could 
do it blindfolded.‖  Perhaps this is a true statement, but it may cause students to ignore safety 
precautions.  The first step is very important.  The presentation must be so organized that no vital 
information is omitted.  Such hesitations or interruptions as ―I forgot to tell you . . . ,‖ or ―Just a minute 
while I check this step,‖ would clearly indicate that the instructor is not properly prepared. 

In step 2, the physical steps are completed while a student explains what the instructor is doing.  The 
instructor should perform the steps precisely as directed by the student unless safety precautions are 
violated.  Then, if an error is made by the student, the other students (or the instructor) can point out 
the mistake.  In the event of an error, the performance should stop and the error be corrected.  Then 
the performance should start over again with the student explaining the procedure correctly.  If there 
are too many errors, the instructor should stop the performance and repeat step 1 before calling the 
same student to begin step 2. 

Step 2 is particularly valuable when there is a chance of harming personnel or damaging equipment 
while the skill is being taught.  The students demonstrate orally that they know what to do, but are 
relieved of the possibility of endangering themselves or the equipment.  Students can concentrate on 
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procedure without fear of injury or failure.  Step 2 is the time the instructor should ask a number of 
questions to be sure the students understand what they are saying rather than simply repeating the 
instructor’s words.  Such questions would be as follows:  

 ―What do I do next?‖ 

 ―How do I do that?‖ 

 ―What should happen now that will demonstrate to me that the steps I have taken are correct?‖ 

 ―Is there anything I should be careful of at this point?‖ 

 ―Why do we do it this way?‖ 

The instructor should require complete answers and stress correct terminology if that is important.  
The instructor should be reasonably sure that students have a good grasp of procedures before 
moving on to the next phase of instruction. 

In step 3, the students perform the skill.  Before any movement, however, the students explain what 
they are about to do and how they are going to do it.  While students are attempting this new 
operation, the instructor must remember that there may be some who are slow learners or who make 
more mistakes than others.  These students should not be rushed.  The instructor should be patient 
and should not interrupt or remove the training aid from them unless personal injury or harm to the 
equipment is imminent.  The instructor should assist only when asked.  If a student appears 
confused, a review of procedures by the student and instructor together will usually clear up 
misunderstandings.  A word of praise should be given when students perform well. 

During step 4, the students practice the entire skill while the instructor observes.  At first, the 
instructor should emphasize accuracy and later speed, if that is important.  The instructor needs to be 
particularly observant at this point to note any bad habits or variation in procedures which may creep 
in.  When such discrepancies are noted, the instructor should stop the operation to correct these 
mistakes before they are practiced repeatedly.  Again, violation of safety precautions should never be 
overlooked. 

2.25.6 General Hints for the Instructor 

The instructor should stress correct procedures on the student’s first attempt at performing a new 
skill.  The most effective learning results when initial learning is followed immediately by periods of 
practical application.  

Safety precautions should be emphasized at the point in the demonstration that they apply.  
Explaining the reasons for the precautions will help students understand the need for compliance. 

Whatever the type of training, if the instructor finds that the students have not mastered the skill or 
absorbed the knowledge, the first reaction may be to assume that the students are at fault.  However, 
this may not be the case.  Failure to learn on the part of the student is sometimes the result of poor 
instruction – as in the saying ―If the learner hasn’t learned, the teacher hasn’t taught.‖  While there 
may be some exceptions to this old adage, every really good instructor is always ready and willing to 
become a better instructor.  The end products of well-informed students will more than justify the 
extra effort required. 

2.25.7 Dry Runs 

A ―dry run‖ refers to a practice presentation, RPs who assist in the dry run have specific 
responsibilities.  They have to get everything ready for the dry run.  This includes making the 
presentation room ready by selecting, setting up, and adjusting any audiovisual equipment to be 
used.  They should also be present to assist in any other way needed. 
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All AV presentations given to distinguished persons, either at local commands or elsewhere, should 
be preceded by at least two dry runs.  Other presentations should be preceded by at least one dry run 
before the actual presentation.  

Dry runs help to ensure accurate timing of the audiovisual aids.  They help to harmonize the RPs’ 
performance, if they are assisting in the actual presentation, with that of the speaker so that an 
illustration or a slide can be changed without the speaker having to stop or change his timing.  While 
dry runs are required for the speaker to revise his speech and improve his techniques, they also 
provide the RP with the opportunity to plan, prepare, and practice so that a flawless presentation of 
the AV material can be achieved. 

2.26 MANAGING TRAINING PROGRAMS FOR CURRICULUM 
INSTRUCTORS 

Volunteers for positions as curriculum instructors may be well versed in the curriculum, fully 
understand the expectations of the position description, yet be completely unprepared to teach 
classes because of a lack of instructor training.  Classroom instructors need not fend for themselves 
and stumble along without instructor training.  

Some of the instructor training can and should be conducted by the chaplain and leading RP.  The 
chaplain should be consulted as the resident expert in the areas of curriculum, classroom teaching 
techniques, or the development of lesson plans.  The chaplain may consult an outside resource 
agency to facilitate teacher training.  The leading RP should brief instructors on such subjects as 
procurement procedures for equipment and supplies, operation of equipment, and personnel support. 

Working together with the chaplain, the RP staff can make instructor training a worthwhile process for 
volunteer curriculum instructors.  Management of these training opportunities can put the volunteers 
at ease and can provide them with guidelines for becoming successful and valuable curriculum 
instructors. 

2.27 CONDUCTING PRESENTATIONS 

As an RP you can expect to be integrally involved in helping the Religious Ministry Team make 
Command Religious Program presentations and briefs, both to internal and external customers.  

2.27.1 Presentation Support  

General support for the CRP, RMF, or chaplain will include several areas not specifically associated 
with the arena of worship.  Some examples of general support may involve duties and responsibilities 
for areas such as media centers, printing and publications, worship models, literature and periodicals, 
chaplain backing, and chaplain defense. 

2.27.1.1 Audiovisual Tools and Media 

Audiovisual tools include projected audiovisuals, such as PowerPoint, filmstrips, slides, motion 
pictures, videotapes, overhead transparencies, opaque materials, tapes, and recordings.  All other 
audiovisuals are included in a group usually called non-projected or direct viewing audiovisual tools.  
This category consists of bulletin boards, whiteboards, charts, clingboards, dioramas, flash cards, flat 
pictures, globes, maps, models, murals, objects (realia) and posters.   
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2.27.1.2 Non-Projected Aids 

Non-projected aids are those that do not require the use of audiovisual equipment such as a projector 
and screen.  Included in this category are charts, graphs, maps, illustrations, photographs, brochures, 
and handouts.  

2.27.1.3 Charts 

Charts are in common use almost everywhere.  A chart is a diagram which shows relationships.  An 
example of a chart is shown in Figure 2-26.  The organizational chart is one of the most widely used.  
This chart shows the various branches of a particular organization.  Air and sea maps that are used 
for navigation purposes are also charts.  

 

Figure 2-26 — Non-projected aids. 

2.27.1.4 Graphs 

These aids show comparisons between figures.  Four types of graphs are illustrated in Figure 2-27.  
The bar graph is one of the most commonly used.  Graphs are useful when the information being 
presented compares figures from time to time or from several sources.  For example, a budget 
meeting may utilize graphs to show the increases and decreases of the budget over several years. 

Most statistical material can be made clearer, more vivid, and more interesting through the use of 
graphs which fall generally into one of four categories: line, bar, pie, and picture.   
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Figure 2-27 — Sample Graphs. 

2.27.1.5 Maps 

Maps are graphic representations of the surface of the earth.  Maps are usually drawn to scale.  The 
most common type of map is the world map and is often used in conference rooms, classrooms, and 
briefing rooms.  

2.27.1.6 Illustrations 

Illustrations are the most versatile of any aid covered here.  All aids make use of illustrations to some 
degree in their planning stages, and perhaps even in their final form.  Charts, cartoons, maps, and 
signs are illustrations that are often used to present or clarify an idea. 

2.27.1.7 Photographs 

Photographs may be passed from hand to hand or posted on a board in front of an audience.  They 
can be used most effectively in small groups.  Photographs are extensively used for documentation 
purposes. 

2.27.1.8 Brochures and Handouts 

Brochures are small pamphlets composed of illustrations and printed material, but they are generally 
much briefer than handouts.  When given to students or an audience, these materials should help the 
people understand the presentation.  Handouts are normally retained by the audience for purposes of 
reference and later review.  Long after the presentation, they can be used to review important points 
of the presentation. 

2.27.1.9 Projected Aids 

Projected aids are those that require audiovisual equipment in order to be presented properly.  Some 
of the aids included in this category are PowerPoint, slides, filmstrips, overhead transparencies, and 
motion pictures.  Most non-projected aids may be adapted for use as projected aids.  A chart, for 
example, can be photographed and made into a slide. 

2.27.1.10 Slides and Filmstrips 

Anything that can be photographed can be made into a slide.  Slides are one of the best known 
projected aids.  They are found in all types and levels of briefings, both informative and educational.  
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Presentations utilizing slides can be both informative and educational, while at the same time they 
can be relatively inexpensive to produce.  Filmstrips are used primarily in an educational 
environment.  Each frame of a filmstrip is related to others in such a way that an entire story or lesson 
can be contained in one strip.  A major disadvantage of filmstrips is that they cannot be repaired 
(spliced) without losing a portion of their information. 

2.27.1.11 Transparencies 

As used here, transparencies refer to large transparencies projected with overhead projectors.  
Depending on time factors, the information to be presented, and the quality of transparency desired, 
production methods may vary from typed information on clear plastic to complex illustrations on 
colored film.  The standard size is 7-1/2 x 9 inches (19 x 23 cm). 

2.27.1.12 Motion Pictures 

Motion pictures have received extensive use in training and information programs.  However, films 
are expensive to produce, often more general in nature than is required by the course curricula, and 
they often become obsolete in a short time because of changes in policy, equipment, or procedures.  
Currently, videos have proven to be less expensive to produce, require less expensive equipment for 
presentation, and can be more easily geared to present a single idea or concept. 

2.27.1.13 Other Aids 

The audiovisual field has become increasingly sophisticated from the equipment or hardware 
standpoint.  Technological advances have made available relatively inexpensive audio and video 
recordings and various types of programmers and synchronizers so that the chaplain and the RP can 
produce and present high quality audiovisual presentations. 

2.27.1.14 The Selection and Use of Audiovisual (AV) Aids 

Audiovisual aids are valuable tools which can help RE instructors reinforce religious education and 
make learning more interesting to students.  In order for this to occur, however, every RE instructor 
must know how to select the most effective AV aids, determine which audiovisual aids are available, 
and know how to use them effectively. 

Inasmuch as audiovisual aids are so beneficial, it is quite likely that some RE instructors may depend 
too much upon them in their classes.  The RE instructor may, in fact, conclude that the use of 
audiovisual aids can accomplish practically all of the instruction, but this is a very serious 
misconception about the function and use of AV aids.   

RE instructors must be taught that audiovisual aids are used only to supplement training, and that 
they are designed to clarify and speed up instruction, but they cannot take the place of the instructor.  
Some RE instructors mistakenly assume that the more audiovisual aids they use in their classes, the 
better their teaching will be.  Their classes can become a kind of juggling act, a frantic shuffling back 
and forth from one type of training aid to another.  A basic principle to bear in mind when employing 
audiovisual aids is that a few AV aids utilized well will have better instructional results than a 
confusing array of aids which are presented so rapidly that sufficient time is not given for the students 
to understand the material presented. 

How should RE instructors select from among those audiovisual aids which have been approved for 
religious education? When should audiovisual aids be used together in the same lesson? The answer 
to these questions is that an audiovisual aid (or aids) should be utilized only when it can assist in 
achieving the learning objective.  The following principles will guide the instructor in the selection and 
use of the audiovisual aids which have been approved for use in a CRP’s religious education 
program: 
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 The audiovisual aid must be reviewed to ensure that the material it presents is relevant to the 
lesson and that it conveys or clarifies the learning objectives of the lesson.  When a motion 
picture is used, the instructor should outline the purpose of the film, indicating ideas, actions, 
or points to be noted in the film or questions that may be answered in the film.  After the film 
has been shown, the instructor should question the students or lead a group discussion to 
ensure that the students have become acquainted with and understand the material presented 
in the film. 

 When an audiovisual aid is a motion picture, the connection between the lesson and the film 
must be made clear to the class by the instructor prior to showing the film.  When the showing 
is over, the RE instructor has the students summarize the film.  The instructor may then find it 
necessary to summarize the film to clarify the material presented.  This could then be followed 
by a group discussion. 

 When charts, posters, mockups, or cutaway models are used as audiovisual aids, RE 
instructors should keep them covered until they are needed so they will not distract the 
students. 

An audiovisual aid must be integrated into the presentation to achieve maximum usefulness.  The 
audiovisual aid should not create distracting breaks in the presentation, but should be used in such a 
way that the presentation flows smoothly, without interruption.  To accomplish this, the RE instructor 
must plan in advance how and when audiovisual aids are to be used in the presentation.   

2.27.1.15 Requesting Religious Education (RE) and Audiovisual (AV) Materials 

Religious Program Specialists will often be asked to procure religious education (RE) and audiovisual 
(AV) materials.  The use of RE resource guides developed by the Armed Forces Chaplains Board 
and the Chaplain Audiovisual Catalog can be very helpful to the RP in these two important areas.  

2.27.1.16 Resource Guides 

Requests for religious education (RE) materials can frequently be met through the use of one of the 
various resource guides developed by the Armed Forces Chaplains Board for military chaplains.  
Resource guides include: 

 Unified Jewish Religious Education Curriculum Resource Guide for the Armed Forces 

 Protestant Armed Forces Resource Guide 

 (Roman) Catholic Curriculum and Resource Guide 

These resource guides are made available to Navy chaplains by the Chief of Chaplains.  Navy 
chaplains are encouraged to use the RE material which has been selected for inclusion in these 
resource guides.  However, if none of the material listed in these resource guides is suitable, material 
found elsewhere which is required by the chaplain may be procured by open purchase.  One example 
of this is ―The Orthodox Church‖ which is not addressed in a resource guide.  One source for 
Orthodox Christian (RE) materials is the: 

Orthodox Christian Education Commission 

Sales Department 

P.O. Box 69, Calvin Station 

Syracuse, New York 13205 

When materials are requested for a particular denomination which is represented within the CRP but 
is not listed within a resource guide, such as ―The Orthodox Church,‖ the RP must determine where 

http://www.orthodoxed.org/
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RE materials for that denomination may be procured.  This address is then placed on file and a 
request made for a catalog listing the RE materials available from that source. 

2.27.2 Cleaning and Preservation of AV Aids 

The most effective maintenance procedure which can be implemented for AV aids is preventive 
maintenance.  The preventive maintenance procedures described here primarily relate to projected 
aids.  The cleaning of projected aids is generally restricted to their bindings. 

2.28 MULTIMEDIA EQUIPMENT 

Before 1994, most multimedia equipment consisted of a film projector or overhead projector showing 
images on a projection screen, or even a video cassette recorder connected to a television.  Since 
then, advances in multimedia allow people to create and view events such as slide shows or movies 
from their very own computers.  RPs must become familiar with programs such as MS Publisher and 
MS PowerPoint to develop important advertisements for program functions or prepare for training for 
command personnel.  Equipment such as computers and lightboxes make it easy to travel from 
location to location to make a quality presentation to perhaps hundreds of people.  Discussed in this 
section are a variety of ways and styles to utilize your multimedia equipment with the greatest amount 
of impact on the audience.  

2.28.1 Audiovisual Tools and Media 

The use of the word media – communication devices – refers to both types of audiovisuals and to 
printed materials as well.  Remember, CRPs are in the communication business and chaplains are 
primarily teachers and leaders.   

Audiovisuals are used for a variety of presentations because they enhance or focus concentration, 
teach soundly, make learning consistent, pace the showing, connect time as well as distance gaps, 
give alternate events, aid recall, increase participation, enlarge variety in presentations, deepen 
understanding, and make instruction more pleasing.   

2.28.1.1 Audiovisual Equipment and Accessories 

To function, audiovisual equipment often requires different types of accessories.  Charts or directions 
will sometimes be included in the operations manuals that come with certain types of equipment.   

In operating audiovisual equipment, become familiar with the necessary accessories and charts.  
Some of the most familiar accessories and charts are as follows: 

 Batteries ─ Generally, alkaline or nickel-cadmium batteries are the best for audiovisual 
equipment.  Rechargeable batteries cost more, but they last longer.  Batteries come in a 
variety of sizes.  Each is rated at 1 1/2 or 9 volts and can come in an assortment of different 
sizes, such as D, C, AA, and AAA 

 Extension cords ─ Use as short a cord as possible, and use the right size wire.  Always use a 
cord with a ground wire or adapter 

 Lamps ─ Projection lamps have many characteristics: length, width, shape, wattage, base 
configuration, filament, location, and reflectors, to name a few.  All lamps are designated by a 
code of three alphabetical letters such as DAK and ELH, which is the information needed to 
have when replacing a lamp 
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 Lens, screens, and distances ─ Projection distance is the distance from the projector to the 
screen.  Lens length, given in inches, is written on the lens holder.  Shorter lenses make larger 
images, and longer lenses make smaller images. 

 Patch cords ─ Sounds are transferred from one sound source to a recorder by means of a 
patch cord.  This method does not pick up foreign noise as it would if a microphone were used.  
In a patch cord, the wire is shielded so that it has at least one conductor surrounded with 
insulation in the form of a braided wire shield 

2.28.2 Preparation of Facilities 

Presentation facilities vary from command to command.  The problems the RP will encounter in 
getting these facilities ready for a presentation are largely determined by the type of room and the 
types and amount of equipment available. 

2.28.2.1 Arrangement of Furniture 

The most elaborate facilities are generally to be found at large shore commands.  These facilities are 
generally equipped to meet the needs of command briefings and presentations to a wide variety of 
audiences.  When a presentation room lends itself to different types of presentations, one of three 
styles of furniture arrangements will usually be employed.  These styles are:  
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 Theater style (chairs only) 

 A combination of chairs and tables 

 An arrangement of tables only 

2.28.2.2 Theater Style (Chairs Only) 

Some presentations and briefings employ a chairs-only arrangement.  In such cases the chairs are 
arranged in rows much like a movie theater seating arrangement.  In some presentation facilities, the 
chairs may be fixed to the floor facing the screen.  Seating capacity can be increased through the use 
of folding chairs. 

A chairs-only arrangement offers advantages as well as disadvantages.  The chairs are firmly 
attached to the floor, eliminating any possibility of using another arrangement style.  A theater-style 
arrangement with portable chairs makes the rapid conversion to another style possible, if needed. 

When arranging a room with portable chairs, the first row of chairs should not be placed too close to 
the screen; enough space should be left between the rows to provide leg room for the audience.  
Wide aisles should be left to take care of traffic. 

2.28.2.3 Tables and Chairs 

Some official military presentations are attended by personnel of different levels of authority.  
Sometimes personnel of higher echelons are seated around tables, while the personnel of lower 
echelons are seated in chairs arranged in theater style.  The tables and the lectern are arranged in 
front of the room; that is, nearer the screen.  The chairs in which those of lower echelons will sit are 
arranged behind the tables.  Additional chairs can be placed on either side of the table to take care of 
a larger number of people. 

2.28.2.4 Tables Only 

At top level presentations, attended by a few high ranking individuals, a tables-only arrangement may 
be appropriate.  The table should be long enough to seat people conveniently along the side.  
Another feature of the table arrangement is that everyone seated at the table has a clear view of the 
projection screen, if one is utilized.  

2.28.3 Audience Comfort 

Regardless of how good a speaker is or how interesting the presentation may be, people in the 
audience will have difficulty paying attention for a long period of time unless they are comfortable. 

It is the responsibility of the RP to make the audience as comfortable as possible during the 
presentation.  Some of these conditions may, however, be beyond the control of the RP. 

Physical comfort is a necessity if the audience is to concentrate on a presentation.  Nothing will 
distract a person more completely than a constant feeling that: 

―It’s too cold to think‖; ―It’s so hot I cannot concentrate‖; ―The room is so stuffy that I am drowsy‖; ―The 
light is so glaring it hurts my eyes‖; ―The light is so poor I cannot see‖; ―It’s so noisy I cannot hear.‖  

The members of the audience may not express these sentiments to the speaker, but they will 
certainly discuss them among themselves.  These are legitimate complaints that deserve prompt 
attention and immediate steps taken to make the audience more comfortable wherever and whenever 
possible. 

Special attention should be paid to the lighting and temperature.  Controlling these conditions in most 
presentation facilities actually poses very few problems especially with such built-in conveniences as 
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thermostats for temperature, air conditioning, and controllable lighting.  However, rooms with windows 
and without air-conditioning require a little more initiative. 

Lighting should be adequately controlled.  Naturally the type of presentation influences, to a large 
degree, the amount and type of lighting required.  When non-projected aids are being used, normal 
lighting of the room is satisfactory.  When projected aids are being used, the required intensity of the 
lights will vary with the type of projector being used.  The presentation room should not be totally dark 
when visual aids are projected on the screen.  However, darkening a room sharpens the projected 
aid, brings out details, brightens the color, and helps hold the interest of the viewer.  Too much light in 
the room makes viewing hazy and causes eyestrain.  Random rays of light, especially at the side or 
near the screen, are distracters.  Sometimes the effective use of non-projected charts, graphs, or 
maps is prevented by the glare of light from a window.   

These conditions can be prevented through the proper use of shades and artificial lighting.  Light 
intensity just below the level of interference with good viewing should be maintained.  If the room has 
windows, and the windows are needed for ventilation, light from the windows may be controlled with 
venetian blinds or with baffles, Louvers may also be used to darken a room. 

Heating and ventilation are very important, especially where windows must be used partially for 
regulating the heating and ventilation.  Only in rooms equipped with self-regulating heating and 
ventilating systems is the RP relieved from the responsibility of regulating these factors. 

Humidity is another important factor in maintaining comfort.  Even when the temperature is favorable, 
people may be uncomfortable if the humidity is too high.  Humidity may not be controlled, but comfort 
will be greatly improved if the air is kept moving.  The circulation of the air is usually accomplished by 
motor-driven fans or, if it is a breezy day, by adjusting the windows. 

2.28.4 Overall Conditions 

The overall condition of a presentation facility should be clean and neat in appearance.  A general 
inspection should be made after each usage of the presentation facility.  The floor should be clean 
and free of debris.  Some realignment of chairs is usually necessary.  The room’s displayed articles, 
pictures, clock, calendar, flags, etc., should be visually checked to make sure they are in place and 
set up properly.  If tables are used, a writing pad, and pencils should be set up at each conferee’s 
position. 

Correct placement of nameplate holders at reserved positions is a must.  Normally, seats are 
reserved for flag officers, distinguished visitors, deputy chiefs of staff, and staff members.  Consult the 
Protocol Officer when prescribing seating arrangements.  The proper seating of foreign dignitaries 
and religious leaders is very important.  Questions about reserved seating arrangements may be 
discussed with the chaplain. 

2.29 AUDIOVISUAL EQUIPMENT 

After arranging the presentation room, the audiovisual equipment must be selected and set up.  The 
type of material to be presented must be determined; then the proper equipment and accessories 
compatible with the presentation facility should be selected.   

2.29.1 Projection Screens 

There is more to a projection screen than is readily apparent.  It is true that images can be projected 
on a wall, a door, or a bed sheet.  But that is not the best way to present a quality image.  The surface 
of a projection screen is designed to reflect the most light possible.  One of the most common types 
of screens is the seamless, which are available in almost any size.  
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Another type of screen is the silver lenticular surface.  It is described as lenticular because it controls 
light, much the same way as does a lens, by directing it to a predetermined area.  Light that would 
normally be wasted through dispersion is reflected back to the audience.  Images projected on a 
silver lenticular screen are as bright as the newest glass beaded surfaces.  The viewing angle for this 
type of surface is approximately 90°.  Lenticular screens work well in rooms that cannot be darkened, 
particularly if the extraneous light comes from the side.  When one is sitting too close to the screen, 
lines can be detected in the image.  Silver lenticular surfaces are used only in tripod or wall mounts 
that have a tensioning device to hold the surface flat.  It is important that these screens be positioned 
in an exact perpendicular relationship with the projector and at the eye level of the audience. 

Another type of surface is the matte white which is a non-glass surface that diffuses the available light 
evenly across the surface.  Because of this diffusion, image brightness is considerably less than with 
other screen surfaces.  This type of surface does have some advantages.  The image produced is 
pleasing, free from grain, and very sharp.  Matte white screens are good for short projection distances 
and are, therefore, very effective in small rooms where the image brightness needs to be reduced.  

2.29.2 Viewing Angle 

The relationship of the screen to the audience is very important.  As a rule the audience should never 
view the image from an angle greater than 45° from the projection axis or outside the viewing angle of 
90°.  Beyond this area the image will appear distorted regardless of the type of screen surface.  
Objects and characters appear to be taller and thinner and printed matter will be difficult to read.  

2.29.3 Determining Screen Size 

The Society of Motion Picture Engineers prescribes a simple, easy to apply formula, the 2 and 6 rule, 
for determining the screen size when the size of the audience is known.  The rule states that the 
distance from the screen to the first row of seats should equal 2 times the screen width, and the last 
row of seats should be at a distance that is 6 times the width of the screen.  This rule fits the screen 
to the audience and not to the projector.  To make the image conform to the screen size, the proper 
lens must be selected.  This rule works the same for all screens including rear projection.  For 
satisfactory viewing, a row of seats should be no wider than its distance from the screen (See Figure 
2- 28.) 

 

Figure 2-28 — Determining screen size. 
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2.29.4 Permanent Screens 

There are several types of built-in screens.  Some are portable screens that have been mounted on a 
Wall of which the screen can be pulled down when needed and retracted when not in use.  Another 
type is a wall-mounted surface which is covered by draw curtains or sliding panels when it is not 
being used.  A third type is one that is actually mounted on a sliding panel which can be rolled into a 
wall recess.  Some screens are stored in ceiling recesses and are raised and lowered electrically.  

When a presentation facility is not available, an appropriate portable screen that will fit the size of the 
room and the audience should be selected.  When the chaplain or RP supervisor gives an 
assignment to assist with an audiovisual presentation, the RP should list the location, date, time of 
the presentation, and the type of AV equipment needed.  With this information at hand, the RP should 
be able to rig the facility and assist in the conduct of the presentation with little difficulty. 

When the audiovisual equipment and accessories that will be needed have been determined, the next 
step is their acquisition and testing.  Procedures for mounting the components, as well as the testing 
and adjustment procedures for special equipment should be found in the manufacturer’s instruction 
manual.  

2.29.5 Final Preparation 

Attention to detail in the final minutes before a briefing will determine how well a presentation will go.  
Plenty of time to set up and check the operation of the equipment before the presentation should be 
allowed. 

The RP must conduct an operational check of all equipment that will be used.  Appropriate 
background music to entertain early arrivals is often desirable.  The volume should be loud enough to 
be heard easily but not so loud that it interferes with normal conversation.  The music should be 
gradually faded out as the presentation begins. 

2.29.6 Other Responsibilities 

Although not listed as part of the official duties of an RP, it is customary to assist the presenter in 
other areas of the presentation when requested.  The RP may be called upon to distribute agenda or 
literature to the people in attendance or asked to take attendance.  These are very minor tasks but 
they help to make the presentation go smoothly.  Cooperation between the RP and the presenter is 
necessary if a successful presentation is to be achieved. 
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END OF CHAPTER 2 

ADMINISTRATION 

Review Questions 

2-1. Why is it important that all gear and supplies be properly secured at the close of business 
while at sea? 

A. The less things visible, the less chance of things being taken by unauthorized personnel 

B. Too many items on the desk could be a fire hazard 

C. The ship could encounter bad weather and rough seas   

D. Personal items may be offensive to others 

2-2. Why is it important for you to keep your RMF office desk clean and orderly? 

A. The desk’s appearance contributes to the impression RMF visitors have of the office  

B. Too much clutter makes it hard to locate item 

C. Health issues may arise if the desk is not cleaned regularly 

D. The chaplain may not like to see cluttered desks   

2-3. What is one of the most important things that you must do to be able to handle all of your RP 
duties and responsibilities?  

A. Must be bilingual 

B. Must be able to do complex accounting procedures 

C. Must be able to service all the office equipment 

D. Must be computer literate   

2-4. Which of the following administrative functions are accomplished using computer skills? 

A. Updating directives and publications 

B. Preparing correspondence 

C. Maintaining RMF and CRP volunteer rosters 

D. All the above  

2-5. What are the two general categories of a computer system? 

A. CPU and keyboard 

B. Hardware and software   

C. Word processing and hardware 

D. Spreadsheets and data processing 
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2-6. Which of the following items would you not be likely to prepare with desktop publishing as an 
RP?  

A. Bulletins 

B. Activity calendars 

C. Surveys 

D. Classified ads  

2-7. Which of the following methods should you NOT use to service office equipment? 

A. Service the equipment yourself  

B. Have the equipment serviced according to the service contract with the manufacturer 

C. Have the equipment serviced by Navy trained personnel 

D. Have the equipment serviced according to the service contract with an individual service 
provider 

2-8. To be a good receptionist, what must an RP understand about those coming into the office? 

A. Many people are away from work and don’t have a lot of time 

B. Many people only want to waste the RP’s time 

C. Many people may not be in the best of spirits  

D. Many people don’t want to wait to see the chaplain  

2-9. Problems brought to the chaplain are often the result of human failure in what area? 

A. Work 

B. Communication   

C. Job skills 

D. Religious orientation 
 

2-10. In oral communication, if you feel that a message is not understood, what action  should you 
take first? 

A. Repeat the message word for word   

B. Disregard the response and keep speaking 

C. Listen briefly then resume speaking 

D. Stop speaking and get help from another person 

2-11. What time-sharing tool permits chaplains to provide ministry out of the office and avoids having 
several people wait and being observed by others?  

A. Walk–in counseling 

B. Appointments   

C. Telephone counseling 

D. Deck plate ministry 
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2-12. Who should maintain the activity calendar? 

A. The secretary and the senior RP 

B. All RPs assigned to the CRP 

C. All RPs and chaplains 

D. Only one person in the CRP  

2-13. ―Privileged communication‖ is information which results from which of the following 
relationships? 

A. A special relationship between individuals and chaplains 

B. A penitent and confessor relationship 

C. Pastoral counselor and counselee relationship 

D. Each of the above  

2-14. Which of the following individuals would be authorized to be responsible for the administration 
of a command’s security program? 

A. Chief Cryptologic Technician 

B. Master Chief Religious Program Specialist 

C. GS-9 civilian employee 

E. GS-11 civilian employee   

2-15. Which type of classified material may be stored in the office of the chaplain? 

A. Confidential 

B. For Official Use Only   

C. Secret 

D. Top Secret 

2-16. Which of the following statements is NOT true regarding the handling and stowage of classified 
material? 

A. Portable cabinets offer little security for stowing classified material 

B. Wood file cabinets offer excellent protection against fire damage  

C. Metal cabinets offer protection against theft and fire 

D. Key locks are more secure than combination locks   

2-17. In what chapter of SECNAV M-5210.2 (Standard Subject Identification Code Manual) would 
you look if you were searching for a listing of a particular SSIC number? 

A. Chapter 1 

B. Chapter 2 

C. Chapter 3 

D. Chapter 4   
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2-18.   Logistical support subject groups are found in which series of SSIC numbers? 

A. 1000 

B. 4000   

C. 5000 

D. 7000 

2-19. Under what Primary SSIC subject group would you find information pertaining to military 
personnel morale and personal affairs?  

A. 1000 

B. 1500 

C. 1600 

D. 1700  
 

2-20.  Which of the following SSICs would be considered an arbitrary designation?  

A. 5760 Organizations and Associations 

B. 5600/3 Bulletins for Special Occasions 

C. 5600 Publications, printing, reproduction 

D. Both 2 and 3 above    

2-21. The basic guidelines for classifying correspondence by SSIC in the Navy are set forth in which 
of the following publications? 

A. DOD 5200.1R 

B. OPNAVINST 5510.1 

C. SECNAV M-5210.2  

D. SECNAVINST 5212.5 

2-22. What is the process of writing the SSIC number on a piece of correspondence to be filed 
called?  

A. Cross-referencing 

B. Coding     

C. Classifying 

D. Analysis 

2-23. How often should the general correspondence files in a chaplain’s office be closed out? 

A. Weekly 

B. Monthly 

C. Quarterly 

D. Yearly   

2-24. What definition is given to records which have been appraised as having a permanent value? 

A. Government records 

B. Official correspondence 

C. Permanent records  

D. Temporary records 
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2-25. What publication is foremost in general importance among official Navy publications? 

A. United States Navy Regulations  

B. United States Navy Uniform Regulations 

C. Naval Military Personnel Manual 

D. Standard Organization and Regulations of the U.S. Navy 

2-26. Regulations governing the conduct of Navy personnel are promulgated in which manual?  

A. Navy Regulations 

B. MILPERSMAN 

C. Security Program Regulation Manual 

D. SORM    

2-27.  The official source for determining authorized U.S. Navy uniforms is the United States Navy 
Uniform Regulations. 

A. True   

B. False 

2-28.  How often are changes to the MILPERSMAN published? 

A. Weekly 

B. Monthly 

C. Quarterly   

D. Annually 

2-29. Official correspondence is normally prepared for the signature of what command official? 

A. Commanding officer   

B. Executive officer 

C. Administrative officer 

D. Department heads 

2-30.  What official has overall responsibility for the management of the Navy’s Directives Issuance 
System? 

A. Commander, Naval Education and Training 

B. Commander, Navy Personnel Command 

C. Chief of Naval Operations   

D. Secretary of the Navy 

2-31. What individual normally performs duties as the directives control point aboard ship? 

A. Commanding officer 

B. Executive officer 

C. Administrative officer  

D. Ship’s secretary   
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2-32. Which of the following is NOT considered to be a special-type directive? 

A. A Naval Letter   

B. A Joint directive 

C. A publication-type directive 

D. A message-type directive 

2-33. When is correspondence dated?  

A. When the rough draft is prepared 

B. When it is signed  

C. When it is placed in an envelope for mailing 

D. When the determining the SSIC number 

2-34. The first page of a ―From-To‖ memorandum may be typed on which of the following types of 
paper/forms? 

A. Letterhead paper 

B. Plain bond paper 

C. DON Memorandum Form 

D. Each of the above  

2-35. What individual is responsible for assisting the surviving dependents of a  deceased Navy 
Corpsman with completing benefit forms? 

A. The command chaplain 

B. Any assigned chaplain 

C. Any senior RP (E7, E8, or E9) 

D. The Casualty Assistance Calls Officer   

2-36. When preparing a news release, which of the following should be in your heading? 

A. The name of the command chaplain 

B. The name of the chapel 

C. The originating command’s address   

D. A topic title 

2-37. How is the success of a CRP’s publicity determined? 

A. The amount of news that was released 

B. How much of the publicity was actually received and acted upon by command 
personnel and the chapel community   

C. The selection of the medium that was used for the publicity 

D. How well the command chaplain’s publicity goals were met 

2-38. Which of the following is not a form of media? 

A. A gate sign 

B. A lecture   

C. A familygram 

D. The internet 
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2-39. Worship bulletins may be used for which of the following purposes? 

A. To provide the congregation with an ―order to worship‖ 

B. To provide schedules and announcements of devotional and religious services 

C. To provide the order of worship for funerals and memorial services 

D. All of the above   

 
2-40. Which of the following rules should be applied when you are preparing a chapel newsletter? 

A. Always put as much information as you can in the space allotted 

B. Never use illustrations or graphic art 

C. Comply with the instructions and regulations addressing the use of the ―Postage and 
Fees Paid‖ indicia the newsletter  

D. Do not consult with the chaplain when preparing the newsletter 

2-41. Which of the following items of CRP information would NOT normally be incorporated into a 
command’s Welcome-Aboard packets? 

A. The location of the chapel and chaplain’s office; the schedule and location of divine 
services listed by faith group; and the location of the command’s religious education 
(RE) programs 

B. A chapel directory listing the office telephone numbers where religious program 
information may be obtained 

C. Local activities of a political nature   

D. Activities of chapel organizations, outreach programs, spiritual retreats, and devotional 
activities 

2-42. Which of the following items should be included in the Plan-of-the-Day or Plan-of-the-Week? 

A. A  ―Thought of the Day‖ 

B. Scheduled time of divine services 

C. Scheduled location of divine services 

D. All of the above    

2-43. Which of the following statements is NOT true in regard to familygrams?  

A. Familygrams are published by ships, squadrons, and advanced bases when Navy 
members are separated from their families for long periods of time 

B. A familygram is a formal letter from the CO to assigned personnel   

C. Familygrams can be published monthly, at set intervals during deployment, or as 
circumstances dictate 

D. Familygrams contain details about operations at sea or ports of call 

2-44. Which of the following is NOT the mission of the AFRTS?  

A. To provide a means of rapid dissemination of local command information 

B. To provide service to only military personnel  

C. To provide DoD and service-unique internal information 

D. To provide national and international news and sports events  
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2-45. Who should be designated to ensure that CRP literature racks and displays are properly 
organized and maintained? 

A. A chaplain 

B. An RP  

C. A chaplain and an RP 

D. A member of the chapel community 

2-46. What are the three primary elements of an RMF? 

A. The worship center, nave, and narthex 

B. The worship center, administration office, and the sacristy 

C. The worship center, the administration office, and the religious education center  

D. The nave, the chancel and the religious education center 

2-47. What is the name of the chapel area that is a vestibule or porch located at the entrance of the 
church? 

A. Chancel 

B. Narthex  

C. Nave 

D. Baptistry 

2-48. Why are presentations used by chaplains and RE instructors in the CRP? 

A. To instruct only 

B. To inform only 

C. To entertain only 

D. To instruct, inform, and entertain  

2-49. When an instructor goes over important ideas or steps that have been presented, what part of 
the lesson plan is being utilized? 

A. The Learning Objectives 

B. Application 

C. Teaching method 

D. Summarization   

2-50. What type of instructional aid would be used to compare figures from time to time or from 
several sources? 

A. A graph   

B. An illustration 

C. A brochure 

D. A chart 
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C HAP T E R  3 

R E L IG IOUS  ADV IS E ME NT  

3.1 INT R ODUC T ION 
Religion has been defined as the attitude of individuals to the power(s) which they conceive as having 
ultimate control over their destinies and interests.   Most religions are organized systems of belief 
based on traditions, teachings, and codes of conduct.    Some religions emphasize how persons 
should act toward God; others emphasize relationships between persons.  Religious traditions found 
throughout the world celebrate, through religious ritual and ceremony, the events which are 
considered to be among the most important in the human life cycle: birth, the attainment of adulthood, 
marriage, and death.  These religious traditions, beliefs, and institutions also serve as a source of 
strength and psychological and spiritual support to individuals during periods of crisis.  
Religions develop within particular historical and cultural traditions; and, as a part of a specific cultural 
and historical stream, they change as cultures change.  Religion also influences the culture and 
setting in which it develops – thus there is a give-and-take relationship between religion and its 
environment.  
Religion has been one of the most powerful forces in history.  Millions of people have died for their 
religious beliefs and many nations have gone to war to spread or defend the faiths of their people.  
Throughout recorded history, there have never been people that did not have some form of religion.  
Throughout history, religion has been closely related to government. The Christian church dominated 
all of Europe during the middle ages and often controlled state policies.  Between the 700s and the 
1200s, Muslims conquered most of the Middle East, North Africa, and Spain and spread their religion, 
Islam, throughout these lands.  The Thirty Years War began in 1618 as a civil war between Roman 
Catholics and Protestants in the German states.  The partition of India into the states of India and 
Pakistan in 1947 resulted from religious differences between Hindus and Muslims.  
Religion has always had particular significance for those who ventured forth upon the sea.  Chaplains 
have been assigned to ships since the origin of the Continental Navy.  Faced with the necessity of 
producing a set of governing rules for the Continental Navy, it was natural that Congress should turn 
to the British Navy for a model.  Due consideration was thus given to divine services and to the 
placing of chaplains on the new Continental Navy’s larger vessels. 
By 1881, the majority of Navy chaplains had been drawn from the faith groups.  With immigration 
rapidly changing the religious makeup of the United States, the time came when other churches 
requested the privilege of having clergy commissioned as Navy chaplains.  By 1918, an analysis of 
the denominational affiliations of Navy chaplains who had served in World War I showed evidence of 
an ever-increasing number of American church bodies being represented within the Navy Chaplain 
Corps.  At the close of World War II with the surrender of Japan on 15 August 1945, representation of 
American faith groups within the Navy Chaplain Corps had increased further still.  Today, religious 
ministries are provided naval personnel by chaplains commissioned from an ever-widening list of 
churches and faith groups found in America. 
Clergy from faith groups not represented by Navy chaplains may be employed as auxiliary chaplains, 
contract chaplains, and as clergy for occasional ministries.  Through these means, the Navy strives to 
provide religious ministries to meet the needs of personnel and their dependents in their pursuit of the 
free exercise of religion. 
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3.2 R E L IG IOUS  R E QUIR E ME NT S  
Religious freedom in America is based upon the guarantees given in the 1st and 14th amendments to 
the Constitution of the United States.  The 1st amendment is directed toward the U.S. Congress and 
the 14th amendment, as now interpreted, is directed toward the state and territorial governments of 
the United States and bars legal interference in the practice of religion and worship.  The 14th 
amendment states in part that: 

“No State shall make or enforce any law which shall abridge the privileges or immunities 
of citizens of the United States; nor shall any State deprive any person of life, liberty, or 
property without due process of law; nor deny to any person within its Jurisdiction the 
equal protection of the laws.”  

Furthermore, as a member of the United Nations and signatory to the Universal Declaration of Human 
Rights, Article 18 in the Charter of the United Nations, the United States endorses the principle that 
everyone has the right to freedom of thought, conscience, and religion. 
“Everyone has the right to freedom of thought, conscience, and religion.  This right includes the 
freedom to change his religion or belief, and freedom, either alone or in community with others in 
public or private, to manifest his religion or belief in teaching, practice, worship, and observance.”  
As can readily be seen, the composition of the Navy, like American society, is characterized by 
religious pluralism.  The role of Religious Program Specialists is to provide secular support to 
chaplains in their religious ministries to naval personnel of all faiths.  In order to provide this support, it 
is necessary for RPs to have a basic knowledge of the various religious requirements and practices of 
these faith groups.  The material presented in this chapter is by no means comprehensive but is 
meant to serve as a guide for RPs in their efforts to support Navy chaplains who provide ministry to 
naval personnel as prescribed by Article 1163, U.S. Navy Regulations. 

“Equal opportunity and treatment shall be accorded all persons in the Department of the 
Navy irrespective of their race, color, religion, sex, or national origin consistent with the 
requirements for physical capabilities.” 
         Naval Regulations, Article 1163 

 
 

Figure 3-1 — Equal Employment Opportunity. 

3.3 T HE  WOR L D’S  MAJ OR  R E L IG IONS    
There are numerous religions throughout the world today.  This manual covers four of those religions: 
Christianity, Judaism, Islam, and Buddhism. 

3.3.1 C hris tianity 
Christianity is the religion stemming from belief in the life, teachings, death, and resurrection of Jesus 
Christ.  The name “Christ” means Messiah.  The followers of Christ received the name “Christians.”   

http://doni.daps.dla.mil/navyregs.aspx�
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In the broadest sense Christianity embraces all who believe in Christ as the Son of God and try to 
follow His example.  Among the world religions, Christianity is the most widespread.  Almost one of 
every three persons on earth is a Christian.  

3.3.2 J udais m 
Judaism is the oldest of the three major western religions.  For 4,000 years – first as Hebrews, then 
as Israelites, as Judeans, and finally as Jews – the adherents of this faith have continued to develop 
religiously and culturally.  

3.3.3 Is lam 
Islam, the name of the religion, and Muslim, the name used to denote a follower of the religion, were 
both coined from the same root word – “aslama,” the Arabic word which means “to surrender.”   Islam 
means “to surrender to Allah.” 

3.3.4 B uddhis m 
Nepal lies to the extreme northeast of India, stretching along the southern slope of the Himalayas and 
then southward again on the plain.  The ruined sites of cities, temples, and ancient monuments 
associated with one of the great figures in religious history, Gautama Buddha, can be found in Nepal.  
Buddha is a Sanskrit word that means “to become enlightened.”   Buddha is the title given to 
Siddhartha Gautama, the teacher, founder, and leader of the Buddhist religion.  

3.4 R E L IG IOUS  P R AC T IC E S  
Each of the four mentioned religions has its own history, characteristics, and practices.   

3.4.1 C hris tianity 

3.4.1.1 His toric al B ac kground 

Jesus Christ was born in Bethlehem of humble parentage.  His early years were uneventful as He 
trained to be a carpenter.  When He was about 30 years old, He began to share His message, 
revealing Himself as a man of simple speech and profound wisdom, as well as a person of 
compassion and love.  Jesus began His career in Palestine, preaching to people about the Kingdom 
of God.  He traveled around the country with a group of followers called disciples.  He chose twelve 
disciples, called apostles, to preach His doctrine.  Like the Old Testament prophets, Jesus insisted 
upon justice toward men and humility toward God.  He also preached mercy and brotherhood, and 
told of the love of God for all creatures.  
The Jewish religious leaders of Jesus’ time did not accept His claim that He was the Messiah, or the 
promised deliverer of the Jews.  They considered this claim to be blasphemy.  Roman authorities 
feared that He meant to lead an uprising against Roman rule in Palestine.  He was tried, condemned 
to death, and crucified.   
The cross has become a symbol of Christianity.  The church pennant displays the cross.  The 83rd 
Congress authorized the use of the church pennant above the national ensign “during church 
services conducted by naval chaplains at sea. . . .”’  
After the death of Jesus, His followers scattered in fear but soon reassembled.  One after another, 
beginning on the first Easter morning, they reported that they had seen Jesus alive.  This rising from 
the dead is called the Resurrection, and is one of the basic doctrines of the Christian faith.  Christians 
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believe that Jesus Christ remained on earth for 40 days after His resurrection, and then ascended 
into heaven.  
The first believers in Christ were Jews by birth and training, and, at first, were considered a sect of 
Judaism.  But gradually the followers of Christ came to think of themselves as belonging to an 
independent religion.  They were first called “Christians” at Antioch, Syria, where one of the first 
Christian communities outside of Palestine was established.   
Due to the work of St. Paul and other apostles, Christianity spread rapidly throughout the 
Mediterranean world.  The Romans persecuted the Christians for many years.  Diocletian became 
emperor of Rome in A.D. 284, and instituted the most terrible of all the persecutions of Christians.  In 
A.D. 305, Diocletian gave up his effort to destroy the young religion and abdicated his throne to 
Constantine.  Constantine, who was not a Christian, needed some strong cultural cement to hold 
together his vast, multi-cultured empire, and believed he could find that binding element in 
Christianity.  In the Edict of Milan (A.D. 313), Constantine extended complete tolerance to Christians.  
In his new capitol of Constantinople, the emperor became the great patron of the church.  Theodosius 
I, who became emperor 42 years after the death of Constantine about A.D. 380, made Christianity the 
official religion of the Roman Empire. 
Missionaries carried the Christian faith throughout the world.  Early in the 7th century, Islam overran 
Syria, Persia, Egypt, Palestine, and North Africa.  The adherents of Islam crossed the Mediterranean 
and conquered Spain.  In A.D. 732, near Tours France, the Muslims were finally turned back by an 
army led by Charles Martel.  The Muslims stayed in Spain until 1492 when their last stronghold fell 
into the hands of the Christian monarchs, Ferdinand and Isabella, just before Columbus sailed for the 
new world.  Muslims and Christians fought bitterly around the Mediterranean basin for a thousand 
years.  
The 13th century has been held by many as “the age of faith,” a time when the authority of the 
Christian church was accepted almost without question.  This was the age that produced such pious 
men as St. Francis of Assisi and St. Thomas Aquinas.  
Early in the 16th century, a reform of Christianity was attempted by Martin Luther, an Augustinian 
monk in Saxony, and John Calvin, a French intellectual.  This movement became known as the 
Protestant Reformation.  Luther declared that the Bible is the sole and sufficient source for spiritual 
guidance and that people have access to God without the need of intermediaries such as church, 
sacrament, priest, or saint.  Calvin proclaimed the doctrine of the absolute sovereignty of God.  
In response to the Protestant Reformation, the Roman Catholic Church embarked on a period of 
correction and opposition called the Counter Reformation.  The Council of Trent met intermittently for 
18 years, ended many abuses, and formulated a doctrine that is still accepted today by Roman 
Catholics.  
Events of Christian history from the time of the Protestant Reformation to the present have frequently 
been interwoven with the history of the national states and their “state” churches.  In England, King 
Henry VIII declared himself “head of the church” and severed England’s ties to the Church of Rome.  
Elsewhere in Europe, the same pattern prevailed with religion becoming an ally, and often the agent, 
of the state (a state church).  Following the English pattern, nine of the thirteen American colonies 
had a state church.  By 1776, however, there was a growing concern on the part of some, that the 
pattern of “state” churches was a major source of much of the political and religious unrest throughout 
that period.  
Consequently, the Virginia General Assembly enacted a law for establishing religious freedom on 16 
January 1786, the Virginia Statute of Religious Liberty.  Authored by Thomas Jefferson, it is a 
powerful and moving statement which argues that forced support of religion – even one’s own – is a 
deprivation of liberty.  Jefferson characterized this struggle for religious freedom as “the severest 
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contest in which I have ever been engaged” and regarded this statute as one of his foremost 
contributions to history.  Jefferson strongly felt that civil rights should not depend upon one’s religious 
convictions, or lack of convictions, nor should anyone be compelled to profess religious beliefs.  
The adoption of the first amendment to the Federal Constitution, which was strongly influenced by, 
and incorporated the principle of the Virginia Statute of Religious Liberty, gave legal status to the 
principle of the separation of church and state.   

3.4.1.2 Origin of C hris tianity in the United S tates  

From the arrival of the first settlers in America, the variety of expressions of the Christian religion in 
the United States has been extensive.  As of 1977, there were over 800 distinct groups or bodies 
which identified themselves with American Christianity.  
The majority of the early settlers were followers of the larger and better known contemporary Roman 
Catholic and non-Roman Catholic (Protestant) groups such as, Episcopalian, Presbyterian, Baptist, 
Methodist, and Lutheran.  A smaller representation of the early settlers identified with non-Catholic 
groups which are not as widely known.  The Mennonites, Quakers (Friends), Seventh-Day Adventists, 
and the Church of God are included in these groups.  
Within America, Christianity is one of the largest religious communities.  The largest percentage of 
naval personnel is members of the Christian community.  Christian chaplains comprise the largest 
faith group included within the military chaplaincy.  

3.4.1.3 B as ic  B eliefs  and T eac hings  

Since its birth almost 2,000 years ago, Christianity has anchored its belief system on two convictions: 
that Jesus Christ is the Son of God who came to earth to live and die for the redemption of 
humankind; and that He arose from the dead.  These two beliefs are unique to Christianity.  The 
cross is the chief symbol of Christianity.  
In the broadest sense, Christianity embraces all who follow the example of Christ.  The Christian faith 
is often expressed through creeds.   

3.4.1.4 C hris tianity L iterature 

The Bible is central to sacred Christian literature.  The Bible is actually a collection of books.  There 
are many different versions of the bible.  The choice of Bible version to be utilized in any particular 
service is determined by the chaplain. 

3.4.1.5 R eligious  Holy Days  and Obs ervanc es  

The RP will be directly involved in the planning and preparation for services connected with holy 
days, religious observances, and other religious occasions.  The chaplain will give specific guidance 
regarding specific preparation for these observances.  Plan the procurement of special items with the 
chaplain on a quarterly basis to allow ample time to receive the requested material. 
The Sabbath is observed on Sunday for most Christian faith groups.  There are some exceptions, 
however.  The Seventh-Day Adventists celebrate the Sabbath from sundown Friday to sundown 
Saturday. 
The major Christian holy days and religious observances among most Christian bodies are described 
in the following paragraphs.  The dates of these holy days and observances may be either fixed or 
movable.  Fixed dates are determined by the solar calendar.  Movable dates or feasts are determined 
by a lunar calendar and may vary from year to year.  These dates can be found by going to the 
Interfaith calendar website.  

http://www.interfaithcalendar.org./�
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3.4.1.6 Holy Days  of Obligation 

Holy days of obligation are normally associated with the Roman Catholic faith tradition.  Note 
upcoming holy days on the Sunday bulletin, chapel bulletin board, and Plan of the Day. 

3.4.1.7 S pec ial S eas ons  and Holidays  

Special significance is attached to the feasts of Christmas and Easter and their associated seasons.  
Christmas and Easter are special days which are universally celebrated by almost all Christians.  
Christmas is preceded by the season of Advent and Easter is preceded by the season of Lent.  

3.4.1.7.1 Advent 

Within Christianity, Advent is a season of preparation observed for 4 to 6 weeks before Christmas.  It 
was originally a period of penance and fasting which prepared the Christian for the coming or Advent 
of Christmas. 
Advent lasts 4 weeks, beginning the Sunday after November 26, or the Sunday nearest St. Andrew’s 
Day, November 30.  In the Eastern Orthodox churches, Advent is also the first season of the Church 
year but lasts 6 weeks, beginning November 11 (St. Martin’s Day). 

3.4.1.7.2 C hris tmas  

Christmas, or the Feast of the Nativity, is a Christian celebration commemorating the birth of Jesus 
Christ.  
Many people exchange gifts and decorate their homes with holly, mistletoe, and Christmas trees.  
The custom of exchanging gifts was started in memory of the gifts the shepherds and the wise men 
brought to the Christ Child.  
In the Western churches, Christmas commemorates the birth of Christ and the shepherds’ visit and is 
generally celebrated on the 25th of December.  The adoration of the Infant Jesus by the Magi is 
remembered within the feast of the Epiphany, celebrated on the 6th of January.  
In the Eastern churches, the above three events are celebrated at Christmas.  The name “Christmas” 
is derived from Old English and refers to “Christ’s Mass.”  

3.4.1.7.3 L ent 

Lent is the 40-day penitential period of fasting in preparation for Easter that is commonly observed by 
many Christian denominations.  In the West, because fasting was not observed on Sunday, the 6 
weeks of Lent (42 days) contained only 36 fast days.  Because of this circumstance, an additional 4 
days were included before the first Sunday of Lent.  Lent commences in the West on Ash 
Wednesday.  In the East – where fasting is forbidden on both Saturday and Sunday – Lent is the 
eight weeks before Easter, beginning on Monday.  Palm Sunday, the last Sunday in Lent, marks the 
beginning of Holy Week.  
The three leading themes of Lenten Liturgy commonly in use are Baptism, Penance, and the Passion 
of Christ.  All are very ancient.  In the early Christian era, Lent prepared Christian novices for the 
solemn baptism of Easter night.  The same themes and practices are found in the Easter liturgies of 
the Eastern churches.  The Anglican (Episcopal) Book of Common Prayer also prescribes the 
observance of Lent with fasting.  

3.4.1.7.4 E as ter 

 Within Christianity, Easter celebrates the death, resurrection, and ascension of Jesus Christ.  Easter 
is a movable feast and falls within a 35-day period between March 22 and April 25.  The date of the 
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Easter celebration among Eastern Orthodox churches may vary from that used among the Western 
churches.  
In the early Christian era, Easter was the day for the solemn baptism of the catechumens.  They were 
instructed in the fundamentals of the Christian faith during the period we now know as Lent.  

3.4.1.7.4.1  T he E as ter V igil and E as ter S ervic es  

Among Roman Catholics, the Easter Vigil generally starts about 10 P.M. the night before Easter in 
order that the Easter Mass may begin at midnight.  This vigil may consist of the blessing of the new 
fire; the lighting of the Paschal candle; a service of lessons, called the prophecies; blessing of the 
baptismal font followed by baptisms; and then the Mass of Easter.  
Among the Greek and Russian Orthodox, the Vigil service is preceded by a procession outside the 
church symbolizing the search for Jesus Christ.  The joyous announcement of “Christ is risen” is 
followed by the Easter Eucharist.  When the procession leaves the church there are no lights 
anywhere, but on its return, hundreds of candles and colored lamps are lighted to show the splendor 
of Christ’s Resurrection.  
Within the Anglican Book of Common Prayer, special anthems are used at Matins.  Lutheran and 
other hymn books contain orders of service for use at Easter.  The Book of Common Order of the 
Church of Scotland includes prayers for Easter and the Divine Worship of Methodists has an optional 
order of worship for Easter morning services.  
Within Christian churches, Easter Sunday observances are the culminating point of a series of 
services held during Holy Week, beginning with Palm Sunday.  It is customary for Holy Communion to 
be administered during Holy Week by many Christian denominations but the time and manner of its 
observance varies.  
Many Christian denominations hold joint interdenominational services beginning on Good Friday and 
culminating in the Easter dawn or sunrise service.  

3.4.1.8 C hris tianity C alendar 

Calendars used in Christian churches can be found at the Interfaith Calendar website

3.4.1.9 T he G regorian C alendar 

.    

From the beginning of recorded time, calendar makers have used events great and small as a 
starting point for their date guides.  Early Christians dated events from the birth of Jesus, which they 
called “the year 1.”   All dates before that year are listed as B.C. or “before Christ.”   Dates after that 
year are listed as A.D. or Anno Domini, meaning in the year of our Lord.  Non-Christians often write 
B.C.E. for before Christian era (B.C.) and C.E. for Christian era (A.D.).  

3.4.1.10 T he C hurc h C alendar – T he L iturgic al Y ear 

Fixed days on the church calendar include Christmas and such feasts as the Nativity of the Blessed 
Virgin.  These feasts were set according to the solar calendar.  Such days as Easter are called 
movable feasts because their dates vary from year to year, according to the phases of the moon.  
The other principal movable feasts of the church year are Ash Wednesday, Palm Sunday, Good 
Friday, Ascension, and Pentecost.  Knowledge of the liturgical year or cycle will be helpful in the 
planning and preparation for holy days and other special religious observances.  
The liturgical year, also known as the church year or Christian year, is based upon Sunday or the 
Lord’s Day and the following six festivals: Christmas, Epiphany, Good Friday, Easter, Ascension, and 
Pentecost or Whitsunday.  

http://www.interfaithcalendar.org/�
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The liturgical year may be based upon one of the two systems: 

• The Byzantine (Eastern) System 

• The Jerusalem (Western) System 
The system which is utilized will vary among the differing faith traditions. 

3.4.1.10.1.1 T he B yzantine (E as tern) S ys tem 

The Byzantine system is utilized by many of the churches of the Eastern Orthodox faith tradition.  The 
Byzantine (Eastern) year begins with Easter and concludes with the following year’s Easter Vigil.  
Sundays that have no special name are called after the subject of the Gospel lection.  

3.4.1.10.1.2 T he J erus alem (Wes tern) S ys tem 

The Roman Catholic faith tradition, with minor variations, continues to utilize the major portion of the 
Jerusalem system.  Other Christian faiths have made modifications to this system or disregarded its 
use completely.  The Jerusalem liturgical year (cycle) begins with the Nativity and ends with 
Pentecost.  The Jerusalem system, with its cycle from the Nativity to Pentecost, was taken over by 
the Western Church and later underwent modifications and additions.  

3.4.1.11 Wors hip S ervic es  

Congregational worship is practiced in most Christian groups.  The titles given to religious leaders 
vary from group to group as do the names given to the houses of worship.  Forms of public worship 
also vary greatly.  
Liturgy is a rite or series of rites prescribed for public worship in a Christian church in accordance with 
an authorized or stated form.  This section is meant to familiarize the RP with the most common 
forms of public worship, or liturgies, used by the various groups.  
The following forms of worship are cited solely as examples of the most commonly practiced liturgies 
or rites utilized by Christian groups or bodies.  Most Christian bodies would follow a form of worship 
which to, or a variation of the liturgy or rites used by one of these groups:  

• Catholic 

• Orthodox 

• Protestant 

3.4.2 B ranc hes  of C hris tianity 
Even in the early years of the church, branches, or groups holding beliefs opposed to official doctrine, 
developed.  But Christianity remained practically one great community for almost a thousand years.  
In the 800s, however, a division, between the church at Rome and the church at Constantinople (now 
Istanbul) developed.  In 1054, rivalries between these two groups resulted in a final separation 
between Greek Catholics and Roman Catholics.  The Eastern Church, Greek Catholics, came to be 
called the Eastern Orthodox Church.  After the Reformation, many groups holding beliefs differing 
from the Eastern Orthodox and Roman Catholic beliefs developed.  These non-Catholic Christians 
are generally called “Protestants.”  

3.4.3 G roups  within C hris tianity 
Though not all inclusive, the Christian denominations listed in the following paragraphs are indicative 
of the broad spectrum of Christian worship forms found within the United States.  It is not to be 
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assumed, however, that all of the religious groups which are aligned with one of these denominations 
are similar in all of their beliefs or practices.  

3.4.4 C atholic  
The first Roman Catholic parish in America was established in St. Augustine, FL, in 1565.  The first 
Roman Catholic diocese in the United States was established in Baltimore, Maryland, in 1789.  By 
1977, nearly 50 million people, or 23% of the American population, identified themselves as Roman 
Catholic.  
The governing body of the Roman Catholic Church is headed by the sovereign pontiff, or pope.  The 
Sacred College, also called the College of Cardinals, is the supreme council of the church.  Its 
members are cardinal bishops, cardinal priests, and cardinal deacons.  Its most important duty is to 
elect a new pope when a pope dies.  About 20 lower congregations carry on the central 
administration of the church.  The diocese is the district over which a bishop has ecclesiastical 
authority.  The dioceses are made up of parishes.  A parish is the ecclesiastical unit or area 
committed to one priest.  
The Roman Catholic Church believes in a body of priests who link God and man in a special way.  
The priests perform the function of offering a sacrifice for the living and for the dead.  They also 
administer the sacraments.  These priests are set aside by the bishops, who are believed to be the 
direct successors of the apostles.  The church demands celibacy of the priesthood.  
The Roman Catholic Church is that body of Christians which accepts the pope as its head on earth.  
It looks upon him as the representative of Christ and as the successor of Saint Peter in a direct line.  
It believes that special powers given by Christ to Peter have descended to the pope.  It also believes 
that the pope is infallible in all matters of faith and morals by virtue of his office.  
Roman Catholic charity and welfare work is conducted by many different organizations, religious, and 
otherwise.  Several religious orders of men and women devote full time to the relief of the poor.  
Education has been a primary concern of American Roman Catholics and there are well over 8 
thousand Roman Catholic elementary parochial and private schools in this country in addition to 241 
Roman Catholic colleges and universities.  

3.4.4.1 Wors hip R equirements  

The sacraments of the church are of utmost importance to Roman Catholics.  The church teaches 
that Jesus Christ directly instituted the seven sacraments: Baptism, Confirmation, Holy Eucharist, 
Penance, Extreme Unction, Holy Orders, and Marriage.  (The sacraments are described in the 
section pertaining to church services and liturgies.)  An individual can receive three of the sacraments 
– Baptism, Confirmation, and Holy Orders – only once.  The most sacred and solemn function of the 
church is the Mass.  This is the commemoration, continuation, and consummation of the Sacrifice of 
the Cross.  The two principal parts of the Mass are the Liturgy of the Word and the Eucharistic 
Liturgy.  

3.4.4.2 Wors hip S ervic es  

The Roman Catholic faith tradition celebrates the Mass as its central worship service.  The Mass, 
utilizing the Latin rite, consists of: 

• The Liturgy of the Word 

• The Liturgy of the Eucharist 
Communicants at the Liturgy of the Eucharist may receive either bread or wine or both. 
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The Mass, as well as the other rites and sacraments of the Catholic Church, is prescribed in its 
worship forms.  All Roman Catholics are obligated to attend Mass on Sundays and Holy Days of 
Obligation. 

3.4.4.3 Holy Days  of Obligation 

All Roman Catholics are obligated to attend Mass on Sundays and on the following Holy Days of 
Obligation: 

• Octave of the Nativity (New Year’s Day) 

• The Ascension of Our Lord – 40 days after Easter 

• The Assumption of the Blessed Virgin – 15 August 

• All Saints’ Day – 1 November 

• The Feast of the Immaculate Conception – 8 December 

• Christmas – 25 December 

3.4.4.4 L iturgy 

The source for the modern Roman Catholic Eucharistic Liturgy is the General Instruction of the 
Roman Missal.  The Roman Missal used in the United States is divided into two volumes; a book of 
prayers called the Sacramentary, and a book of readings called the Lectionary.  

3.4.5 Orthodox 
The first Eastern Orthodox church in America was established in Kodiak, Alaska, following the arrival 
there of eight Russian Orthodox monks in the year 1792.  Later, a chapel was built at a Russian 
trading post near present-day San Francisco.  An Episcopal see (a diocesan center) was established 
in San Francisco in 1872 and moved to New York City in 1905.  The Russian Revolution of 1917, 
however, cut off the financial support that had come from the mother church in Russia, which was 
then fighting for its very existence under the new Bolshevik (communist-atheist) regime.  At a Sobor 
(church assembly) in Detroit in 1924, the Russian Orthodox in America, while acknowledging their 
spiritual Russian heritage, asserted their administrative, legislative, and judicial independence of the 
Patriarch in Moscow.  The Eastern Orthodox church represents one of the three major divisions within 
Christianity.  In A.D. 1054 the Christian church divided into two separate groups – the Eastern Greek 
faction and the Western Latin faction.  
The Eastern Orthodox Church was established by the Eastern faction.  Government of the Eastern 
Orthodox Church is Episcopal.  In the United States each Orthodox jurisdiction is incorporated, with a 
church assembly of bishops, clergy, and laity.  The grades of deacon, priest, and bishop comprise the 
three orders in their ministry.  The parish priests of the Orthodox Churches may marry.  The bishops, 
who may not marry, are chosen from among the monks.  
Eastern Orthodoxy has tended historically to divide and subdivide into independent national and 
social groups.  The churches conduct their worship in their own languages and follow their own 
customs and traditions.  In the United States today Albanian, Bulgarian, Greek, Romanian, Russian, 
Serbian, Ukrainian, Carpatho-Russian, and Syrian Churches carry forward the Orthodox faith tradition 
under the supervision of bishops of their respective nationalities.  

3.4.5.1 Wors hip R equirements  

The Eastern Orthodox faith is based on the doctrinal decisions of the seven ecumenical councils.  
The last council was held in A.D. 787.  They consider the Nicene-Constantinopolitan Creed as 
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binding.  They do not acknowledge the claim by the leader of Roman Catholicism (the pope) to 
“primacy of jurisdiction” or religious control over Christian churches.  They grant the pope the 
“primacy of honor” but refuse to accept the dogma of “papal infallibility.”  Orthodox sacraments 
include: Baptism, Anointing (Confirmation or Chrismation), Communion, Penance, Holy Orders, 
Marriage, and Holy Unction.  They honor the Saints, the Virgin Mary, and reverence icons and the 
cross.  The use of carved images within the Eastern Orthodox tradition is forbidden.  Eastern 
Orthodox churches believe that they continue the tradition of the Christian church founded by the 
apostles.  

3.4.5.2 Wors hip S ervic es  

The Eastern Orthodox faith tradition has three main worship services:  

• Divine Liturgy 

• Great Vespers 

• Matins 

3.4.5.3 T he Divine L iturgy 

The Divine Liturgy is the term used to express the Eucharistic celebration in the Orthodox churches.  
The Divine Liturgy is celebrated on Sundays and all major feast days.  Variations in the Divine Liturgy 
may occur in different national groups.  The Eastern Orthodox Divine Liturgy utilizes both leavened 
bread and wine for its Eucharistic rite. There are twelve major feasts during the year, in addition to 
Easter.  Easter is known as Pascha (Greek for Passover).  The Divine Liturgy has three main parts:  

• The Preparation (Proskomedia) – This part of the service is performed by the priest alone prior 
to the actual beginning of the Liturgy  

• The Liturgy of the Catechumens – This part includes the Great Litany, antiphons, the little 
entrance, scripture readings and the sermon  

• Liturgy of the Faithful – This part includes the great entrance, the creed, the offertory, the 
thanksgiving, the consecration, the intercession, and communion  

3.4.5.4 G reat Ves pers  

This service takes place on Saturday evenings and all other evenings when the Divine Liturgy is to be 
performed the following day.  It is primarily a preparatory service in that it prepares the faithful for the 
Divine Liturgy the next day.  The service of Vespers normally lasts 30 minutes.  

3.4.5.5 Matins  

This is also a preparatory service performed either in conjunction with Vespers (then called a vigil 
service) or performed separately on Sunday morning preceding the Divine Liturgy.  The service of 
Matins normally lasts 30 minutes.  
Both Vespers and Matins are celebrated on special occasions such as Holy Week.  

3.4.5.6 L ife C yc le R ites  

Life cycle rites for many Christians are referred to as sacraments or ordinances and are the religious 
rituals conducted in connection with significant events in the human life cycle: birth, baptism, 
adulthood, marriage, death, etc. 
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3.4.5.7 S ac raments  

Among some Christian groups, a “sacrament” is considered to be a religious rite originated by Christ.  
The sacraments celebrated by the Roman Catholic and Eastern Orthodox faith traditions are: 

• Baptism – This is the sacrament of spiritual rebirth that gives souls the new life of sanctifying 
grace by which they become children of God 

• Confirmation or Chrismation – This is the sacrament of spiritual strength and maturity through 
which the Holy Spirit enables Catholics to profess their faith 

• Holy Eucharist or Communion – This is the sacrament in which Jesus Christ is considered to 
be contained, offered, and received in the elements of bread and wine 

• Penance or Confession – This is the sacrament by which sins are forgiven through the 
absolution of the priest.  Penance also provides the opportunity for persons to receive spiritual 
advice and instruction from their confessor 

• Viaticum or Sacrament of the Sick – This is the sacrament for all those who are sick or are in 
danger of death from sickness, accident, or old age 

• Holy Orders or Ordination – This is the sacrament through which one receives the power and 
grace to perform the sacred duties of the priesthood 

• Matrimony or Marriage – This is the sacrament by which baptized men and women bind 
themselves for life in a lawful marriage and receive the grace to discharge their duties.  Many 
non-Catholic Christian faiths recognize only Baptism and Holy Communion/the Lord’s Supper 
as sacraments.  Some groups refer to these as “ordinances” rather than sacraments 

3.4.5.8 S ac ramentals  

Sacramental, within some faith traditions, are objects, prayers, and rites which when used by the 
Christian faithful in a proper manner have special meaning.  The use of sacramental is seen most 
frequently in the Roman Catholic, Eastern Orthodox, and “High” Episcopal faith groups, Religious 
objects blessed by a priest, such as rosaries, crucifies, holy water, images of Christ, the Blessed 
Virgin, or the saints, are frequently considered as sacramental and require special care and handling.  
Other sacramental include the water and oil used in baptism, certain rites, and prayers.  
It is important for the RP to determine, with the help of the chaplain, which items are considered to be 
blessed or sacred and which ones require special handling and/or special security considerations. 

3.4.5.9 Other P rac tic es  or R es tric tions  

3.4.5.9.1 Dietary R es tric tions  

Some Christian bodies prohibit the use of alcohol, drugs, or tobacco.  Some may be vegetarians.  A 
general list of dietary restrictions, by country, may be found within the DON Social Usage and 
Protocol Handbook, OPNAVINST 1710.7A, Annex F.  

3.4.5.9.2 Medic al T reatment 

Most of the Christian groups have no restrictions as to medical treatment; however, there are some 
exceptions.  For example, the Church of Christ, Scientist relies on spiritual means alone through 
prayer for healing.  This would fall under “legitimate religious objection.”  

http://doni.daps.dla.mil/Directives/01000%20Military%20Personnel%20Support/01-700%20Morale,%20Community%20and%20Religious%20Services/1710.7A.pdf�
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3.4.5.9.3 Autops y 

There are no restrictions for most groups.  However, every effort should be made to accommodate 
and honor individual preferences. 

3.4.5.9.4 Death and B urial 

A minister of the appropriate faith should be present, if possible.  For Catholics (Roman Catholic and 
Eastern Orthodox), a priest should be present to offer absolution or the sacraments, if at all possible.  

3.4.5.10 R es ourc es  

The best guide to the availability and general use of resources to be found in the Christian community 
is the chaplain.  However, the ecclesiastical endorsing agencies for chaplains in the Armed Forces 
oftentimes act as a point of contact between many of the major Christian denominations and Armed 
Forces personnel regarding their denomination’s ministry.  The addresses of some of the many 
ecclesiastical endorsing agencies are listed in Table 3-1. 
 

Table 3-1 — Ecclesiastical Endorsing Agencies 

 

3.4.5.11 R eferenc es  

• Handbook of Denominations in the United States, Frank S.  Mead 

• Religions of America, Edited by Leo Rasten 

• Worship in the World’s Religions, by Geoffrey Parrinder, Professor of the Comparative Study 
of Religions in the University of London 

• Religious Requirements and Practices, Department of the Army, Pamphlet No. 165-134 

• The World Book Encyclopedia, Field Enterprises Educational Corporation 
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3.4.6 J udais m  
Judaism is the oldest of the three major western religions.  For 4,000 years – first as Hebrews, then 
as Israelites, as Judeans, and finally as Jews – the adherents of this faith have continued to develop 
religiously and culturally. 

3.4.6.1 His toric al B ac kground  

Abraham is referred to as the first Jew although Jews were called Hebrews in Abraham’s time.  The 
age of Abraham begins around 2000 B.C.  It was during this generation that the idea of ethical 
monotheism was established.  Ethical monotheism is the belief in one God who demands that people 
behave according to God-given rules of conduct. 
During the period 2000 B.C. to 150 B.C., the Israelite community formed as a family, as a people, and 
then as a nation in its own land – Israel.  Many Jews feel that the age of Moses – 1300 B.C. – is the 
most important in Jewish history.  Moses is considered to be a prophet, lawyer, military commander, 
judge, sage, and political leader.  The Jews believe that the first five books of the Bible, which contain 
613 commandments, were given to them by God through Moses. 
Saul became the first King of Israel about 1000 B.C.  Many kings reigned during the following 1,000 
years.  It was during this period that the great prophets lived – Amos, Isaiah, Jeremiah, and others.  
The first temple was built in Jerusalem; and Kohanim (priesthood) became very important.  The 
priests supervised and conducted the holiest acts of the faith. 
Around 585 B.C., the Babylonians conquered Israel and destroyed the first temple.  It was during this 
period that the 50 years of Babylonian exile began.  Around 535 B.C., the Israelites returned to their 
own land, and a second temple was built.  Around A.D. 70, the Romans destroyed the second 
temple.  Between 585 B.C. and A.D. 150, the following events occurred: 

• Alexander conquered the Holy Land 

• Jews reestablished self-rule under the leadership of Maccabe 

• The Romans conquered Palestine and destroyed the temple and much of Jerusalem 
During the period A.D. 150 to A.D. 500, the Talmud was compiled.  The Talmud contains laws, 
prayers, philosophy, parables, and history.  A history of much of the Jewish life as it developed during 
this period is recorded in the 63 books of the Talmud.  During this period the Jews had to live without 
the active priesthood, in a land in which they were not free, and with great persecution. 
By A.D. 500, a large number of the Jewish people had taken up residence in Babylonia, Egypt, and 
elsewhere throughout the Mediterranean and Middle Eastern world.  By A.D. 300, some Jews had 
established themselves in Europe. 
During the Medieval Period, A.D. 500 to A.D. 1800, the Israelites had begun to refer to themselves as 
Jews and to their religion and culture as Judaism.  They were subjected to forced conversions, 
torture, murder, and expulsions during this period.  A few of the worst persecutions include: 

• The Crusaders’ massacre of the Jews in 1096 

• The Spanish Inquisition 

• The expulsion of the Jews from Spain in 1492 

• The massacres of Polish Jewry from 1648 to 1656 
From A.D. 1800 to the present, the Jews suffered extreme hardship.  Nearly one out of every two 
Jews in the world (five out of seven Jews in Europe) were systematically and brutally murdered by the 
Nazis and their sympathizers in the 1930s and 1940s.  In this same era, a Jewish homeland was 
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reestablished in Israel in 1948.  Despite all the destructive forces assaulting the Jewish people, they 
have continued their 4,000 years of struggle to establish a society devoted to justice, love, and peace 
in the service of God.  The Star of David (Figure 3-2) is a symbol commonly associated with Judaism.  

 

Figure 3-2 — The Star of David is Symbolic of Judaism. 

3.4.6.2 B ranc hes  of J udais m 

While the fundamental precepts of Judaism have not changed through the years, since the Industrial 
Revolution some Jews have held differing views about ritual and tradition.  The four largest branches 
within Judaism are Orthodox, Reform, Conservative, and Reconstructionist. 
Orthodox Judaism subscribes to a belief in the Divine Revelation of Torah Law and its principles 
through Moses and insists upon strict adherence to these laws which are prescribed in the Shulhan 
Aruch or Code of Jewish Law.  Orthodox Jews believe themselves to be the most determined 
guardians of Jewish tradition and adhere rigidly to the traditional rituals and practices, resisting any 
significant changes.  Orthodox groups insist that their members adhere strictly to the dietary and 
Sabbath laws, that men and women be segregated in the synagogue, that practices such as covering 
the head during services and the donning of phylacteries be observed, and that the use of the 
Hebrew language predominate in the worship services. 
Adherents of Orthodox Judaism can be divided into three groups based on the geographical areas 
from which they come: 

• The Sephardim – The Sephardic Jews are those who lived in Spain (“Shephard” is a Hebrew 
term for Spain).  The descendants of the Spanish Jews have preserved their own customs and 
religious rituals 

• The Ashkenazim – The Ashkenazic Jews are those who lived in Germany (“Ashkenaz” is a 
Hebrew term for Germany).  Their customs and religious rituals differ in some ways from the 
Sephardim 

• Oriental Jews – The Oriental Jews are more varied in their religious customs and traditions 
and have settled in the countries of the Middle East and North Africa 

3.4.6.2.1 R eform J udais m 

Reform Judaism began in 19th-century Germany as a result of Jewish liberation, the breakdown of 
the ghetto walls, and the attempts of the people to meet the demands of modern life by introducing 
modifications in traditional Jewish thought and practice.  The Reform groups believe that the spiritual 
and ethical values of Judaism cannot be changed; however, practices are secondary.  Customs 
which no longer have an impact on the worshipper may be abandoned and new ones may be 
fashioned.  Their practices are typified by saying prayers not in the original Hebrew, but in the native 
language.  They use musical instruments in worship services.  Practices such as covering the head 
during services, dietary restrictions, the donning of phylacteries, and other traditional customs and 
laws have been abandoned. 
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In 1924, 47 members of Congregation Beth Elohim in Charleston, South Carolina, requested reforms 
in the ritual and the introduction of English prayers in the worship service.  The congregation rejected 
the request, and a group of members withdrew and founded “The Reformed Society of Israelites” on 
November 21, 1924. 

3.4.6.2.2 C ons ervative J udais m 

Conservative Judaism originated in the middle of the 19th century.  The conservative movement in 
the United States began as a reaction against the radical stand of the Reform rabbis at the Pittsburg 
Conference in 1885.  Conservative Jews oppose extreme changes in traditional practice but permit 
certain modifications.  In addition to being a 20th-century phenomenon, the “Conservative” movement 
seeks to provide a middle ground and meeting place for the Orthodox and Reform Jews who 
represent widely divergent views.  For example, the Conservative Jew would feel that although the 
law, the HALAKAH (Jewish Law), is changeable, the interpretation of existing laws must be 
maintained in firm Jewish tradition.  The Torah is accepted as binding.   
Conservative Jews attempt to adapt Orthodox precepts to modern life.  They maintain that Jewish 
Law is a living organism which is subject to and undergoing change.  Conservative services resemble 
those of the Orthodox except that men and women usually sit together, and the use of the organ and 
choir is permitted. 

3.4.6.2.3 R ec ons truc tionis t J udais m 

Reconstructionist Judaism arose as a response to the climate of naturalism and functionalism in 
American thought.  The Reconstructionist Judaism movement, a derivative of Conservative Judaism, 
was inspired by the teachings and writings of Mordecai Kaplan.  The Reconstructionist movement 
functioned as a school of thought in the 1920s and 1930s.  Professor Kaplan served as a teacher of 
philosophy of religion at the Conservative Jewish Theological Seminary in New York City and had 
great influence over his followers.  In 1940, the Jewish Reconstructionist Foundation was established.  
This was followed in 1951 by the establishment of the Reconstructionist Federation of Congregations 
and Fellowships of which local congregations are a part.  At present, the Federation has 36 affiliates 
in the United States and Canada.  Reconstructionist Judaism is the only branch of Judaism with 
which families may affiliate as individuals in the absence of a Reconstructionist congregation. 

3.4.6.3 Organizational S truc ture 

Jews are organized locally rather than nationally.  Jewish worship is distinguished by its 
congregational or group character.  Jewish congregations are self-governing religious communities.  
Each congregation elects its own rabbinic and lay leadership. 

3.4.6.4 Origin of J udais m in the United S tates  

The earliest Jewish settlers arrived in the American Colonies around 1650.  The first official Jewish 
congregation, Shearith Isriel (remnant of Israel), was established in America in 1654.  The first 
synagogue was built in New York in 1730, and others followed soon after.  These early synagogues 
followed the Sephardic rite.  The first synagogue to follow the Ashkenazic rite, Rodef Shalom, was 
organized in Philadelphia in 1801.  Today there is an estimated Jewish population of 5,732,000 in the 
United States. 

3.4.6.5 B as ic  B eliefs  and T eac hings  

Judaism is based on the belief in one God, Creator of the universe, who revealed His divine pattern 
for life for all mankind through the Torah, given to Moses and the Jewish people at Mount Sinai.  
Jews believe that God hears prayers and that the pure in heart may commune with Him directly 
without any intercessor, They affirm that man is good and is not tainted with original sin, and that 
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immortality of the soul is the inheritance of everyone, especially those who are remembered for good 
deeds. 

3.4.6.5.1 C reedal S tatement 

Judaism is a religion of deed rather than creed.  The deeds required are both ritual and ethical – ritual 
in relation to God, and ethical in relation to one’s fellowman.  Ethics are inseparable from religion in 
Judaism, and the deepest concern of the Torah is morality, both individual and social. 

3.4.6.5.2 E thic al P rac tic es  

The most famous list of ethics is the Ten Commandments.  Ethics in Jewish sources cover every 
topic imaginable – from avoiding cruelty to animals to proper conduct in war.  Charity, giving to those 
less fortunate than one ’s self, is obligatory in all branches of Judaism.  Study and learning are of 
great importance to Jews; failure to learn is believed to be unholy. 

3.4.6.6 J ewis h L iterature 

There are six very important and widely studied works which are used in all branches of Judaism: 

• The Bible 

• The Talmud 

• The Midrash 

• The Zohar 

• The Shulchan Aruch  

• The Siddur 

3.4.6.6.1 T he B ible 

The 39 books of the Hebrew or Jewish Bible are divided into three main sections.  Each section has a 
Hebrew name: 

• To-rah (meaning Law or Teaching), also known as “Pentateuch”  

• N-vee-eem (Prophets) 

• K-tu-veem (Writings) 
It is customary to combine the sounds from the beginning of each section title to form the acronym 
“TaNak.”   This acronym refers to the entire Jewish Bible. 

3.4.6.6.2 T he T orah 

The most precious and revered object in the synagogue is the Torah.  The Torah is in the form of a 
scroll made of parchment.  It was originally hand- printed on animal skins.  It contains the five books 
of Moses (the first five books of the Bible), and must be written by hand.  Only a Torah in good 
condition may be used for worship services. 
The Torah is read in its entirety over a period of 3 years (the Palestinian cycle) or over a 1-year 
period (the Babylonian cycle).  The Babylonian cycle is the one most commonly used.  The Torah has 
always been at the very center of Jewish spiritual life. 

3.4.6.6.3 T he T almud 

The Talmud is from the Hebrew “Lomed” which means study or teaching.  It has often been called “a 
sea of learning.”   The Talmud contains all of the Jewish religious laws.  The Talmud also contains 
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prayers, social ethics, parables, history, poetry, and much more.  It contains the contributions of over 
2,000 scholars and sums up a thousand years of religious and social thought of the Jewish people. 
Since Jews have for centuries understood the Bible through the “eyes” of the Talmud, it may be fair to 
say that the Talmud has exerted more direct influence on Jews and Judaism than has any other work, 
including the Bible. 

3.4.6.6.4 T he Midras h 

Midrash means “search out.”  The Midrash is a collection of expositions (explanations or 
interpretations) of the Bible.  These literary works were started more than 2,000 years ago.  There are 
many types of Midrash (legal, ethical, social, etc.).  Perhaps the most famous Midrasheem (plural 
form of Midrash) are the expositions on the five books of Moses. 

3.4.6.6.5 T he Zohar 

Zohar means “radiance” or “splendor.”  The origins of the Zohar are not entirely clear.  It is possible 
that, from A.D. 500 to A.D. 1800, the Zohar had more influence upon Jewish minds and spirits than 
any other work.  The Zohar contains many essays explaining important points of the five books of 
Moses.  It includes a great number of complex philosophical writings about the nature of the soul, 
creation, infinity, life after death, and other issues vital to every religion. 

3.4.6.6.6 T he S hulc han Aruc h 

The Shulchan Aruch is the Prepared Table.  A handbook on Jewish life compiled by Joseph Karo in 
Palestine in the 1550s, the Shulchan Aruch is meant to be a summary of Jewish law as it is found in 
the Talmud.  It offers, in a precise and brief form, the dos and don’ts of the daily Jewish life. 

3.4.6.6.7 T he S iddur 

The Siddur is the prayer book.  It is a rich collection of Jewish literature reflecting the development of 
Jewish life.  The Siddur contains material from all the primary sources listed above.  It is the single 
greatest source of independent Jewish learning today.  The first printed Siddur appeared in 1486 – 30 
years after the Gutenberg Bible was published. 

3.4.6.7 R eligious  Holy Days  and Obs ervanc es  

Only one of all the Jewish holidays is observed every week throughout the year.  It is the Sabbath, 
the day of peace and rest.  In the Ten Commandments, the cornerstone of the Jewish faith, the 
Sabbath alone of all the holidays is mentioned.  The Third Commandment says, in part: “Remember 
the Sabbath Day to keep it holy.”  This Commandment gave something to the world that it apparently 
had never had before – a weekly day of rest.  Before that time people worked day in, day out, all 
through the year with little thought of a day of rest.  Sunday became the day of rest for Christians; the 
Muslims chose Friday.  But most everyone agrees that originally the idea of a day of rest was Jewish, 
and it has been accepted as a very important Jewish contribution to civilization. 
There is a wide range of attitudes towards an observance of the Shabbat.  Lighting candles, holding a 
wine ceremony, attending services, reading the Torah, studying the Talmud, eating special meals, 
singing Shabbat songs represent only some of those activities in which many Jews will engage in 
whole or in part on the Sabbath or Shabbat.  Occasionally, an RP may meet Jewish personnel who 
believe they must refrain from working on Shabbat.  It is not uncommon for Jewish personnel to wish 
to refrain from as much regular activity as possible from sundown Friday through sundown Saturday. 
Special guidance regarding Sabbath observances conducted on days other than Sunday is given in 
the MILPERSMAN, Article 5810100.  Orthodox Jews may not depart from the strict law forbidding 
work on the Jewish Sabbath. 
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RPs assist the chaplain in ensuring that all appropriate supervisory personnel are made aware of 
special requirements for Jewish personnel in regard to the observance of the Jewish Sabbath.  The 
RP also assists the chaplain, as appropriate, in ensuring that special leave or liberty are granted 
when necessary for reasons having to do with the practice of religion. 
Since the Jewish day is measured from sunset to sunset, the Sabbath begins Friday evening just 
before sunset and ends after dark (24 hours later) Saturday evening.  Other Jewish holy days also 
run from Friday evening until Saturday evening.  Jewish Sabbath services are conducted on 
Saturday. 
MILPERSMAN, Article 5810100 

3.4.6.8 S pec ial S eas ons  and Holidays  

Religious holidays are of great importance to the Jewish religion.  

3.4.6.8.1 S ukkot 

Sukkot is the Festival of Tabernacles, or the Feast of Booths.  Sukkot starts the 5th day after Yom 
Kippur and is celebrated for 8 days by the Orthodox and 7 days by Reform Jews.  Sukkot is a 
Thanksgiving holiday held after the crops have been harvested.  As a matter of note, the American 
holiday of Thanksgiving was influenced in part by the Jewish Festival of Sukkot. 
A sukkah or booth is set up, roofed with branches, and decorated inside with flowers and fruit.  The 
sukkahs are built to remind the Jews of the makeshift shelters they lived in and the hardships they 
endured during the 40 years they wandered in the desert before reaching the Promised Land. 
It is considered very important by most Jews to enter a sukkah or booth during this festival period.  
Many Jews try to eat at least one meal in a booth.  Other Jews spend an entire day and night in a 
booth.  Many Jewish communities hold contests each year to determine who has created the most 
interesting or beautiful booth. 
Traditionally inclined Jewish personnel will want to attend synagogue services on the first 2 days and 
the 8th day of Sukkot.  Nontraditional observers are likely to attend services on the first and last days, 
or just 1 day.  The RP may be called upon to assist in the construction of the sukkah or booth.  Public 
Works or Seabee personnel will often construct such a booth if the request comes from the command 
chaplain.  Details on constructing a booth can be found in a book entitled the Jewish Catalogue – 
Volume 1, published by the Jewish Publication Society of Philadelphia, Pennsylvania.  The sukkah is 
dismantled at the end of the 9-day period which is concluded on the Feast of Simchat Torah. 

3.4.6.8.2 S imc hat Atzereth and S imc hat T orah 

On the eighth day of Sukkot, the festival called Simchat Atzereth or the “Eighth Day of Solemn 
Assembly” is celebrated.  Several special features mark the morning service.  Yizkor or memorial 
prayers are said for the dead, and a prayer called Geshem (rain) is recited.  God is asked to provide 
rain to the Holy Land of Israel where rain is both scarce and precious. 
On the ninth day of Sukkot, the festival of Simchat Torah, which means “Rejoicing in the Law,” is 
celebrated.  It is a holiday dedicated to the greatest Jewish book of all – the Torah.  On this occasion, 
the last chapter of the five books of Moses is read, and the cycle of reading the Torah begins anew.  
On this occasion, all of the Torah Scrolls are taken out of the Ark and lovingly carried around the 
synagogue seven times in a procession.  Before the end of the festival, candy, cakes, fruits, and 
refreshments are distributed to the children.  Simchat Torah brings the High Holy Day season to a 
close. 

http://www.public.navy.mil/bupers-npc/reference/milpersman/Pages/default.aspx�
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3.4.6.8.3 Hanukkah 

Hanukkah (Feast of Lights) is an 8-day holiday that usually falls in December.  It commemorates the 
victory of the Jewish Maccabees over Syrian despots (167 B.C.) in a fight for religious freedom that 
saved Judaism, as a culture, from annihilation. 
Each Hanukkah, Jews light candles for 8 days – one on the first evening, adding one more each 
evening until all eight candles are lighted.  A ninth candle, called the Shpmmes (servant), stands taller 
than the rest in the menorah (candelabrum) and is used to light the others.  This shows that one can 
give love and light to others without losing one’s own radiance.  Hanukkah is observed with parties, 
games, and gifts to the children. 

3.4.6.8.4 P as s over or P es oc h 

This 8-day Festival of Freedom is one of the most cherished of Jewish holidays.  Pesoch 
commemorates Israel’s dramatic deliverance from enslavement in Egypt over 3,200 years ago.  The 
first 2 days and the last 2 days are full holidays.  The first 2 days are days of obligation, and a Seder 
is held in the evening.  This combination banquet and religious service is a highlight of the Jewish 
year. 
The foods served at the Seder commemorate events connected with the enslavement and the 
deliverance of the Jews.  During all of Passover, Matzoh (unleavened bread) is eaten.  Many Jews 
eat only kosher food during Passover. 
Passover, more than most other Jewish festivals, is likely to be an occasion when Jewish military 
personnel will turn to a layleader or Religious Program Specialist for help in practicing their faith. 
Some of the areas of their concern are: (a) religious services; (b) leave time; (c) Seder 
accommodations; and (d) special Passover foods. The last two are unusual and may be problem 
areas.  The complicated procedures of arranging and conducting an on-base Seder may, in some 
circumstances, be avoided if Jewish personnel can be granted leave or liberty to return home or to 
attend a Seder service in a nearby Jewish community. 
When Jewish personnel and dependents do remain on base and desire to attend a public Seder, the 
following steps are taken: 

• Fix a suitable time and place  

• Take reservations should be taken 

• Food and utensils, which are “kosher” for Passover, must be stowed and separated from items 
that are not considered “kosher” 

Passover preparations require advance planning; 2 months is not too long a period to allow for 
making arrangements.  Overseas, preparations should start even earlier.   
There is no simple solution to the problem of providing “kosher for Passover” foods for an entire 
week.  If the need is anticipated sufficiently in advance, however, commissary officers can stock 
needed items.  Jewish women may be willing to assist the layleader in this and many other 
endeavors.  Information about military sisterhoods may be obtained through the Jewish Welfare 
Board (JWB) Women’s Organizations’ Services. 

3.4.6.9 J ewis h C alendar 

According to tradition, the Jewish calendar started with the creation of the earth, 3,760 years and 3 
months before the beginning of the Christian era.  To find the year in the Jewish calendar, one must 
add 3,760 to the date in the Gregorian calendar; for example, the year 1980 in the Gregorian 
calendar is the year 5740 (1,980 plus 3,760) according to the Jewish calendar.  This system will not 
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work to the exact month because the Jewish year begins in the autumn rather than in midwinter.  
During the winter of 1982-1983, the Jewish year is 5743. 
The Jewish year is based upon the lunar cycle and normally consists of 12 months.  The months are 
alternately 30 and 29 days long.  In order to keep the holy days and festivals within the season for 
which they were established, a leap year was created for the Jewish calendar.  The familiar solar 
calendar specifies a leap year once every 4 years.  The extra time allotted is 1 day.  In the Jewish 
calendar, leap year occurs every 2 to 3 years.  An extra day is added to Adar, giving that month 30 
days.  This keeps Passover in the spring, Hanukkah at the end of autumn, and Rosh Hashanah in 
late summer or early autumn.  Doing this is crucial since elements in many of the Jewish holidays are 
closely linked to specific seasons of the year.  Sukkoth, for example, is very much associated with the 
fall harvest.  Passover celebrates the start of spring as well as the exodus of the Jews from Egypt.  
Seven times during every 19-year period an extra 29-day month is inserted between Adar and Nisan.  
The extra month is called Veadar or Adar Sheni.  At the same time, Adar is given 30 days instead of 
29. 
Nisan, anciently called Abib, is sometimes called the first month of the Jewish ecclesiastical year. 
Most calendars list the Jewish holy days and festivals according to the first daytime period on which 
they occur.  But in Judaism, days are freed from sundown to sundown.  Therefore, it is important to 
remember that holy days and festivals, including Shabbat, begin at sundown the evening before the 
day listed.  SECNAV Notice 1730 series, which delineates holy days and days of religious 
observance, takes this practice into account when listing Jewish holy days and festivals.  Thus, while 
the Jewish Sabbath is on Saturday, it really begins Friday at sundown and ends on Saturday at 
sundown. 
Jewish calendars can be found at the Interfaith Calendar website. 

3.4.6.10 Wors hip R equirements  

A rabbi (teacher) is the appointed spiritual leader who guides and represents the congregation.  In 
addition to the rabbi, there are elected layleaders, both in the congregation and in the community. 
Rabbis may be addressed as “chaplain” although they are frequently referred to as “rabbi.”  Jewish 
chaplains may belong to one of four Jewish traditions (Orthodox, Conservative, Reform, or 
Reconstructionist), and support requirements will vary according to the tradition to which the Jewish 
chaplain and congregation subscribe. 
Worship services are usually conducted by a rabbi, often assisted by a cantor.  The cantor is a 
synagogue official who sings or chants liturgical music and leads the congregation in prayer.  Any 
knowledgeable Jew may conduct worship services in the absence of a rabbi. 
There are fixed times for public worship.  A minyan, or quorum of 10 males, is required for a public 
worship service.  When the minyan is not available, individuals must worship privately. 
In the days of Abraham and Moses, priests or kohanim supervised and/or conducted the holiest acts 
of faith.  The priests were descendants of Aaron; Moses was a descendant of the tribe of Levi.  The 
rest of the Levitical tribe assisted the priests. 

3.4.6.10.1 Wors hip S ervic es  

There are fixed times for public worship.  A minimum of 10 males is needed for a public worship 
service.  When the minyan is not available, individuals must worship privately.  The public place of 
worship for Jews is the synagogue.  It is usually oriented to the east so that worshipers can face 
Jerusalem when they pray.  The synagogue contains the Ark which houses the Torah. 

http://www.interfaithcalendar.org/�
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3.4.6.10.2 J ewis h R ites  

There are other Jewish rites which are frequently connected with the Jewish worship service.  Some 
of these rites associated with Jewish worship are: 

• Kiddush 

• Oneg Shabbat 

• Yizkor 
The RP, with specific guidance from the Jewish chaplain, obtains the necessary items for the 
preparation of these rites.  

3.4.6.10.2.1 K iddus h 

Kiddush is a Sabbath and festival consecration service.  Before the Friday night dinner each Sabbath 
and on each holy day, the father recites the Kiddush over a goblet of wine. 

3.4.6.10.2.2 Oneg S habbat 

This is a social hour designed to be a time of fellowship, pleasant conversation, and light refreshment.  
The food must be kosher, and its preparation should involve no violation of the Sabbath laws. 

3.4.6.10.3 Y izkor 

Yizkor is a memorial service for the dead.  It is held on each day of Pesoch, the second day of 
Shavuot, the eighth day of Sukkot, and on Yom Kippur. 

3.4.6.11 P lace of Wors hip 

The public place of worship for Jews is the synagogue.  It is usually oriented to the east so that 
worshipers can face Jerusalem when they pray.  The synagogue contains the Ark which houses the 
Torah. 

3.4.6.12 E quipment for Wors hip 

The basic equipment needed for worship is as follows: The Torah, or the Scroll of the Law, and its 
accouterments; prayer books; Hebrew Bible; yarmulkahs (skullcaps); tallits (prayer shawls); and 
t’phillin/phylacteries, which are worn by males at morning prayer (except on the Sabbath).  A male 
Jew is required to keep his head covered while in the Orthodox synagogue.  If these items are not 
available, the National Jewish Welfare Board will arrange to make one set available per chapel. 

3.4.6.12.1 T he T all/Tallis /T alith 

For major daytime worship services, Orthodox, Conservative, and Reconstructionist male members of 
the congregation wear a tallit or prayer shawl (wearing of the prayer shawl is optional for Reform male 
members).  The leader at a service is almost invariably so garbed.  Such prayer shawls are available 
to military personnel from the National Jewish Welfare Board, 145 East 32nd Street, New York, NY 
10016. 

3.4.6.12.2 T efillin/T -fillin/T 'P hillin 

Jewish men, who are strict observers of the Jewish tradition, wear tefillin on their foreheads and arms 
during weekday morning worship.  Generally, such members are careful to carry the tefillins (also 
called phylacteries) with them. 
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3.4.6.12.3 Y armulkah 

A yarmulkah (yarmulke), from the Tartar word “skullcap,” is worn by males to cover the head.  
Covering the head was felt to be a sign of respect and reverence.  Orthodox males wear yarmulkahs 
both at home and in the synagogue.  Conservative Jews wear yarmulkahs in the synagogue and 
while engaged in a religious ritual at home.  Reform Jews do not wear yarmulkahs.  Paper 
yarmulkahs may be secured from the National Jewish Welfare Board upon request. 

3.4.6.12.4 T he Mezuzah 

Jewish homes generally have a mezuzah (a small box about 3 inches by 1 inch).  The mezuzah 
contains several passages of Scripture and is attached to the upper right doorpost as one enters the 
house.  It is believed by Jews to be a symbol of God’s care, and a reminder of religious duty.  It is a 
sign of a Jewish home.  A mezuzah may be purchased from a vendor of Jewish religious materials.  
The firm named in the Unified Curriculum is the Jonathan David Company, 131 East 23rd Street, New 
York, NY 10016. 

3.4.6.13 Holy Days  of Obligation 

Jewish holy days and festivals are high points in the religious life of Jews.  For Judaism, the annual 
cycle of observances is as significant as creeds are in other faiths.  The yearly cycle of the holidays 
serves to focus attention on fundamental Jewish values: humility, penitence, gratitude, dedication, 
hope, freedom, and loyalty.  Encourage all Jewish personnel to celebrate these sacred occasions.  
Jewish holy days are characterized by prohibitions of work comparable to those which pertain on the 
Sabbath but do not preclude essential military duties such as standing watch on an assigned duty 
day. 

3.4.6.13.1 R os h Has hanah 

Rosh Hashanah (New Year) celebrates the anniversary of creation.  Many Jews allocate 2 days for 
Rosh Hashanah services; others allocate only 1 day.  These differences in the celebration of the holy 
days are to be expected and should be respected.  Rosh Hashanah occurs on the first and second 
days of Tishri, the seventh month of the Jewish calendar. 
Rosh Hashanah is the first of 10 days of penitence (the Days of Awe) which end with the most 
solemn day in the Jewish calendar, Yom Kippur.  Jews believe that during these 10 days of penitence 
and prayer, and as people pass before the Heavenly Throne, God looks into their hearts and reviews 
their deeds.  Judgment is passed on Yom Kippur.  Each person’s deeds are weighed and judged in a 
Heavenly Book of Accounts. 
The Shofar (ram’s horn) is blown several times, in a prescribed pattern of notes.  The original 
meaning of these blasts is no longer remembered.  Tradition, however, interprets the sounds of the 
Shofar as a summons to God’s Court of Judgment. 
In ancient Judea, the ram’s horn was used as a communication device to send signals from one 
mountain peak to another.  In the Talmud, it is suggested that the Shofar helps to confuse Satan who 
tries to influence God when He judges people. 
Orthodox and Conservative Jews observe two days of Rosh Hashanah; Reform Jews celebrate only 
one day. 

3.4.6.13.2 Y om K ippur  

The evening service on Yom Kippur (Day of Atonement – beginning the solemn 24-hour period of 
prayer, fasting, and self-examination) eve commences with one of the most famous of prayers, the 
Kol Nidre.  The cantor chants the plaintive melody of the Kol Nidre just before sunset; first softly, then 
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louder, then still louder.  Kol Nidre means “all vows.”  The words of the Kol Nidre prayer state that all 
vows and oaths made to God and not carried out are hereby canceled and made void. 
Yom Kippur was known in ancient times as “The Great Day” or, simply, as “The Day.”  To the Jew it is 
the day of the year which is the holiest, the richest in religious significance, the day when the Jew 
feels closest to his God and his people.  During Yom Kippur, the Jews pray virtually without 
interruption, from morning until sunset.  Since purity of conscience is the greatest concern of the day, 
the curtain of the Ark and the Torah covering are white.  The rabbi and cantor wear white robes, and 
many men wear white yarmulkahs instead of the traditional black.  The keynote of the many prayers 
of the day is that of repentance, self-scrutiny, confession of wrongdoing, plea for divine forgiveness, 
and determination for self-improvement. 
“To cast off the burden of a guilty conscience (which estranges one from his God and his fellowman), 
to dispel all hatred from his heart, to feel free and reborn, to yearn to express the best within him – 
that is the real purpose of the Day of Atonement.” 
The force of the Days of Awe comes to a peak on Yom Kippur.  Every adult fasts unless fasting would 
prove injurious to one’s health.  The 24-hour fast is accompanied by almost continuous worship.  
Special rituals and prayers heighten the impact of this-already potent occasion.  Some Jews believe it 
is on Yom Kippur that God decides who will live or die in the coming year.  At the conclusion of the 
fast and services the Shofar is sounded one final time with a loud, long blast.  A break-the-fast is then 
celebrated with great happiness and with a lot of special foods. 
Jewish personnel, whether or not they customarily attend worship and support the Jewish program, 
will usually be very aware of Rosh Hashanah and Yom Kippur.  They will usually want time to hold 
services and to refrain from all normal activities when the holy days are celebrated. 

3.4.6.13.3 R os h Has hanah and Y om K ippur 

Together these constitute the High Holy Days.  From the point of view of attending religious services, 
these occasions are of greater significance to Jewish personnel than any other in the year.  They 
require special prayer books, special melodies, Torah readings, etc. 
Unless a layleader has had considerable experience in conducting services, he should not conduct 
High Holy Days services.   When a layleader is not available, making arrangements for a military 
Jewish chaplain or even contracting a civilian rabbi can be made to ensure Jewish personnel receive 
High Holy Day services at any military location ashore or afloat.  Arrangements for military 
transportation, if available, can be made available for Jewish personnel to travel to a nearby Jewish 
community for services.  If, however, no satisfactory alternative can be found, a layman should 
conduct the service at the installation. 
Cantorial recordings may prove helpful.  The Jewish Welfare Board (JWB) will attempt to supply such 
recordings if they are requested sufficiently in advance of the High Holy Days. 
The break-the-fast meal, held after the holy day has ended, should be as simple as possible.  Light 
foods, plus fruit, cake, and coffee, are most suitable. 

3.4.6.14 J ewis h L iturgy 

The rituals, language (Hebrew or English) songs and service length and other aspects of the services 
of Jewish groups may vary from group to group; however, all groups will use the order given in the 
following paragraphs, or something very close to it: 

• Opening psalms, songs and blessings 

• Sh’ma and its Blessings 
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“Hear O Israel the Lord Our God, the Lord is one.” 
The Sh’ma is the oldest and most important line in any Jewish service.  Most Jews know this line 
in Hebrew and English better than any other line from any Jewish book.  It is the central 
statement of faith and loyalty within nearly all forms of Judaism.  Before and after it is read, 
chanted or sung, several biblical or other relevant prayers are recited. 

• Ha-tt-fi-lah-also known as the Amidah (standing) – This prayer, second in importance to the 
Sh’ma and its blessings, also appears in one form or another in almost all Jewish services.  
Originally, it included 18 parts and was said while standing.  Some of the parts include prayers 
for salvation, excellence in learning, acceptance of repentance, and the granting of good 
health and peace. 

• A series of supplications 

• The reading of the Torah – A different portion of the Torah is read each week, so that the 
entire scroll is read each year.  Many special prayers and rituals are connected with the part of 
the service when the Torah is read. 

• Aleinu – The Aleinu is chanted while standing.  The prayer is one of great praise of God as the 
God of all.  It also expresses the hope that the world will be perfected in faith and conduct.  In it 
the unity of God is reaffirmed.  Since the 13th century, the Aleinu has been used to signal the 
approaching end of the service. 

• The Kaddish or Mourner’s Prayer – The prayer is written in Aramaic and for centuries has 
appeared in many forms used for various liturgical purposes.  But, in its most famous form, the 
Kaddish is used to remember the beloved dead.  Many commentators believe that long ago 
Jews established the principle that when pain and grief are greatest so then should praise of 
God be at its peak.  Today, even Jews who are not fully aware of the meaning of each word in 
the prayer often feel very strongly about it.  The sense of responsibility to say the Mourner’s 
Kaddish in remembering the dead is intense among all Jewish groups.  Rules concerning who 
says the Kaddish, for whom, under what circumstances, and when, vary from denomination to 
denomination.  When questioned about such things consult a Jewish chaplain or civilian rabbi 
for an answer. 

3.4.6.15 L ife C yc le R ites  

There are a considerable number of ritual occasions (life cycle events) in Jewish life when service 
members may require the services of a rabbi.  When no Jewish chaplain is available, service 
members are likely to turn to a layleader for assistance.  The layleader should make every effort to 
secure the help of the nearest rabbi. 

3.4.6.15.1 B irth of a B oy 

According to Jewish Law, a baby boy should be circumcised on the eighth day after birth.  If a Jewish 
religious specialist for this operation (a mohel) is available, the Jewish layleader and the chaplain 
arrange to have the mohel perform the ceremony (called in Hebrew, the bris/brith).  When it is 
impossible to secure a mohel, a Jewish physician may circumcise the child.  In that case, the doctor 
or a knowledgeable Jewish layman will read the appropriate blessings, preferably in Hebrew. 

3.4.6.15.2 B irth of a G irl 

When a daughter is born it is often customary for the father to go to the synagogue to have her given 
a Hebrew name and receive a blessing upon this important occasion.  Increasingly, particularly in the 
liberal Jewish community, more and more ritual is being developed to celebrate the birth of a 
daughter.  Tradition, however, is not strict about the time of this ceremony.  In some circumstances, it 
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may be better to delay the naming ceremony until the parents are able to attend services in an 
established synagogue. 

3.4.6.15.3 B ar Mitzvah 

The present form of the Bar Mitzvah celebration is about 600 years old.  When a boy reaches the age 
of 13, the Bar Mitzvah signifies that he is now “a man” and is at the age when adult reasoning and 
responsibilities commence.  He qualifies to read from the Torah, recite the blessings over the Torah, 
and to count as a member of the quorum of worshipers needed before services may be held in 
traditional congregations.  He is committed to lifelong religious and ethical obligations.  Months of 
study on the part of the young Jewish lad prepare him for this most important event.  During the 
service he will have to demonstrate that he can read from the Torah, sing the prayers, and converse 
with the congregation on religious and community matters. 

3.4.6.15.4 B at Mitzvah 

The Bat Mitzvah ceremony is more modern than Bar Mitzvah.  It was not even mentioned until the 
19th century.  Increasingly, young girls are preparing for this service which parallels the Bar Mitzvah.  
Preparation for the rite is similar to that of young men.  Depending on the synagogue’s attitude toward 
women reading from the Torah Scroll, a Bat Mitzvah girl may or may not perform that rite.  Her 
participation in the reading of the liturgy will also vary depending on the convictions of any given 
congregation.  However, Bat Mitzvah – recognizing formally in some manner the importance of 
Jewishness as the chosen religious identity of teenage girls – is practiced in every major branch of 
Judaism.   
Certificates for the Bar Mitzvah and the Bat Mitzvah are available through the National Jewish 
Welfare Board. 

3.4.6.15.5 C onfirmation 

In the 19th century some Jewish leaders came to the conclusion that Bar and Bat Mitzvahs should be 
replaced or supplemented by Confirmation.  Confirmation would occur in the mid-teen years as 
opposed to the early teen years.  It was felt at an older age youngsters would be better able to 
understand their Jewishness and more sincerely and articulately voice their devotion to both the 
Jewish faith and people.  Confirmation “caught on” as a supplement rather than as a replacement for 
Bar and Bat Mitzvahs and has become very popular.  It usually is held after the tenth grade or after 
religious studies have been completed.  The ceremony has become associated with the celebration 
of Shavuot.  The late spring date of Shavuot plus each of its themes lends itself well to the ceremony 
wherein young people confirm their identity as Jews. 
It is particularly difficult at times for Jewish personnel to manage to get their children through Bar/Bat 
Mitzvah and/or Confirmation.  Moving frequently and often being stationed in places far removed from 
a Jewish chaplain or civilian synagogue makes practicing Judaism difficult.  Usually a lot of 
preparation is required for the Bar/Bat Mitzvah ceremony.  Attending a Jewish religious school is 
usually a prerequisite for receiving Confirmation.  The Jewish layleader should be familiar with 
resources for Bar/Bat Mitzvah and Confirmation.  Usually any local rabbi will be glad to help make 
special arrangements to provide for the religious needs of children with parents in the military. 

3.4.6.15.6 Marriage 

A large number of rituals, customs, and laws prevail concerning marriage among Jews. The ritual of 
marriage is extremely holy.  Along with celebrating the birth of a child it is the most joyous of all 
events in Jewish ritual life.  A Jewish marriage must be performed by an ordained rabbi.  In the United 
States, an effort should be made to secure the services of a Jewish chaplain.  Otherwise, one should 
be in touch with the nearest organized Jewish community.  Overseas, the closest Jewish chaplain 
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should be asked in to counsel the couple and to perform the marriage ceremony.  A layleader may 
NOT, under any circumstances, perform a Jewish wedding ceremony. 
Much controversy concerning interfaith marriages between Jews and non-Jews is in effect in the 
Jewish community.  Most rabbis will not officiate at an interfaith marriage.  The rabbis who do perform 
interfaith marriages usually change the content of the ceremony to fit the situation.  When questioned 
about the religious legitimacy or appropriateness of an interfaith marriage involving a Jew, refer the 
individual to a Jewish chaplain or a civilian rabbi for an answer. 

3.4.6.15.7 Divorc e 

In many segments of the Jewish community, divorce is more than a secular matter.  Traditionalists 
especially require that a divorce recognized by the Jewish faith group be obtained, particularly if one 
expects to marry again.  The divorce document is called a “get” and can only be obtained through a 
rabbi.  Historically, the necessity of permitting divorce was recognized, but it has always been 
discouraged in favor of trying to resolve the problems afflicting the marriage. 

3.4.6.15.8 F uneral and B urial 

The purpose of the Jewish funeral and burial is both to honor the deceased and to provide comfort to 
the mourners.  The funeral is simple and prescribed by Jewish law.  Burial usually occurs within 24 
hours after death.  Following the burial, close relatives observe a mourning period (Shiva) for 7 days.  
A 7-day memorial candle is often lit following the burial.  It is not uncommon for a Jewish mourner to 
go unshaven for a week or more following the death of a close relative.  When circumstances permit, 
recommend Jewish personnel be granted leave for this period of mourning.  In a lesser degree, the 
remainder of the first 30 days after death constitutes a mourning period; for the father or mother of the 
deceased, the whole year following the death is so observed.   
The anniversary of a death according to the Jewish calendar is called jahrzeit – and is always 
observed as a day of remembrance.  At sunset on the evening preceding that day, a memorial candle 
(or electric light, if need be) is lit and kept burning for 24 hours.  When possible, those observing 
jahrzeit should attend services and recite kaddish, as noted previously.  A memorial prayer (Yizkor) 
for departed relatives is said on the following four occasions each year: Yom Kippur, the eighth day of 
Sukkot, Simchat Atzerethf the eighth day of Pesah, and the second day of Shvuot. 

3.4.6.16 Other P rac tic es  or R es tric tions  

Other practices, or restrictions which have not been included in the preceding sections, are discussed 
in the following paragraphs. 

3.4.6.16.1 Autops y 

Autopsy is not permitted except in unusual circumstances.  

3.4.6.16.2 C remation 

Cremation is prohibited.  Burial in the earth is required.  

3.4.6.16.3 Medic al T reatment 

There are no restrictions on medical treatment. 

3.4.6.16.4 Dietary L aws  or R es tric tions  (K as h rut/K os hur) 

There are several dietary laws or restrictions in Judaism: 

• Pork and its derivatives are forbidden 
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• Animals that do not have split hooves and chew their cud are forbidden 

• Seafood without fins and scales and certain fowl are forbidden 

• There must be a complete separation of milk and meat; separate utensils must be used for 
preparing milk and meat 

The degree of adherence to Jewish dietary traditions varies rather widely among Jewish personnel.  
Many Jews in the military are averse to eating foods traditionally prohibited (pork products and 
shellfish, for example).  There is a smaller group of Jewish personnel who, on religious grounds, will 
avoid all meat dishes or all cooked foods served in the dining facility.  For Jewish persons who have 
such food problems, a Jewish layleader can often provide great help.  Frequently a food service 
officer or a Mess Management Specialist can make available foods which are permitted, even to a 
strict Kashrut observer, like fruit and juice; dry cereal; eggs in the shell; canned salmon, tuna fish, or 
sardines; raw vegetables; etc.  At some installations, permission may be obtained for the Jewish 
member to have kosher food heated separately in the unit mess: It is also possible to apply for 
separate rations. 
For strict Kashrut observers, the National Jewish Welfare Board will provide canned, kosher, protein 
food through the office of the chaplain.  At this writing, the following varieties are available: fish, 
chicken, meatballs in gravy, beef and rice, and assorted soups.  These cans of food are intended as 
supplements to the diet of Kashrut-observing Jewish members who have no households of their own.  
There is not enough variety (nor are there sufficient quantities) to constitute the sole diet. 
A full brochure on the subject, “Kashrut Observance in the Military Establishment,” is available from 
the National Jewish Welfare Board (JWB), 1515 East 26th Street, New York, NY 10010. 

3.4.6.17 R es ourc es  

There are numerous resources for use with those of the Jewish faith. 

3.4.6.17.1 L oc al J ewis h C ommunity C enters  

Many organized Jewish communities have a Jewish community center which is a natural meeting 
place for young and old.  Jewish members and their families will be afforded opportunities to 
participate in the ongoing functions of the center.  It is recommended that RPs ask to be put on the 
center’s mailing list and to establish a relationship with the center’s director along with key members 
of the staff. 

3.4.6.17.2 National J ewis h Welfare B oard (J WB ) 

For more than 50 years, the National Jewish Welfare Board has effectively served Jewish military 
personnel in the Armed Forces.  It is the authorizing agency for rabbis entering the Armed Forces to 
serve as chaplains.  Through the National Jewish Welfare Board, members are provided with 
recreational, cultural, and social activities.  Information regarding the observance of holy days and 
specific religious necessities can be obtained through the board. 

3.4.6.17.3 Armed F orc es  and Veterans  S ervic e C ommittees  

In scores of communities throughout the United States, there are organized JWB committees to 
provide services to members of the Armed Forces and to hospitalized veterans.  In many instances 
these committees have functioned continuously since the start of World War II.  They channel Jewish 
community resources for promoting the religious welfare and boosting the morale of Jewish members 
stationed in a specific area.  For example, the committee may enable the layleader to arrange an 
Oneg Shabbat, a break-the-fast supper, a Hanukkah or Purim party, or a Seder.  Often the local JWB 
committee assumes responsibility for arranging home hospitality for the holy days.  The committee 
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may invite members and their families to an in-town Jewish cultural or social function at a synagogue 
or at the Jewish community center.   
Committee members can be helpful to members of the Armed Forces and to their families in matters 
of personal service (housing, jobs, etc.).  In order to maintain the interest of JWB Armed Forces 
committees and to provide them with professional direction, the JWB has a number of consultants 
stationed at its national office and at various areas of the country.  The Jewish layleader will want to 
keep in close touch with the JWB Armed Forces committee if there is such a group serving that 
installation.  Information regarding committees can be secured from the JWB’s regional or national 
office. 

3.4.6.17.4 Women’s  C ommittees  

Jewish chaplains receive gift packages and other material secured through the JWB’s Women’s 
Organizations’ Services (WOS).  These gifts are provided by local women’s committees – 
representatives of a number of national Jewish women’s associations.  The local committees are 
activated by the JWB’s WOS.  These committees will send material in response to checklists and 
special requests submitted by Jewish chaplains to the JWB’s national officer.  If layleaders request 
such materials, they can also secure these items through the Women’s Organizations’ Services.  The 
current location of the J WB is: 

Jewish Welfare Board 
Commission on Jewish Chaplaincy  
1515 East 26th Street 
New York, NY 10010 

3.4.6.18 R eferenc es  

• Religious Requirements and Practices, Department of the Army Pamphlet No. 165-13-1 

• Worship in the World’s Religions, Geoffrey Parrinder, Professor of Comparative Study of 
Religions, University of London 

• Judaism, Rabbi Bruce Kohn, CHC, USNR, Office of the Chief of Naval Operations, 
Washington, DC 

• All about Jewish Holidays and Customs, Morris Epstein 

• The World’s Great Religions, Time Incorporated, NY 

• The World Book Encyclopedia, Field Enterprises Educational Corporation 

3.4.6.19 C ommon J ewis h T erms  

 

Aron Hakodesh The “Holy Ark” in which the Torah Scroll is kept. 

Challah A special holiday bread usually served on Sabbaths and festivals (except 
Pesach, of course). 

Chuppah  A canopy under which the bride and groom stand during their wedding 
ceremony. 

Grager A noisemaker used especially for the Purim service and the reading of the 
scroll of Esther.  Whenever wicked Haman’s name is mentioned, the grager 
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is used to create a lot of noise. 

Hamantashen A three-cornered pastry eaten on Purim, supposed to resemble Haman’s 
hat 

Kasrut/Kosher Kashrut is the code of laws concerning ritually fit foods and utensils.  
However, an enormous variety in interpretation of and attitudes toward 
Kashrut exists in the Jewish community.  It is commonly known that pork 
products and shellfish are not kosher.  Consult a Jewish chaplain when you 
have questions about Kashrut in theory and practice.  Some Jewish 
personnel have found it possible to keep kosher even while deployed.  To 
do so requires moderate understanding and support by the chaplain’s 
department, the supply officer, and the XO. 

Kiddush  A prayer said over wine on Sabbaths and festivals. 

Latkes Potato pancakes usually served during Hanukkah. 

Mazeltov  Literally, mazeltov means good luck.  However, it may also be used to 
express congratulations.  Upon successful completion of studying Judaism 
fellow students may turn to one another and exclaim “Mazel tov!” 

Minyan The quorum of worshipers required in order to recite the Kaddish and 
certain other prayers.  Each denomination within Judaism views the Minyan 
differently. 

Mohel The specially trained person who performs ritual circumcisions. 

Ner Tamid The “eternal light” that is a symbol of God’s continuing presence.  The ner 
tamid usually appears as a lamp, hung over the Ark.  The lamp is supposed 
to be on at all times. 

Oneg Shahbat A celebration of the Sabbath following services on Friday night or Saturday 
morning.  Usually a Kiddush is said, everyone has some wine, and good 
food is shared by all. 

Rabbi Master or teacher. 

Shanah Tovah The greeting Jews extend to each other during the High Holy Days.  It 
means “May you have a good year.”  This phrase is derived from a longer 
expression which translates: “May you be sealed in the Book of Life for a 
good year.” 

Shivah The initial mourning period following a burial.  Traditionally, it lasts for 7 
days.  It is not uncommon for it to be observed for shorter periods. 

Simchah  Any joyous or blessed event is referred to as a simchah. 

Tallit/Tallis/Talith The fringed prayer shawl used at many but not all Jewish services.  
Denominational differences are reflected in the use of the tallit today.  
Wearing it is linked to the Biblical command to put fringes on the corners of 
the garments. 

T’fillin/T’Phillin/Tefillin   Two small boxlike objects with leather straps that may be worn at weekday 
morning services.  One box is worn on the head; the other is worn on the 
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arm.  They symbolize the Jewish covenant and the binding of both mind 
and body to doing God’s work.  They contain parchment on which appear 
Biblical verses written in Hebrew and dealing with the commandment to 
wear t‘fillin.  Very few Jewish personnel will carry their own t‘fillin with them. 

Yarmulkah/Yarmulke   
  

The skullcap, also known as a “kee-pah.”  Great differences exist on when, 
why, and by whom a keepah should be worn. 

Yartzeit   The term used to refer to the anniversary of a death. 

Yiddish Yiddish is the language millions of Ashkenazic Jews used to communicate 
with each other.  It is still in limited use.  It combines German with Polish, 
Russian, Hebrew, and many other languages.  It is written in Hebrew 
letters.  Some Yiddish words that have become popularized in America 
include: 

• Bubelah (a term of endearment) 

• Kibbitz (to joke or tease) 

• Klutz (a clumsy person) 

• Shlemiel (a foolish person; one who always has bad luck) 

• Shlepper (untidy person; sort of a jerk) Oy veh! (woe is me!) 

• Chutzpa (gall, brazen nerve) 

3.4.7 Is lam 

3.4.7.1 His toric al B ac kground 

The pre-Islam era Arabs were organized into tribes which formed two distinct groups – northern and 
southern.  By 100 B.C., the southern tribe had become powerful enough to establish several Arab 
kingdoms.  The northern tribes, which were led by the Quraysh tribe – who gained control of the 
Hejaz (now a province of Saudi Arabia) – settled in Mecca (Makkah) on the main trade highway and 
established a powerful commercial city-republic.  It was in the valley of Mecca (Makkah) that God 
(Allah) ordained Abraham to build the Kaaba as the first purpose-built house of worship to an 
Omnipotent God.  At that time, the Arabs – who worshiped nature and idols – opposed him.  They 
transformed Allah (God) into a sort of a chief God and associated Him with idols such as Laat, Uzza, 
and Manat.  Since it’s rising, the Kaaba has been the center of pilgrimage.  Mecca (Makkah) attracted 
religious pilgrims, traders, and settlers from all of Arabia and from neighboring countries.  In their 
time, the Jews and Christians mixed freely with the Arabs, and converted some of them to Judaism 
and Christianity.  However, most Arabs, especially in the areas that now form the bulk of Saudi 
Arabia, remained pagan. 
Muhammad, whose family belonged to the Quraysh tribe, was born in A.D. 570 and grew up in Mecca 
(Makkah).  Like his predecessor Abraham, he too was repelled by idol worship.  At the age of 25 he 
began to seclude himself in the desert to contemplate and pray.  It was during one such session on 
Mount Hira, when the 40-year old Muhammad received the revelation from Allah (God) through the 
Archangel Gabriel.  He became convinced that there was only one God, and He was that God that 
had revealed Himself in the Torah and the Bible.  Mohammed felt that God had called him as His 
prophet to proclaim the Message of the unity of faith to humankind and to bring them together in the 
worship of one God and to destroy idolatry and strife. 
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Muhammad began to preach the new faith of Islam through the Qur’an that was gradually being 
revealed to him.  The people of Mecca (Makkah), afraid and angered at Muhammad’s preachings, 
plotted to kill him and his followers.  In A.D. 622, Muhammad and his followers migrated to Medina, a 
town at a distance from Mecca (Makkah), whose leaders had already accepted him as a prophet and 
leader.  Muhammad’s flight to Medina is known as the “Hegira” (Hijrah) and this epoch-making date 
marks the beginning of the Islamic era and the Islamic calendar. 
Islam flourished in Medina, winning new converts.  The pagan Arabs continued to challenge the 
Muslims, hoping to quash the initial movement.  Their various attempts and plots failed to materialize.  
Instead, in A.D. 630 Muhammad returned and conquered the city without any violence or bloodshed.  
In A.D. 632 Mohammed led a pilgrimage to Mecca (Makkah), a rite that included praying at the 
Kaaba.  Muslims believe this was where Abraham prepared to sacrifice his son Ishmael.  It was here 
that Muhammad received and conveyed God’s revelation: “I have perfected your religion and 
completed my favors for you.”  Three months later he fell ill in Medina and died. 
After Muhammad’s demise, he was succeeded in turn by four of his closest aides, called the Rightly 
Guided Caliphs (“successors”).  The first four Caliphs and several Arab generals were responsible for 
the first major expansion of the Muslim world.    
In the years A.D. 632-750, Islam spread into the Byzantine areas of Syria, Palestine, Spain, Iraq, 
Egypt, and North Africa.  The Muslims overcame the Turkish tribes in Central Asia, moved across the 
Indus River into India, and reached the borders of China.  In A.D. 711, a Muslim army crossed the 
Pyrenees Mountains and marched through southern France but Charles Martel turned them back in 
A.D. 732 at Tours.   Many historians regard this battle as one of the most important ever fought 
because it determined that Christianity – rather than Islam – would dominate that part of Europe.    
The Arabs dominated the early spread of Islam and created the Muslim empire.   In the 1000s, the 
Islamized Turks took over this role and built their empire on the remains of the Arab domain.  Over 
the ages, the Turks lost their dynamism and the resultant decay gave rise to dissension in the empire.    
In the 1800s, Arab nationalism began to stir.  Egypt was among the first to gain a measure of 
independence from Turkey.  At the same time, Western colonialism had spread its wings.  The fall of 
Turkey was replaced by western dominance over Muslim lands.  Over the years, most Muslim 
countries have gained their independence.  However, they have been unable to regain their past 
glory.  The most traumatic post-colonial experience for the Muslim world has been the implantation of 
a Jewish state in Palestine, an act that displaced both Muslim and Christian Arabs from their 
homeland.   
The Muslims, despite their numbers – over 1.25 billion – sapped of their strength and distant from 
their Islamic heritage, have been reduced to fragmentation and internal strife. 
Today, the most populous Muslim countries in the world are Indonesia, Pakistan, and Bangladesh.  
India has one of the largest Muslim minorities in the world.  The Central and Caucasian states that 
emerged after the breakup of the Soviet Union are home to over 70 million Muslims.  The areas of 
North and West Africa and the Middle East are predominantly Muslim.   
The star and crescent (Figure 3-3) is a symbol that is commonly associated with Islam.   However, 
they have no religious significance. 
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F igure 3-3 — S ymbol of Is lam. 

3.4.7.2 Origin of Is lam in the United S tates  

Muslims began to immigrate to the United States in the early part of the 20th

Even earlier, Islam had come with African slaves Muslims began to immigrate to the United States in 
the early part of the 20

 century.    They came to 
the United States in search of a better living.  Most of them came from the Middle East.  Some came 
as seamen from Asia and settled in port cities.  After the First World War the number of immigrants 
progressively increased.  Soon new Muslim communities began to spring up.  Islam also began to win 
converts through Americans who came into contact with Islam during the war. 

th

Even earlier, Islam had come with African slaves – many of whom were Muslims. However, in their 
Diaspora, the Africans lost touch with their faith.  Many Africans are now rediscovering this heritage. 

 century.  They came to the United States in search of a better living.  Most of 
them came from the Middle East.  Some came as seamen from Asia and settled in port cities.  After 
the First World War the number of immigrants progressively increased.  Soon new Muslim 
communities began to spring up.  Islam also began to win converts through Americans who came into 
contact with Islam during the war. 

During the early 1900s, Muslim groups in the United States consisted largely of immigrants and local 
converts who were predominately non-blacks.  At the same time, America saw the emergence of 
some groups who claimed the mantle of Islam, although they diverged far from its basic teachings.  
Among them was Timothy “Noble” Drew Ali, who declared himself as a “Prophet of Islam” in Newark, 
New Jersey.  Although such claims have no basis in Islam because Muslims believe that Muhammad 
is the Last and Final Prophet of God.  Drew Ali believed that only “Islam” could unite the black people, 
whose true heritage was Moorish.  In 1921, Dr. Mufti Muhammad Sadiq, a member of the Ahmadiyya 
– another group founded by a self-claimed prophet – arrived in Chicago and began to gather 
converts, primarily among blacks. 
In the 1930s Islam also began to find a receptive audience among black people in the northern urban 
centers.  A product of Black Nationalism was the rise of Elijah Muhammad, who claimed that he was 
a prophet – and even claimed that God had come to him in person.  He founded the ‘Black Muslim’ 
movement, which in recent times is changing its racist outlook. 
The change of immigration laws in the post WW II era brought a new and educated wave of Muslims 
to America.  These Muslims not only built Muslim institutions, but also contributed to America based 
on their professional skills as scientists, engineers, and physicians.  Today, there are over 1,000 
Mosques and some 200 full-time Islamic schools across the United States.  Islam is now rapidly 
becoming a prominent feature of the American religious landscape.  The number of adherents in the 
United States is said to be about 8 million. 
At present, there are several Islamic groups – including those that claim to be Muslim – in the United 
States.  These range from the mainstream Sunni Muslims to the Muslim American Society led by 
Imam W.D. Muhammad that draws primarily on the black community for members.  However, there 
are other groups that claim to be Muslim.  These include cults such as the Moorish Science Temple 
(of Noble Drew Ali), the Ahmadiyya Movement, and the Nubian Islamic Hebrew Mission. 
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3.4.7.3 B ranc hes  of Is lam 

In the 900s, the Muslim world experienced its first split with the emergence of a sect, the Shiites.  
However, the majority of Muslims are Sunnites.  The Shiites form the largest minority, numbering 
about 20 million, and dominate in Iraq and Iran.  They consider the Iraqi cities of Karbala, Najaf, and 
Meshed, Iran as sacred, where some of their Imams (religious leaders) are buried. 
The Shiites have divided into a number of smaller branches.  The Karijites broke away from the 
Shiites and formed what they claimed was a more puritan and democratic branch.  They elect their 
Imams for leadership, general ability, and religious merit.  Today, they live mostly in southeastern 
Arabia and in North Africa.  The Baha’i faith also grew out of the Shiite group.  Another splinter group 
from the Shiite is the Ismailis, who consider the Aga Khan as their spiritual head.  Members of this 
group, numbering about 10 million, are scattered throughout Asia and Africa. 
In the area that became Saudi Arabia, arose a religious reformer Abdul Wahab.  Today his followers 
are often unfavorably called Wahabis.  They are not a sect, but a movement within Islam. 
Islam has no ordained missionary (Da’wah – invitation) movement.  However, many institutions in the 
Muslim world – such as Al Azhar University of Cairo – train students for Da’wah work. 

3.4.7.4 Organizational S truc ture 

In general, Islam has no centralized authorities, no class of clergymen, or group of priests.  The 
individual’s bond with God is considered to be direct – with no intermediary.   There are religious 
scholars or teachers (Imams) who, in view of their academic attainment or understanding of the 
Qur’an, can answer questions, and serve in leadership roles.  They are regarded as authorities on 
theological questions.  There are also Islamic organizations in America of which the North American 
Fiqh Council may be regarded as the highest body on Islamic theology and canon law. 

3.4.7.4.1 L eaders hip 

Any Muslim can conduct the service; the deeper his knowledge, the more entitled he is to lead.  
However, in most cases, the Imam, or leader, is the chief officer in the Mosque.   His main duty is to 
lead the people in prayer.  On special occasions, a distinguished visitor or religious teacher may lead 
the public prayers.  Islam does not have an organized priesthood.  As a rule, any virtuous and able 
Muslim can lead prayers in the average Mosque, but usually the Imam, chosen for his piety and 
scholarship, handles the services of the Mosque.  Music and singing are not utilized within the service 
but the Qur’an is recited, often by professional chanters (Muqr’i). 

3.4.7.5 B as ic  B eliefs  and T eac hings  

The religion of Islam is based on the Qur’an, which was revealed to Prophet Muhammad.  The 
Hadith, a second source, unfolds and interprets the Qur’anic text through the words and practices of 
the Prophet Muhammad.   
The Prophet is considered to be neither savior nor messiah; only a man – a messenger through 
whom God spoke.  The companions of Muhammad first transcribed the revelation on any material 
they could find.  Many memorized the words that were revealed to him by God.  Later, during the rule 
of Othman, the Second Caliph, these writings were collected and thoroughly checked for accuracy to 
form the holy book of the Muslims, the Qur’an – from the Arabic word meaning “the reading.”  The 
Qur’an teaches the absolute unity and power of God, the creator of the universe.  Muslims believe 
that Muhammad was the last of the prophets.  They consider Jesus and the Old Testament prophets 
as his predecessors.  Their God is basically the same God as the Jewish and Christian God.  
However, they believe His word is completely expressed only in the Qur’an. 
The emphasis of Islamic teachings is summed up in the Qur’an, Sura (Chapter) 4:136:   
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“Believe in God and His apostle and the book which He has sent down upon His apostle and the 
book which He has sent down formerly.  He who disbelieves in God and His angels, His books 
and His apostles, and the last day, has strayed far (from the Truth).”   

Muslims believe in the unity of God, in the angels, in all the Messengers of God (including Adam, 
Noah, Moses, Jesus, and Mohammed), in the Sacred Books (including the Torah, the Gospels, the 
Psalms, and the Qur’an), and in the Day of Judgment. 
Islam does not believe in “original sin.”  Islam teaches that people are born innocent and remain so 
until anyone makes him or herself guilty by a sinful deed. 
Islam is neither an ethnocentric (belief that one’s own ethnic group is superior to other ethnic groups) 
nor a sacramental religion – they observe no sacraments.  Anyone may become a Muslim by a 
personal decision alone.  Initiation into Islam entails no sacramental ceremony, no participation by 
any clergy, and no confirmation by any organized body.  Conversion to Islam is an act of personal 
commitment and a new Muslim can make a public declaration of his faith.  Some countries (like Saudi 
Arabia for travel or legal purposes) may require a formal statement from a Mosque confirming that a 
person is a Muslim, usually attested by its director. 
The chief teachings of Islam, which are to be accepted by all Muslims, are: 

• Doctrine of God – Islam is a strict monotheistic religion.  There is no other God than God 
(Allah) 

• Doctrine of Angels – Angels surround the throne of God and serve as His messenger to 
people.  Gabriel is the chief of angels.  Iblis, who is Satan or the Devil, is a fallen angel   

• Doctrine of Inspired Books – Muslims believe in Sacred Books, including the Torah, the Gospel 
of Jesus, the Psalms, and the Qur’an (Qur’an).  They believe the Qur’an is the only book that is 
completely without error.  If contradictions exist between the Qur’an and other inspired books, 
the Qur’an stands as correct. Muslims believe that the Message of the Unity of God given to 
Muhammad is the same that was give to Abraham, Moses, Jesus, and all other prophets of 
God. Thus, unsurprisingly so, parts of the Qur’an resemble the Bible, the Apocrypha, and the 
Jewish Talmud.  The Qur’an contains many of the same stories about the prophets that appear 
in the Old Testament.  The Qur’an calls Jesus “the Spirit of God.”  The Qur’an, which is 
somewhat shorter in length than the New Testament, contains 114 suras or chapters.  Muslims 
are expected to memorize as much of the Qur’an as they can.  Those who memorize it all are 
greatly honored   

• Doctrine of Prophets – There are many persons who are considered to be prophets according 
to Islamic teachings.  Among these are Abraham, Ishmael, Moses, Noah, John the Baptist, 
Jesus, and Muhammad.  Mohammed is considered to be the final prophet and his 
proclamations complete the message of God to people 

• Doctrine of Last Judgment – Muslims believe there will be a Final Judgment for all people.  At 
that time, believers will enter heaven while the unbelievers will be sentenced to the burning 
fires of hell.  The pleasures of heaven will be given to believers according to the degree of their 
faith and the morality they displayed in life 

• Respect for moral and legal codes – Muslims believe that the Islamic moral and legal codes 
permeate all areas of human life.  Muslims believe that Allah foreordains all things; however, 
they are admonished to strive for the best 

• Observance of the five basic obligatory duties of worship – SHAHADAH, SALAT, ZAKAT, 
SIYAM, and HAJJ: 
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1.  The SHAHADAH (The Confession of Faith) – “There is no God but God, and Muhammad is 
the Prophet of God.”  This confession of faith is recited many times a day on many different 
occasions. 

2.  SALAT (Worship rather than prayer) – Prayer (du’a’) is not necessarily formal and can be 
recited almost anywhere, anytime.  SALAT has a definite and precise form – it must be 
recited five times a day at given intervals.  If the time assigned to it is missed, it can be 
made up but with the understanding that one is making up what was missed. 
SALAT is preceded by ablution (When parts of the body are washed) – This ablution is both 
actual and symbolic.  The Muslims may not approach the Divine Presence – as one does in 
SALAT – with a dirty body.  Just as the place where one prays must be clean (hence the 
“prayer” rug), so one’s clothing and body must be clean.  (No ground is holy.  The Mosque 
is a place dedicated to worship, but it is not “consecrated.”) Soiled clothes have to be 
changed and the body, or parts of the body, has to be washed in clean, preferably running 
water.  The whole operation must be preceded with a silent declaration that one is entering 
into it for the sake of God. 
The SALAT on Friday noon (Jum’ah) must be performed in congregation.  The other daily 
SALAT can be performed alone but strongly recommended in congregation.  The 
congregational SALAT is led by an Imam (leader) who delivers a sermon and then prays, 
and the congregation synchronizes with his movements of genuflection and prostration.  
Any Muslim, whose recitation of the Qur’an is correct, may lead the SALAT.  The Imam 
also delivers a sermon on a living issue in Muslim life, usually quoting from the Qur’an and 
the Hadith. 

3.  ZAKAT (Wealth sharing) – ZAKAT, which literally means “purifying,” justifies or renders 
legitimate, innocent, and good that which it is supposed affect.  Muslims may give of their 
wealth as they please, but are required to give 2 1/2% of their total wealth each year.  
Usually Muslims do so during the month of Ramadan – the month of fasting – to the Islamic 
state, a community, or a welfare organization for distribution to the less fortunate. 

4.  SIYAM (Fasting) – This fast requires total abstention from food, drink, and sex from pre-
dawn to sunset during every day of the month of Ramadan – the ninth month of the Islamic 
calendar – which is based on the lunar year.  Children and persons suffering from sickness, 
undergoing a heavy burden of travel, and menstruating and pregnant women are exempt.  
Muslims look upon fasting as the best exercise in the art of self-mastery. 

5.  HAJJ (Pilgrimage) – At least once in a lifetime, the pilgrimage to Mecca (Makkah) (Figure 3-
4) is required of adult Muslims who have the necessary means needed for the trip, have 
paid the Zakat due on it, have fulfilled all their debts, and have provided adequately for all 
their dependents during their projected absence.  
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F igure 3-4 — T he K abaa in Makkah 

6.  JIHAD (Holy Struggle) – The duty to wage holy struggle to defend Islam or achieve a goal is 
obligatory by the order of Muslim authorities.   

3.4.7.6 S ac red Is lamic  L iterature 

The most important and fundamental religious concepts of Islam are put forth in the Sharia, which 
means “The Path.”  The formulation of the Sharia rests largely upon: 

• The Qur’an (The revealed book within Islam written originally in Arabic.) – To Muslims, the 
Qur’an represents the revealed word of God and is the sacred scripture of Islam 

• The Hadith (Tradition) – The Hadith consists of a number of authoritative collections of 
“Tradition” which record the way (Sunnah) of the Prophet (Muhammad) 

3.4.7.7 R eligious  Holy Days  and Obs ervanc es  

There is no concept of Sabbath in Islam.  Only one may take time off for the congregational prayer on 
Friday.  The following holidays and festivals are celebrated annually.  Since the Muslim lunar 
calendar is 11 days less than the Gregorian calendar every year, these holidays do not occur on the 
same dates on the regular calendar. 
These religious days are observed by all Muslims in the congregation.  Muslims are highly 
encouraged to attend all of the congregation services: 

• Idul-Fitr – The Little Festival, or the feast of the breaking of the fast, marks the end of the 
Muslim month of fast (Ramadan) when no food is taken from sunrise to sunset.  This festival is 
marked by prayers of gratitude, good will, and the exchange of presents.  All Muslim give a 
charity of Fitr before the Eid 

• Waqfatu “Arafat” and Idul-Adha (The Feast of Sacrifice.): 
Waqfatu “Arafat” – The day the pilgrims assemble on the plain of Arafat near Mecca (Makkah).  
This standing on Arafat marks the Hajj 
Idul-Adha – This “Great Festival” is celebrated throughout the Muslim world for 3 days, 
remembering Abraham’s readiness to sacrifice his son.  This feast takes place on the “day of 
sacrifice” during the pilgrimage to Mecca (Makkah) 

3.4.7.7.1 Other S ignificant C elebrations  

There are other significant dates that are important to Muslims:  
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• New Year’s Day (Muharram 1) – The Islamic calendar is dated from the Hegira- Muhammad’s 
flight to Medina.  This day is not celebrated in any ostentatious manner, but usually with a 
personal supplication 

• Maulid-An Nabi – The birthday of Prophet Muhammad is observed with solemnity on 12th

• Isra’ and Mi’Raj – Anniversary of the Night Journey of the Prophet, where he was transported 
from Jerusalem to the Heavens and back 

 Rabi 
al Awwal in the Islamic calendar.  In some Muslim countries and communities, commemorative 
meetings are arranged to highlights the Prophet’s life and mission 

• Nisfu Sha’ban – The middle of the month of Sha’ban that precedes the month of fasting 

• Lailatul-Qadr – The eve of the 5 odd days, beginning with the 21st

• The first ten days of Dhu al Hijjah, the month during which the pilgrimage is performed 

 day of Ramadan (21, 23, 25, 
27and,29) is when God renders extra rewards 

Celebrations of many kinds take place throughout the Muslim world.  Public holidays include 
Muhammad’s birthday, which is widely celebrated.  The Shiites (pronounced SHE-ites), a major sect 
of Islam, have some additional festivals and ceremonies.  A very important day observes mourning 
for the death of Husain, a grandson of Muhammad, in 661 A.D.  They also celebrate the birthday of 
Fatima, Muhammad’s daughter. 
Private ceremonies in a Muslim’s life include celebration at birth, circumcision, and weddings.  But the 
event that Muslims take the most pride in is a child’s memorization of the entire Qur’an.  After a child 
has done this, his family holds a party to honor both the student and his teacher, and both receive 
gifts. 

3.4.7.7.2 R amadan 

Long before the Message was revealed to Muhammad, the Arabs regarded the month of Ramadan 
as a holy month.  They reckoned Ramadan as the month of spiritual stocktaking.  Before his 
commission as Prophet, Muhammad was in the habit of retreating to Hira’, a cave outside Mecca 
(Makkah), during Ramadan.  He would spend the time in meditation.  It was during Ramadan that he 
received his first Revelation. 
Later, Allah revealed the order to fast during Ramadan, and Muhammad proclaimed Ramadan as a 
time for fasting.  The purposes for fasting were self-discipline and commiseration with the hungry of 
the earth.  The idea of a fast was not new – Jews and Christians had fasted before then.  Unlike the 
sunset-to-sunset fasts of the Jews, Muhammad’s fast was to last for an entire month, but only during 
daylight hours – "Eat and drink until so much of the dawn appears that a white thread may be 
distinguished from a black, then keep the fast completely until night.”  Each day of Ramadan is 
regarded as a fresh trial, which, if carried successfully to sunset, is ended with food and joy. 
For many Muslims, the fast of Ramadan is the most scrupulously observed of all religious duties.  
Everyone must fast except children, the sick and aged, pregnant women, and those undergoing the 
heavy burden of travel.  The days are supposed to be spent in prayer and meditation.  In some 
Muslim countries, trade and public affairs are slowed markedly during the day, but the sunset cannon 
signals the awakening. 
During the month of fasting, the meal schedule has to be adjusted to provide a pre-dawn light meal 
and a post-sunset breakfast meal.  Muslims prefer to begin the breakfast meal with dates.  At the end 
of the month, a small charity may be given to the poor (as alms) on behalf of each Muslim soul.  (In 
addition, an adult Muslim needs the means to make a pilgrimage to Mecca (Makkah) at least once in 
his life.) 
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3.4.7.7.3 Is lamic  C alendar 

The Islamic calendar is dated from the Hegira (Hijra), or Muhammad’s flight from Mecca (Makkah) to 
Medina, and is represented as 1 A.H. (after Hegira), which is 622 A.D. by Gregorian computation. 
The Islamic year is based upon the lunar cycle.  The year is divided into 12 months, 30 and 29 days 
long alternately.  The Islamic calendar divides time into cycles 30 years long.  During each cycle, 19 
years have the regular 354 days, and 11 years each have an extra day.  This method of counting time 
makes the Islamic year nearly as accurate as the Gregorian calendar.  As a result of this system, the 
Islamic New Year moves backward through the seasons.  It moves completely backward in the 
course of 32-1/2 years. 
Islamic Interfaith Calendars  

3.4.7.8 Wors hip R equirements  

The Mosque, or Muslim place of worship, is the most important building for Muslims.  Mosque comes 
from the Arabic masjid, meaning a place of kneeling.  A typical Mosque has a mihrab, or niche, which 
points to Mecca (Makkah), a pulpit for the preacher and a lectern for the Qur’an.  Often a Mosque 
(Figure 3-5) may have one minaret, or tower, from which the muezzin chants the call to prayer.  A 
court and water fountain provide for the ceremonial washing before prayer.  The Mosque is usually 
decorated with colorful arabesques and Qur’anic verses written in large, beautiful Arabic letters.  Most 
Mosques have a religious elementary school where young scholars learn to read and memorize the 
Qur’an. 
Some Mosques, especially in Muslim countries, also have a madrasah, or religious college, where 
students may complete their religious education.  A graduate of a madrasah, called an Aalim 
(scholar) may teach in a primary school or a madrasah, or preach in a Mosque. 

 

F igure 3-5 — Dome of the R oc k Mos que in J erus alem. 

No statues, ritual objects, or pictures are permitted within the Mosque.  Ceremonies connected with 
marriage and birth may be performed in the Mosque. 
Group worship is recommended for each of the five daily prayers, but is obligatory in the case of the 
noon prayer on Fridays. 
Before a Muslim engages in worship, a pre-prayer ablution (Wudu) of the body with pure water is 
required.  Cleanliness of the body, the clothes, and the place of prayers are required.  A prayer mat or 
rug on which to kneel for prayers is desirable, but is not a religious requirement.  During the Friday 
prayers at noon, a platform from which a sermon is to be delivered may be needed. 
Friday noon prayers should be held and attended in a Mosque or a suitable building.  All other 
prayers can be carried out in any other clean facility or place, as long as the worshipper is facing 
Mecca (Makkah) while praying – this is northeast in the United States.   

http://www.interfaithcalendar.org/�
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3.4.7.9 Mus lims  and L earning 

As a result of their conquests, Muslims came into contact with Greek science and philosophy, and 
with Persian history and literature.  Muslim geographers discovered the source of the Nile, and 
explored many new areas.  They also spread knowledge of other discoveries, including the Chinese 
inventions of paper and gunpowder, and the Hindu system of numerals. 
The Muslims not only honored learning, but also developed distinctive arts.  They founded many 
academies and universities – the most famous were at Baghdad, Cairo, and Cordoba.  Muslim 
scholars of many nations traveled freely throughout the Muslim world.  European scholars traveled to 
Muslim countries, especially Spain, to study Islamic philosophy, mathematics, and medicine.   These 
scholars translated major Arabic works into Latin, the language of learning in the West.  In this way, 
during the Middle Ages, Muslims not only preserved but also, indeed, refined and advanced much of 
the knowledge of the classical world. 

3.4.7.10 Marriage and Divorc e 

Marriage in Islam is not a sacrament.  It is a pledge or contract by which the partners regulate their 
mutual relations.  In many Muslim societies, an intermediary usually prearranges marriage.  He/she 
establishes a proper contact and introduces the two families.  The couple does not meet in private 
until after marriage.  Men may marry Jewish or Christian women; women, however, are not allowed to 
marry outside Islamic faith according to Islamic jurist prudence.   
Divorce is permissible but strongly discouraged. 

3.4.7.11 Other P rac tic es  or R es tric tions  

There are other practices and restrictions observed by Muslims in their daily lives. 

3.4.7.11.1 Dietary L aws  or R es tric tions  

Pork and its derivatives, intoxicating beverages or liquors, and harmful drugs, (such as marijuana, 
heroin, cocaine, or any drug that is taken without a doctor’s specific orders for a particular illness) are 
absolutely forbidden in Islam.  The following rules apply: 

• In the slaughtering of animals, it is essential that the throat be cut in such a way that blood 
drains from the body. The name of Allah must be recited at the time of slaughter 

• Alcoholic beverages are forbidden 

• Fish are clean, even those left on the shore by the ebb tide 

• The milk of animals that cannot be used for food is not clean 
However, as the Qur’an says, “In an emergency anything edible is lawful.”  If a Muslim eats unlawful 
food under compulsion or through fear, he may be pardoned.  The meat acceptable to Jews and 
Christians is lawful to Muslims, if it is slaughtered properly, within the parameters of Islamic slaughter. 

3.4.7.11.2 F uneral and B urial R equirements  

Any equipment or personnel other than what would ordinarily be used are not required. 

3.4.7.11.3 Imam R equirement at T ime of Death 

The presence of an Imam at time of death is not necessary, unless such request is made. 

3.4.7.11.4 Autops y 

An autopsy is permissible, if required by law. 
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3.4.7.11.5 C remation 

Cremation is strictly forbidden.  The body should be returned to the earth in its natural form. 

3.4.7.11.6 Medic al T reatment 

There are no restrictions on medical treatment provided persons practicing the Islamic faith.  This 
includes the practice of inoculation from disease and hazardous biological, chemical, and radiation 
contaminates.  However, medication or immunizations manufactured with any blood products derived 
from an animal considered unclean, or containing large amounts of alcohol, may be prohibited. 

3.4.7.11.7 Mus lim Dres s  C ode 

Islam emphasizes modesty.  There are certain guidelines both for men and woman that their dress 
should neither be neither too thin nor too tight to reveal body forms.  For men, they must at least 
cover the area from knee to navel and for women their dress should cover all areas, except the hands 
and face.  The veil is not essential. 
Wearing of religious clothing while in uniform or on military establishments can differ based upon 
command policy.  The ability to meet religious obligations while maintaining Navy regulations can 
easily be obtained through awareness of religious requirements and communication with the chain of 
command.  The following guidelines apply: 

• Head coverings are a form of modest dress that all Muslims are obligated to adhere to 

• The kufi (ku-fee) (a skullcap worn by men) is optional while the hijab, used to cover the female 
head, is mandatory 

• Sea service personnel can usually obtain permission to wear head coverings while in uniform 
by requesting permission from the Commanding Officer to dress according to their faith 
traditions, ensuring all dress is conservative and does not take away from the sharpness of the 
uniform.  

• The kufi should be the same color as the prescribed uniform.  No faddish or outrageous colors 
should be worn while in uniform. 

• In order to meet their religious obligation, female service members may be granted permission 
to remain covered by either wearing a command ball cap or other prescribed headgear 
indoors.  This includes those areas in which headgear is normally restricted, such as medical, 
dental, the chapel and the mess decks. 

• With command approval, personnel may be able to remain covered while performing 
ceremonial functions in civilian clothes, such as crossing the quarterdeck. 

3.4.7.12 R es ourc es  

 
Islamic publications and supplies may 
be ordered from the following 
publishers: 
Islamic Book Service 
2622 East Main Street  
Plainfield, IN 46168  
(317) 839-8150                                  

Halalco Books 
108 W. Broad St. 
Falls Church, VA 22046 
(703) 532-3202 
www.halalco.com 
 

 
Crescent Imports and Publications The Islamic Center  

http://www.halalco.com/�
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450 South Main St. 
P. O. Box 7827   
Ann Arbor, MI  48107  
(313) 6654-3492 (24-hour service) 

2551 Massachusetts Avenue, N.W. 
Washington, D.C.  20008 
(202) 332-3451 

3.4.7.13 Internet R es ources  
Oregon State University Muslim Students Association  
International Institute of Islamic Thought   
Islam on line  
IslamiCity    
Islamic Society of North America 

3.4.7.14 R eferenc es  

Islam, by Isma’il R. Al Faruqi, Ph.D. Temple University, Philadelphia, PA (Amana Books)   
Islam:  A Contemporary Look, a Chaplain Resource Board booklet developed from materials 
produced by the Director of Training Development of the U.S. Army Chaplain Center and School. 
A Historical Development of Islamic Groups in the United States.   A Chaplain Resource Board and 
U.S. Army Chaplain Center and School Booklet. 
Worship in the World’s Religions, by Geoffrey Parrinder, Professor of the Comparative Study of 
Religions in the University of London. 
Religious Requirements and Practices, Department of the Army, Pamphlet No. 165-134. 

3.4.7.15 C ommon Is lamic  T erms  

 

Du’a’ Individual, private prayer to God which follows no prescribed form. 

Hadith A report handed down over generations, of the example of the Prophet’s actions 
that all Muslims should emulate. 

Hajj The pilgrimage to Mecca (Makkah), the holy city of Islam in western Arabia. 

Hanifs The upright, monotheistic, and moral people who were neither Christian, Jewish, 
nor pagan, who upheld an idealized form of the Mesopotamian religious tradition. 

Haram The area encompassing Makkah, the plain of Arafat, and other sites visited during 
hajj. 

Hijab A scarf like cloth used to cover a Muslim female’s head.  Wearing of the hijab is a 
form of modest dress and is mandatory for women. 

Hijrah The emigration which refers to the escape of Muhammad from Makkah to 
Madinah.  It marks the beginning of the Muslim calendar and the founding of the 
Islamic state. 

‘Id al Adha The feast of sacrifice which ends the ritual of hajj, commemorating Abraham’s 
sacrifice of his son Ishmael and indicating the Muslims’ willingness to sacrifice for 
God. 

http://www.orst.edu/groups/msa/index.html�
http://www.iiit.org/�
http://www.islam-online.net/�
http://www.islam.org/�
http://www.isna.net/�
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‘Id al Fitr The feast which marks the end of the fast during Ramadan. 

Ihram The garment worn during hajj, consisting of two pieces of unsewn white cloth. 

Imam A leader who directs Muslims in worship and/or other activities. 

Isra’-Mi’raj The celebration which commemorates the Prophet’s night journey to Jerusalem 
and ascension to heaven and which acknowledges that the Christian, Jewish, and 
Islamic religions have one and the same God as their source. 

Jihad A struggle waged to defend Islam or achieve a goal.  Broadly, the obligation to 
spread the teachings of Islam and to combat injustice. 

Jum’ah The obligatory congregational salat on Friday. 

Ka’bah The small stone building in Makkah that Islam holds was first built by Abraham and 
his son Ishmael for worship of the one God. 

Khalifah A vicegerent, or one who manages matters on earth by fulfilling the commands of 
God. 

Khutbah The sermon delivered by the imam at the Friday congregational Salat. 

Kufi Skullcap worn by men as a form of modest dress. 

Masjid A Muslim house of worship.  The word passes into the English language, with 
slight change as Mosque. 

Minaret The tower on a Mosque from which the call to worship is chanted. 

Muazzin A person who chants the Muslim call to worship. 

Niyyah The declaration of one’s intention to perform a religious duty; for example, salat 
(worship), hajj (pilgrimage to Makkah). 

Qur’an The revelations that came to Muhammad from God and were collected in a book 
and canonized in 646 C.E. Muslims regard the Qur’an as the eternal word of God. 

Ramadan  The ninth month of the Muslim year which is observed as sacred.  During this 
month Muslims fast from dawn to sunset. 

Sadaqah The Muslim institution of voluntary almsgiving. 

Salat The ritual of Muslim worship. 

Sa’y A ritual performed during hajj in which the pilgrims trot between two small hills 
seven times, signifying Hagar’s search for water. 

Shahadah The Muslim confession of faith in God and in the prophethood of Mohammed. 

Shari’ah The Islamic code of law, based on divine revelation, which regulates all aspects of 
Muslim life. 

Siyam The fast observed by Muslims during the month of Ramadan. 

Sufism Mysticism as practiced by Muslims. 

Sunnah An example of the Prophet Mohammed’s behavior that is a standard of conduct to 
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be emulated by all Muslims.  As a collective term, all the reported traditions 
recording the Prophet’s behavior. 

Tarawih The special ritual of worship prescribed for the nights during the month of 
Ramadan. 

Ummah Any group of people living within the Islamic state and under its protection, but 
which has its own religion and laws, its own institutions and customs – for example, 
the Muslims, the Jews, the Christians.  Also the totality of the Islamic state. 

Zakat The Muslim institution of wealth sharing that prescribes that two and one-half 
percent of one’s total wealth be distributed to the needy. 

3.4.8 B uddhis m 
Buddha is an Indian Sanskrit word that means, "The One Who Awakened."  Buddha is the title given 
to Siddhartha Gautama, the founder of the Buddhist religion. 

3.4.8.1 His toric al B ac kground 

Siddhartha Gautama was born around 563 B.C., in Kapilavastu, a site now in Nepal.  Born into a 
royal family of the Kshatriya caste, at the age of 29 he realized the vanity of sensual enjoyments, 
renounced all worldly pleasures, and became a wandering ascetic.  He led a life of rigid austerity, and 
practiced various forms of yoga and meditation.  At the age of 35, he rejected his previous self-
mortifying practices and made a final effort to realize True Reality.  The sacred truth of which he had 
been seeking came to him after sitting in meditation beneath a papal tree on the banks of the Naranja 
River.  His search for truth, or Enlightenment, was complete.  He had become a Buddha by his own 
striving.  The next 45 years of his life were spent wandering throughout India teaching many his many 
disciples and followers.  The teachings of the Buddha are collectively known as “Dharma.”  It 
comprises one of the “Three Treasures” of Buddhism: 

•  The Buddha 

• The Dharma,  

• The Sangha, or religious community.  
To become a Buddhist one “takes refuge” in the Three Treasures. 
After Siddhartha Gautama's death or parinirvana (483 B.C.), his teachings spread throughout the rest 
of India.  Around 200 B.C. Buddhist missionaries established Buddhism in Ceylon (the present Sri 
Lanka).  It also extended into Thailand and Cambodia, which were culturally influenced by India.  By 
A.D. 100, Buddhism had spread into China.  It became established in Korea around A.D. 300, in 
Japan around A.D. 500, and in Tibet around A.D. 600.  After a period of medieval decline, a modern 
revival and restatement of Buddhist doctrines occurred in the 19th

Buddhism is the predominant religion of Burma, Sri Lanka, Taiwan, Japan, Cambodia, Thailand, and 
Bhutan.  There are strong Buddhist populations in South Korea, Mongolia, and Malaysia and there 
are minority Buddhist communities in North America, Indonesia, Europe, Australia and Africa.      

-century.  

3.4.8.2 Origin of B uddhis m in the United S tates  

Buddhism was first brought to the U.S. and Hawai’i by Japanese and Chinese immigrants in the 
1800s.  Many Americans first became interested in the Buddhist religion first through the popularity of 
Theosophy and Spiritualism, and after World War II through the popularity of “counterculture” writers 
and artists and Zen teachers.  The writings of prominent Buddhists such as Thich Naht Hanh and the 
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Dalai Lama also created interest in Tibetan and other forms of Buddhism. Today, American Buddhists 
come from diverse cultural backgrounds. 

3.4.8.3 B ranc hes  of B uddhis m  
There are three major branches of Buddhism: 

•  Theravada – “Way of Elders” 

• Mahayana – “The Great Vehicle 

•  Vajrayana –” The Thunderbolt Vehicle” 
 Within each branch are numerous Schools and sub-sects, or denominations. 

3.4.8.4 Organizational S truc ture 

The organizational structure of Buddhism varies according to the school, or sect.  Most traditional 
schools have a hierarchy of clergy – typically monks – although nuns make up a substantial minority.  
Other American Buddhist temples, or centers, can be organized around a Board of Members, with a 
staff of ordained or lay Dharma and meditation teachers.  The word “Sangha” designates either a 
group of monastics attached to a temple or center, or the Buddhist congregation of a particular temple 
or center. 

3.4.8.5 B uddhis t L eaders hip 

There is no central leader of the Buddhist religion.  Each school or denomination maintains its own 
leadership structure.  The Dalai Lama is the religious figurehead of the Tibetan School of Buddhism 
only.  Monks and nuns may be addressed as either “Venerable,” “Sensei,” “Bhante,” or “Reverend” 
depending on the tradition. 

3.4.8.6 B as ic  B eliefs  and T eac hings  
The Four Noble Truths are primary to the teachings of the Buddha: 

• The first noble truth is that our lives experience suffering and unfulfillment   

• The second noble truth is that suffering has a cause in ignorance and fear   

• The third is that the cause of suffering can be ended  

• The fourth noble truth is the way, or path to end the cause of suffering  
The central theme of this way is Awakening to Enlightenment (bodhi); the Eightfold path is the 
Buddha’s teaching to the cessation of suffering: 

• Right views 

• Right intention 

• Right speech 

• Right action 

• Right livelihood 

• Right effort 

• Right mindfulness 

• Right concentration 



3-46 

The Eightfold Path is a moral guide to overcome our natural suffering, and find peace and happiness. 
Buddhists may interpret the Eightfold Path according to their faith affiliation, culture, and personal 
understanding. 
Other principal Buddhist beliefs are reincarnation/rebirth (belief in cyclical existence), karma (cause-
and-effect teaching), compassion, the interdependence of life, and nonviolence.  

3.4.8.7 B uddhis t Images  

Buddhism has many sacred images.  Originally the Buddha was never represented in art, symbolizing 
his liberation from cyclical existence.  Buddhists use sacred images as an aid in worship and guide to 
understanding Buddhist teachings.  Some Buddhists may wear and use protective amulets, wrist 
cords, images, or “prayer” beads (called malas or ojuzu) in their individual practice and worship. 

3.4.8.7.1 DHAR MAC AK R A 

Dharmacakra means literally the “Wheel of Dharma.”  This image (Figure 3-6) is of Indian origin, and 
represents the teachings of the Buddha, specifically the Eightfold Path.  A variation of this image is 
used as the U.S. Armed Forces Buddhist Chaplain insignia. 

 

Figure 3-6 — A Dharmacakra 

3.4.8.7.2 S was tika 

The swastika (Figure 3-7) is also a symbol which designates a Buddhist place of worship, and can be 
found on Buddhist places of worship, statues, or on maps to designate a Buddhist temple or site.  It 
should be noted that the swastika used is an upright swastika, not the tilted-version used by the 
Nazis.  The Buddhist swastika has no anti-semitic or other racist association, and should in no way be 
viewed as such.          
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Figure 3-7 — Swastika 

3.4.8.8 R eligious  B uddhis t L iterature 
There is no single sacred book in Buddhism, comparable to the Bible or Koran.  The most important 
literature is called “Sutra,” signifying that the book contains the words of the Buddha.  There are many 
different kinds of sutras, and depending on the School, a certain sutra may be preferred over another.  
Additionally, writings by respected ancient and contemporary teachers are also considered sacred 
literature.  A Sutra book used in worship should be treated respectfully. 

3.4.8.9 R eligious  Holy Days  and F es tivals  
The religious festivals that are observed vary according to the branch of Buddhism and may go by 
different names, depending on the culture.  Some of the most important are: 

• Vesak or Wesak (Celebration of the Buddha’s Birth, Enlightenment and Passing) 

• Hanamatsuri (Japanese-Buddhist Observance of Buddha’s Birth 

• Obon (Japanese-Buddhist Ancestors’ Festival) 

• Lunar New Year 
Some festivals observe the Lunar Calendar, and so may not fall on same day for every year. 

3.4.8.10 Wors hip R equirements  
The place of worship is usually a Buddhist Temple.  However, some Buddhists may meet in halls or 
centers dedicated to the practice of Buddhism, or worship only at home.  Statues  or other images of 
the Buddha (Figure 3-8) and Buddhist deities, are the central figure in most temples.   Respect should 
be shown in and around these areas designated as a place of worship.  
 

 

Figure 3-8 — Sitting Buddha. 
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Buddhist worship services vary among Mahayana, Theravada, and other Buddhist Sanghas.  Incense 
may be burned before an image of Buddha and is regarded among Buddhists as an aid to meditation 
and worship.  Buddhist scripture may also be recited and chanted.  Lectures and sermons are also an 
important feature of worship.  
 
Buddhist worship can be conducted with a minimum of religious items.  For meditation practice, a 
quiet room should be reserved.  Traditional worship and ritual items include sacred images (statues 
or pictures), incense, candles, bells, and other musical instruments, offerings of food and water, and 
flowers. 

3.4.8.11 Other P rac tic es  or R es tric tions  

3.4.8.11.1 Dietary L aws  or R es tric tions   

Buddhism advises moderation and respect for life in regards to food and alcohol consumption.  
Vegetarianism is practiced by many Buddhists. 

3.4.8.11.2 F uneral and B urial R equirements   

Funeral and burial procedures are a matter of individual choice for the family of the deceased.  
Cremation is accepted and practiced by many Buddhists. 

3.4.8.11.3 Autops y  

An autopsy may be performed when a need exists.  However, permission to perform an autopsy 
should be obtained from the family when possible.  

3.4.8.11.4 Medic al T reatment 

Generally, there are no restrictions on medical treatment provided for persons practicing the Buddhist 
faith, but may depend on culture. For example donor organ transplants can be discouraged by 
members of a Japanese-Buddhist family. 

3.4.8.11.5 Abortion 

Most Buddhist traditions discourage abortion.  However, some traditions have rituals expressly for the 
mother and the deceased fetus if abortion occurs. 

3.4.8.11.6 Homos exuality/S ame-s ex Marriages  

There is no single consensus in the Buddhist community on acceptability of gay, lesbian, bi-sexual, or 
transgendered (GLBT) individuals.  Most American Buddhist Sanghas welcome GLBT individuals.  
Other culturally conservative Sanghas may reject same-sex practices. 

3.5 NAV AL  F UNE R AL S   
“The Navy is not a job, it is a way of life.”  The significance of this statement is exemplified by the 
unique customs, honors, traditions, and special ceremonies which surround all naval funerals and 
chapel weddings. 
The primary purpose of the duties performed by the Religious Program Specialist on these occasions 
is to support and assist the chaplains as they conduct religious rites and ceremonies for naval 
personnel and their families.  In addition to an understanding of the religious rites, an awareness of 
the significance and meaning of naval customs and traditions will enable Religious Program 
Specialists to serve more effectively in their role of support to Navy chaplains. 



3-49 

Before naval funerals and military weddings are discussed in detail, it is important to note some 
elements of naval customs and traditions which play an important part in these ceremonies.  The 
significance and origin of naval customs which relate to military funerals and weddings can be traced 
back to the American Revolution and the formation of the Continental Navy.  Some of the customs 
which have been passed down to the present-day Navy and, in time, will be passed on to future 
generations are presented in the following paragraphs. 
The national ensign or flag of the United States of America represents our nation.  John Paul Jones is 
thought to have been the first military commander to fly the American flag when it was first flown 
aboard his vessel, the Ranger, in Portsmouth, NH on July 4, 1777.  Sailing for France on November 
1, 1777, Jones again flew the Stars and Stripes aboard the Ranger.  At the same time, Jones carried 
word of the Battle of Saratoga to Benjamin Franklin, who was the American emissary in Paris.  
Entering Quiberon Bay, on February 14, 1778, Jones found the French fleet in roadstead.  As the 
Ranger sailed in at sunset with the American colors flying, the French saluted with “nine guns” – 
official recognition by the Royal French Government of the new American Republic.  As a result of 
this gesture, Britain handed France an ultimatum and the French responded by joining the new 
American Republic in its war of independence against the British.  Following this historical event, the 
American flag became the primary symbol of the United States and has had a central place in both 
civic and military ceremonies since that time. 
Our national ensign is always handled with great care and dignity.  The union (the stars) of the flag is 
considered to be its point of honor.  No flag or pennant is ever placed above the ensign of the United 
States except during Divine Services conducted on board ship by chaplains.  When Divine Services 
are being conducted, either the Christian or the Jewish pennant, as appropriate, may be flown above 
the national ensign. 
When displayed in the chancel area of a Navy chapel, the national ensign is to the right of the 
chaplain facing the congregation.  When the ensign is to cover the casket of a member of the naval 
service, its “union” is placed at the head of the casket over the area of the deceased member’s left 
shoulder.  During burial, the flag must not touch the ground nor be lowered into the grave.  The 
ensign of the United States, when placed over a deceased member’s casket (Figure 3-9) 
acknowledges that the member served the nation and its naval service.  Navies of other countries 
permit the sword, the cap, and the chapeau to be placed upon their national flag when it is draped 
over a casket; however, nothing is ever to be placed atop a casket which is covered with the ensign 
of the United States.  Our national ensign combines blue to symbolize vigilance, justice, and per-
severance; white to symbolize purity; and red to symbolize hardiness and valor.  Use of the flag 
signifies patriotism and the spirit of the American nation. 

 

Figure 3-9 — The correct method of displaying the flag with a casket. 
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The sword

The sword is NOT to be unsheathed in a naval chapel.  At a military wedding ceremony for a naval 
officer, it is customary for the ushers in uniform to form an arch of swords outside the doors of the 
chapel under which the newly wedded couple passes. 

 is a symbol of authority.  At a naval funeral, the deceased officer’s sword may be leaned 
against the casket and/or may be placed in the casket at burial.  The sword of John Paul Jones, the 
Father of the American Navy, rests near his marble sarcophagus in the crypt of the Naval Academy 
Chapel. 

Three volleys are fired into the air at a naval funeral as an act of respect for the deceased member 
and the naval uniform. 
Taps, the last post, is sounded as a signal that the service of the deceased member has ended and 
that the time for rest has begun. 
The reversed arms are an acknowledgement that war is a sign of human failure to maintain the 
peace. 
The reversal of rank is an acknowledgement that at death all persons are equal.  This form of “the last 
shall be first, and the first shall be last” is carried out in the recessional and processional in the 
placement of the honorary pallbearers. 
The personal salute is a tradition that was carried over from the British Royal Navy.  The salute is the 
first part of the movement of uncovering which was the order promulgated by Admiral, the Earl of St. 
Vincent, which stated that all officers were to take off their hats when receiving orders.  In the early 
American Navy, one might touch and hold a lock of hair in the absence of a cover.  Today, the salute 
is a significant military gesture of respect within the naval service.  This gesture of respect is rendered 
in deference to the naval uniform and to the flag.  The national ensign, placed over the body of a 
deceased member of the naval service, is rendered a salute on the occasions listed in Naval 
Funerals, NAVPERS 15956B, and Navy Military Funerals, NAVPERS 15555. 
Navy Military Funerals, NAVPERS 15555 
These elements of naval customs and traditions have been presented to add flavor and meaning to 
the military honors and ceremonies which are held in conjunction with the religious rites conducted by 
Navy chaplains.  These religious rites and military ceremonies celebrate important events in the lives 
of Navy and Marine Corps members and their families. 
The free expression of these rites and ceremonies is an affirmation of the freedom we enjoy as 
Americans and, as sea service members, are sworn to protect.  OPNAVINST 1730.1, Chaplains 
Manual, Chapter 7, Rites, Ceremonies and Special Duties delineates the duties of the chaplain in 
regard to the ceremonies discussed here.  Religious Program Specialists must become thoroughly 
familiar with all aspects of this chapter of the Chaplains Manual. 

3.5.1 S tate, Offic ial,  and S pec ial Military F unerals  
State, official, and special military funerals are conducted in accordance with OPNAVINST 5360.1 
series.  When directed, Armed Forces Full Honor funerals are conducted by the Department of 
Defense.  All other funerals for naval personnel are conducted in accordance with Navy Military 
Funerals, NAVPERS 15555.  

http://navybmr.com/study%20material%203/NAVPERS%2015555D.pdf�
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3.5.2 T ypes  of Naval F unerals  
There are three general types of naval funerals: 

• Full Honor 

• Simple Honor 

• Dependent funerals 

3.5.2.1 F ull Honor F uneral 

For the full honor funeral, a color detail and a ceremonial band are provided in addition to a specified 
escort.  The band plays prescribed musical honors and/or a hymn during each movement of the 
casket.  The color detail, band, and escort march in the procession and the casket is borne to the 
grave on a horse-drawn caisson. 

3.5.2.2 S imple Honor F uneral 

For the simple honor funeral, no color detail or band is provided and the escort does not march in the 
procession.  The casket is borne to the grave in a hearse. 
Full honor and simple honor funerals differ primarily in the size of the funeral escort.  The basic 
elements of a full and simple honor funeral are: 

• American flag draped over the casket 

• Honors rendered during each movement of the casket 

• The religious service 

• The procession to the grave 

• The graveside committal service 

• Honors rendered at the grave while three volleys are fired and Taps are sounded 

• Presentation of the flag to the next of kin by a Navy representative 
These basic elements described above form the foundation for all military funerals, whether 
ceremonies are being conducted for an enlisted person or final honors are being paid at the grave of 
a flag or general officer. 

3.5.2.3 Dependent F uneral 

There are no military honors in connection with this funeral and no flag is provided.  Normally, the 
casket bearer detail departs after placing the casket at the grave. 

3.5.3 T he R eligious  S ervic e 
The religious services which are conducted as part of the military funeral ceremony may be divided 
into three categories: 

• Military Funeral with Chapel Service 

• Military Funeral without Chapel Service 

• Military Funeral with only a Graveside Service 
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Each of the above services is described below in general terms.  Specific duties of the RPs are noted 
as appropriate.  The services may vary somewhat according to the religious beliefs of the deceased 
and the circumstances surrounding each funeral. 

3.5.3.1 Military F uneral with C hapel S ervic e 

Prior to the funeral, the RP should ensure that the chapel is clean, in the proper order, and that all 
necessary materials are on hand and operable.  The materials required must be reviewed with the 
chaplain in advance to ensure that nothing has been omitted.  The arrangements of the altar or any 
other arrangements that are required must be made well in advance of the chapel service. 
Before the service begins, the funeral escort is formed in line facing the chapel entrance.  The band 
forms on the flank toward the direction of march. 
Normally, members of the immediate family, relatives, and friends of the deceased are seated in the 
chapel before the casket is processed.  For Roman Catholic funerals, the body precedes the 
mourners into the chapel.  The RP or chapel ushers must ensure that a sufficient number of front 
seats on the right side of the chapel facing the altar are reserved for the immediate family. 
The two front pews on the left are reserved for the honorary pallbearers.  If body bearers are used to 
carry the casket into position inside the chapel, seats need to be reserved for them in the rear of the 
chapel. 
The conveyance bearing the remains to the chapel should arrive a few moments before the time set 
for the service.  Since the casket normally is covered with the national colors, the escort is called to 
attention and the escort commander salutes as the conveyance arrives. 
When all is in readiness to move the casket into the chapel, the escort commander brings the escort 
to “Present, ARMS.”    At this command, the band renders honors.  If a full honor ceremony is being 
accorded, this is followed by a hymn.  At the first note of the hymn, the casket is removed from the 
conveyance by the body bearers and carried into the chapel.  As soon as the casket enters the 
chapel, the band ceases to play.  The escort is then brought to order and given “At Ease.” 
When honorary pallbearers are present, they are formed in two ranks, facing each other, thus forming 
an aisle from the conveyance to the entrance to the chapel.  At the first note of the music, and while 
the casket is being carried between them, the honorary pallbearers uncover or salute as appropriate.  
They follow the casket in a column of twos into the chapel and sit in the front pews on the left. 
The funeral director, or designated person, moves the bier as previously prescribed by the officer in 
charge.  If there is no bier, the body bearers carry the casket as instructed beforehand. 
At the conclusion of the chapel service, the body bearers follow the honorary pallbearers.  If there are 
no honorary pallbearers, the body bearers follow the chaplain in a column of twos as the casket is 
moved to the entrance of the chapel.  When honorary pallbearers are present, they form an aisle from 
the entrance of the chapel to the conveyance (caisson or hearse) and uncover or salute as 
prescribed. 
When the casket appears at the entrance of the chapel at the conclusion of the service, the funeral 
escort and band repeat the procedures prescribed for entering the chapel.  The band ceases playing 
and the escort is brought to order when the casket has been secured to the caisson or placed in the 
hearse. 
After the casket has been placed on the caisson or in the hearse, the honorary pallbearers enter their 
cars.  If they are marching, they form a column on each side of the caisson or hearse with the leading 
member of each column remaining even with the front wheels of the conveyance. 
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The family group follows the casket out of the chapel and remains at the chapel entrance until the 
honorary pallbearers have broken ranks to take their position.  The ushers then escort the family to 
their own cars.  After the chapel service, the RP restows all items of equipment used and returns the 
chapel to a normal setting.   
Outside, the escort commander puts the band and escort in march, and the procession marches 
slowly to solemn music.  If the gravesite is a considerable distance from the chapel, the escort – after 
leaving the chapel area – may march “at ease” and in quick time, with no band music.  Upon reaching 
the grave, the escort is brought to attention. 
As the procession nears the grave, the marching elements move to their pre-designated positions.  
The band and military escorts are formed in a line behind and facing the foot of the grave, with other 
marching elements placed as near as practicable.  The firing squad is positioned in such a way that it 
will not fire directly over the heads of the mourners. 
When the caisson or hearse comes to a halt, the honorary pallbearers again form in two ranks with an 
aisle extending from the conveyance to the graveside.  If the grave is too near the road to permit this 
formation, the honorary pallbearers take their positions at the graveside before the removal of the 
casket from the caisson or hearse. 
When all is in readiness to remove the casket from the conveyance, the escort commander orders, 
“Present, ARMS.”    At this command, the band renders honors, if appropriate, followed by a hymn.  
At the first note of the hymn, the body bearers remove the casket from the caisson or hearse. 
Preceded by the chaplain, the body bearers carry the casket between the ranks of honorary 
pallbearers to the grave and place it on the lowering device.  The pallbearers remain in position facing 
the casket; then, they raise the flag from the casket and hold it in a horizontal position, waist high, 
until the conclusion of Taps. 
As soon as the casket has passed between them, the honorary pallbearers face toward the grave and 
follow the casket in a column of twos to their position at the grave.  The family members proceed to 
their designated places. 
When the casket has been placed over the grave, the band ceases playing and the escort is brought 
to order.  The escort commander then commands, “Parade, REST.”  The graveside service is now 
conducted by the chaplain.  After the conclusion of the graveside service, the chaplain moves two 
steps to the side or rear. 
Upon the conclusion of the religious service, the escort commander brings the escort to attention.  
The escort commander orders, “Escort, less firing squad, Present, ARMS: Firing squad, FIRE THREE 
VOLLEYS.”  The firing squad fires three volleys; then, they assume the position of “Present, ARMS” 
on the command of the noncommissioned officer or petty officer in charge.  They remain in this 
position until the conclusion of Taps, which is sounded by the bugler immediately after the last volley.  
The entire escort is then brought to order. 
The body bearers box the flag; the senior body bearer gives it to the chaplain or commanding officer 
who presents it to the next of kin, or a representative of the family. 
After the presentation of the flag, the band and escort are put in march by the escort commander.  
When retiring from the vicinity of the gravesite, care is exercised as not to detract from the solemnity 
of the occasion. 
It must be remembered that there are some differences among the chapel services conducted for full 
honor funerals, simple honor funerals, and dependent funerals.  These differences are specified in 
Chapter 4, NAVPERS 15956B, Naval Funerals and NAVPERS 15555, Navy Military Funerals.  A 
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chapel service is appropriate and may be used for all full honor, simple honor, and dependent 
funerals. 

3.5.3.2 Military S ervic e without C hapel S ervic e 

When the funeral is without chapel service, the escort usually forms at or near the entrance to the 
cemetery.  The officer in charge supervises the transfer of the casket from the hearse to the caisson 
(full honor) or makes provision for the hearse (simple honor) to be included in the procession, from 
the point of origin to the grave-site. 
When honorary pallbearers are present, they form in a single line facing the caisson or hearse.  Their 
order of march is the same as described in the Military Funeral with Chapel Services.  While the 
casket is being transferred, the escort is brought to “Present, ARMS,” the band plays appropriate 
music, and the honorary pallbearers uncover or salute as appropriate.  The family and friends remain 
in their cars during the transfer of the casket.  The funeral procession then forms and proceeds ─ as 
directed by the officer in charge ─ for the graveside service. 

3.5.3.3 G raves ide S ervic e Only 

The military elements (chaplain, body bearers, firing squad, and bugler) participating in a graveside 
service are in position before the arrival of the body.  The procedure for the graveside service is 
basically the same as for all military funerals. 
Upon the conclusion of the religious service, the leader of the firing squad gives the appropriate 
orders for the firing of three volleys and the bugler sounds “Taps” immediately upon completion of the 
last volley.  The senior body bearer gives the order to march off after the flag has been presented to 
the next of kin. 

3.5.3.4 Duties  of the R P  

The duties of the RP will vary according to the type of funeral – full honor, simple honor, or 
dependent; and the type of religious service – with chapel service, without chapel service, or with a 
graveside service only, if a religious service is to be conducted. 
Duties will also vary according to the command at which the RP is assigned and the desires of the 
command chaplain; however, the duties of the RP will generally be as follows: 

• Coordinate the schedule of the chaplain who is conducting the funeral service 

• Coordinate the efforts of the chaplain with those of the funeral director and the officer in charge 

• Initiate the necessary actions preparatory to the use of the chapel and the chapel staff in 
support of a military funeral in accordance with local instructions 

• Ensure the cleanliness and good order of the chapel and its associated items prior to and 
following the funeral 

• Lay out and restow the chaplain’s vestments and any other items needed for the funeral 
service 

• Reserve pews for the immediate family and official participants for the funeral service in the 
chapel 

• Ensure the correct altar setting, if any, and ensure the proper placement of the bier for receipt 
of the casket 

• Position the funeral bier during the ceremony as requested by the chaplain 

• Perform other related duties as required by the chaplain 
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3.5.3.4.1 G eneral Information 

The RP obtains the following information in order to schedule and coordinate the chapel facilities and 
the staff used to support the religious and military aspects of a Navy funeral: 

• Name, grade, SSN, and religious preference, if any, of the deceased member 

• Name, address, and telephone number of the next of kin 

• Name, address, and telephone number of the chaplain who will conduct the religious portion of 
the funeral service 

• Name, address, and telephone number (home/work) of the casualty assistance calls officer 
(CACO).  Determine whether the CACO will attend the funeral service.  If so, what will the 
duties and responsibilities of the CACO be regarding the funeral service? 

• Name, address, and telephone number of the funeral director.  Obtain the following information 
from the funeral director: 
– Name and exact location of the cemetery and gravesite 
– Time and date of interment services 
– Name, address, and telephone number of the officer in charge (OIC) of the funeral detail.  

Obtain the following information from the officer in charge: 
– What type of military funeral will be conducted?  
– What type of religious service will be conducted? (Worked out by chaplain and next of kin 

(NOK))  
– Will honorary pallbearers be present?  
– What type of graveside service will be conducted (Volleys/Taps)?  
– What type of funeral procession to the grave will be used?  
– Will ceremonies be conducted by fraternal or patriotic organization following the military 

funeral service?  
– The approximate number of relatives and friends of the deceased who will be attending the 

chapel service 
 

 
 

3.5.4 B urials  at S ea 
The burial at sea ceremony is one which remains fixed in the memories of most sailors who have 
participated in such a ceremony.  It is one of the most somber ceremonies conducted at sea. 
In earlier days, burial at sea was an absolute necessity when a death occurred on board a ship at 
sea.  Today, it is seldom necessary to bury members at sea except in the time of war.  Upon 
occasion, however, naval personnel who die ashore, or naval retirees request burial at sea.  These 
requests are honored whenever possible.  Such requests are submitted to the cognizant naval area 

NOTE 

If the OIC of the funeral detail is unable to provide this information, 
address questions to the cognizant CACO or NOK. 
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commander for approval.  If burial at sea is authorized, the date of burial will be determined by the 
availability of the naval vessel concerned. 
The ceremony is composed of religious rites which consist of the reading of the scriptures, the 
prayers, the committal, and the benediction; and military honors which consist of the draping of the 
American flag over the casket, and the firing of three volleys after the Benediction, Taps, and the 
folding and presentation of the flag to the commanding officer who receives it in behalf of the next of 
kin. 
Since burials at sea are ordinarily arranged in response to a specific request, a chaplain will generally 
be detailed by the fleet or force commander if the ship designated for the burial does not have a 
chaplain assigned.  If a chaplain of the appropriate faith is not available, the religious services may be 
read by the commanding officer, or an officer designated by him. 
United States Navy Mortuary Affairs Burial At Sea Program   

3.5.4.1 C ons ignment of the R emains  to the S hip 

When death occurs on shore and permission for burial at sea is obtained from the cognizant fleet or 
force commander, the cognizant naval activity or funeral director ensures that casketed remains are 
consigned to ships in accordance with NAVPERS 15555, Article 2-5.  It is the responsibility of the 
cognizant Naval Regional Medical Center (NRMC) to ensure that the casketed remains are properly 
prepared in a metal casket.  The Naval Regional Medical Center certifies to the OOD prior to 
acceptance of casketed remains that a minimum of six 2-inch holes have been drilled into the base 
and lid of the casket to ensure the rapid entry of sea water.  In the event the remains are encased in 
an innerseal casket, the Naval Regional Medical Center also certifies that the inner plate has been 
removed or sufficiently loosened to permit the rapid flooding of the casket.  Additional weight may 
have to be placed within the casket by the NRMC or the funeral director prior to being transported to 
the ship in order to offset the natural buoyancy of the casket and to permit the casket to sink.  The 
officer of the deck determines if the casket is properly certified by the cognizant Naval Regional 
Medical Center prior to acceptance and receipt on board for the burial at sea service.  If, at the time of 
the burial at sea service, the casketed remains do not submerge upon impact with the water, the 
commanding officer of the vessel, while maintaining the dignity of the ceremony, shall take necessary 
measures to ensure its submersion.  The casket is to be retrieved and proper steps taken to ensure 
that it will submerge, then returned to the sea.  Under no circumstances will gunfire be used to cause 
the casket to submerge. 
In order to properly support and assist the chaplain in the preparation for the religious rites and 
military ceremonies to be performed, the RP must be familiar with the preparations necessary for a 
burial at sea; namely, the proper manner in which the casket is to be handled upon receipt at the pier 
and aboard ship, the necessary preparations for the burial at sea ceremony, the proper conduct of the 
ceremony itself, and the person or persons responsible for each of these functions. 

3.5.4.2 Doc uments  R equired 

The following papers are presented to the officer of the deck of the vessel before the remains are 
taken into his custody: 

• The signed request and authorization from the person authorized to direct disposition of the 
remains 

• A transit permit or burial permit issued by responsible civil authorities at the place of death, 
whether or not the remains are cremated 

http://www.navy.mil/navydata/navy_legacy_hr.asp?id=204�
http://www.marines.mil/unit/marforres/MFRHQ/Chaplain/instruction/NAVPERS%2015555d%20NAVY%20MILITARY%20FUNERALS.pdf�
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An appropriate entry regarding the presentation of such papers, together with specific identifying data 
regarding them, is made in the ship’s log.  After the burial, these papers are appropriately endorsed 
by the ship’s commanding officer as to the fact of burial and forwarded to BUMED or the 
Commandant of the Marine Corps (CMC) as appropriate. 
Administrative tasks such as these are normally carried out or delegated by the ship’s executive 
officer. 

3.5.4.3 R ec eipt of R emains  S hipboard 

The officer of the deck takes custody of the remains when they are delivered to the ship.  Eight body 
bearers are mustered and formed according to height on each side of the casket.  The remains are 
carried aboard ship and placed in temporary quarters until the burial service begins.  The casket is 
always carried feet first.  The body bearers will be dressed in the uniforms specified for the service 
and will remain covered at all times while they are carrying the casket.  Below decks, while not 
carrying the casket, the body bearers will be uncovered.  In the compartment where the remains are 
temporarily placed, an honor guard will stand by the casket continuously until the remains are brought 
topside for committal. 
While in the compartment, the encased remains are draped with the national ensign.  The cap and 
sword of the deceased are not displayed on the casket when it is draped with the national ensign.  
The union of the national ensign is placed over the head of the casket at the left shoulder of the 
deceased.  The casket may be placed upon a board of suitable length and width which may later be 
fitted with cross battens underneath; these battens serve as handles.  Low sideboards may also be 
utilized.  When this is done, the casket is securely lashed to the board and secured to the deck.  The 
inport officer of the deck (OOD), the master-at- arms (MAA), or other delegated representative of the 
commanding officer will take custody of the remains and ensure that all necessary preparations are 
made and all appropriate honors are rendered.  Specific honors  that should be given during the 
ceremony itself are prescribed in U.S. Navy Regulations, 1973. 

3.5.4.4 P reparation for the B urial at S ea S ervic e 

After departing from port and just prior to the ship’s arrival at the area of committal, the place on the 
deck which is selected for the committal is cleared and rigged so that when the body is brought on 
deck it may be placed securely on a stand with feet outboard, at right angles to, and extending over 
the side of the ship.  This preparation is normally made by the deck division under the guidance of the 
chief master-at-arms.  As the casket/remains are carried on deck for committal, “Attention” is 
sounded.  The body bearers, preceded by the chief master-at-arms, carry the casket on deck.  All 
crew members in the area stand at attention and execute a hand salute as the cortege passes on its 
way to the place selected for the committal.  When the remains have been placed on deck at the 
committal site, the hand salute is terminated and a sentry is posted beside the casket until the burial 
service begins. 
The service must not be conducted between sunset and sunrise, except under unusual 
circumstances.  When it is necessary to bury the dead at night, such funeral services as are 
practicable will be conducted.  Any part of the service may be omitted as necessary except that the 
committal should be rendered if at all possible. 
At the beginning of the burial at sea ceremony, the ship will be stopped if practicable.  The ensign is 
displayed at half-mast from the beginning of the funeral service until the remains have been 
committed. 
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3.5.4.5 A G uide to the B urial S ervic e 

The ceremony for burial at sea is carried out as follows: 

• The firing squad, body bearers, and bugler are stationed.  A chief petty officer is designated to 
take charge of the eight riflemen who will fire the volleys.  The chief master-at- arms directs the 
body bearers during the service until the flag is folded and delivered to the commanding 
officer.  The assembled ship’s company will respond to the orders given to the firing squad 
regardless of whether they are separately commanded 

• Officer’s call: The word is passed “All hands bury the dead,” (The ship should be stopped and 
colors displayed at half-mast.) 

• Assembly  (Figure 3-10) 

 

 

Figure 3-10 — Deck plan for burial of the dead at sea. 
 

• Adjutant’s call (Ship’s company is still being assembled) 

• Ship’s company (not on watch) is brought to parade rest 

• Burial service (Figure 3-11): 
– Scripture (parade rest) 
– Prayers (parade rest, heads bowed) 
– The appropriate Protestant, Catholic, or Jewish committal is read (attention, hand salute) 
– The Benediction (parade rest, heads bowed) 
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Figure 3-11 — The burial service at sea is read. 

After the committal is read, the body bearers tilt the board until the body slides along the board under 
the national ensign, overboard into the sea.  The body bearers retain the board and the national 
ensign, and stand fast.  

• Three volleys are fired (attention, hand salute) at their conclusion  

• Taps (Hand salute at the last note of Taps.)  The order is given to close-up colors and to 
resume course and speed 

• The flag is encased (attention)  

• Retreat 
If practicable, photographs of the ceremony should be taken by the ship’s photographer.  
If the next of kin (NOK) could not attend the services, the flag used during the ceremony, the 
photographs, a description of the service, and the latitude and longitude of the at-sea service is 
forwarded to the Casualty Assistance Calls Officer (CACO) with an appropriate covering letter for 
presentation to NOK.  A similar letter is forwarded to the CACO for the parent or parents, if they are 
not the NOK.  Copies of the letters are furnished to BUMED and the appropriate branch of service.  
These actions are administered by the Executive Officer. 
 

 

Figure 3-12 — A Casket and Urn. 
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3.5.4.6 Duties  of the R P  

The primary duty of the RP will be to support and assist the chaplain.  Other than the general areas 
described in the previous pages, which are specific to the burial at sea ceremony, the RP’s religious 
support duties will vary little from those which support a military funeral ashore (Figure 3-12).  The RP 
will be responsible for the preparation and arrangement of the chaplain’s vestments, and other 
religious objects needed; i.e., tenser, crucifix, holy water sprinkler, etc.  Additionally, the RP must be 
familiar with the reference material outlined in the following paragraphs. 

3.5.5 R eferenc es  
Guidelines for the respective religious services for the burial at sea ceremony for Roman Catholic, 
Eastern Orthodox, Protestant, and Jewish deceased members are delineated in the MILPERSMAN. 
Guidelines for these services are also found, in part, within NAVPERS 15046A, Ceremony for Burial 
of the Dead at Sea. 

These references provide basic information in regard to the military honors and religious rituals which 
are conducted as parts of the burial at sea ceremony.  The chaplain, however, is not bound to use 
any prescribed format.  The manner in which the service is conducted is determined by the member’s 
faith and the customs and traditions of the chaplain conducting the service. 

NAVPERS 15046A, Ceremony for Burial of the Dead at Sea. 

3.6 NAV AL  WE DDING S   
As defined within OPNAVINST 1730.1, Chaplains Manual, a military wedding is one in which a 
marriage service is conducted for a bride and groom, at least one of whom is in the uniform of the 
Armed Forces and whose ushers are also in uniform. 

3.6.1 C hapel Weddings  
The RP must understand that a military wedding ceremony conducted in a Navy chapel is not a 
military ceremony but a religious one.  The traditional “Arch of Swords” or “Arch of Rifles” ceremony 
takes place on the chapel steps after the wedding ceremony.  The “Arch of Swords” and the wearing 
of the uniform are the only distinct military features of the wedding.  The wedding ceremony is 
conducted in accordance with good social custom and etiquette, the wishes of the couple and 
chaplain, and the regulations and format of the appropriate faith group.  There is no single “correct” 
procedure; therefore, the RP must be guided by the chaplain regarding the procedures to be used.  
Many weddings conducted at Navy chapels are not formal, do not meet the criteria given above for a 
“Military Wedding,” and require very little in the way of special preparation.  While social customs for 
weddings vary widely, the succeeding paragraphs offer some guidelines for the RP to follow. 

3.6.1.1 P lanning the Wedding 

Commands may have a brochure outlining the wedding procedures to serve as a guide to prospective 
couples.  The brochure should include answers to basic questions concerning the planning of the 
wedding and should include the form which must be submitted requesting the use of the chapel.  
Items which could be addressed within the brochure include the following: 

• A statement of policy by the commanding officer regarding the use of the chapel 

• Who can be married in the chapel 

• How are weddings scheduled 

• Who may conduct the wedding 

http://doni.daps.dla.mil/Directives/01000%20Military%20Personnel%20Support/01-700%20Morale,%20Community%20and%20Religious%20Services/1730.1D.pdf�
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• May visiting clergy participate 

• Premarital counseling 

• Description of the military wedding ceremony 

• The wedding rehearsal 

• Chapel policy regarding music, flowers, and photographs 

• Policy regarding the throwing of rice and other grains  

• Policy regarding uniforms and dress 

• Policy regarding wedding receptions 

• Fees, if any 

3.6.1.2 T he Applic ation for the Us e of the C hapel 

The application is the first official step in planning a wedding at a naval chapel.  Following this step, 
an appointment should be made with the chaplain for further information about premarital counseling 
and scheduling the wedding.  The original application is kept on file at the chapel with a copy being 
given to the applicant at the time of submission.  Normally, applications will be processed on a first 
come, first served basis. 

3.6.1.3 E ntitlements  

There is a distinction between the entitlement of military and sea service personnel to use the Navy 
chapel facilities for a wedding and entitlement to have the ceremony performed by a chaplain.  The 
latter is a religious rite rather than a Government benefit.  If possible, chapel facilities should be made 
available to all personnel desiring to use them in accordance with local instructions.  However, the 
question of whether or not a particular chaplain can officiate is one that the chaplain alone can 
answer, on the basis of ecclesiastical regulations and the chaplain’s personal conscience. 

3.6.1.4 T he C haplain 

If a religious ceremony is planned, it is important that the engaged couple consult the chaplain 
(clergyperson) well in advance of the wedding date.  Premarital counseling with the couple is required 
by most chaplains prior to the performance of the wedding ceremony.  Although chaplains will 
officiate at most ceremonies held in the chapel of the command to which they are assigned, civilian 
clergypersons or visiting chaplains may officiate as requested by the couple.  The officiating chaplain 
or clergyperson will most likely be of the same faith as the couple. 
Since chaplains like other Navy personnel are subject to being transferred, it can be expected that 
customs and procedures regulating marriage ceremonies in chapels will often change over time.  
When this is the case the chapel brochure reflects current practices in the chapel. 

3.6.1.5 F ees  

Chaplains on active duty are paid by the Government and are prohibited by law from charging fees or 
receiving gratuities for services rendered to military personnel and their dependents.  When a civilian 
clergyperson (minister, priest, or rabbi) assists the chaplain at a wedding or when clergypersons 
officiate at weddings in their own churches or synagogues, they normally receive a fee. 
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3.6.1.6 P remarital C ouns eling 

The preparation for marriage includes much more than arranging for the ceremony.  Whether it is to a 
formal military wedding or a simple ceremony the chaplain or clergyperson may desire to spend time 
in counseling the couple before the wedding takes place.  Some faiths have special requirements 
associated with premarital counseling.  The RP will need to obtain this information from the officiating 
chaplain or clergyperson. 
The RP should schedule premarital counseling sessions in coordination with the request of the 
chaplain and the couple concerned.  The RP should schedule the wedding, rehearsals, and related 
activities as directed by the chaplain.  The chaplain may specify, in writing, any special items or areas 
of concern which need to be addressed prior to the scheduling of the rehearsal or the wedding 
ceremony.  These instructions should be placed on file with the application for use of the chapel to 
permit immediate follow-up by the RP and for future reference. 

3.6.1.7 T he C hapel 

The chapel is usually reserved on a first come, first served basis in accordance with command policy.  
Permission for its use should be obtained as soon as possible in order to secure the desired date and 
hour for the wedding.  Whenever possible, applications should be made in writing to the chaplain’s 
office well in advance of the event.  Any changes or conflicts in the scheduled use of the chapel 
facilities should be immediately noted by the RP and brought to the attention of the cognizant 
chaplain or military supervisor. 
There is no charge for the use of the chapel, but a donation to the chapel fund can be accepted.  
Donations which are received are used to support special ministries as a part of the Command 
Religious Program.  When a donation is made by check, it must be made out to the chapel fund 
designating the proper account, such as Protestant, Catholic, or Jewish. 
The use of rice and confetti is normally prohibited inside or outside the chapel.  Wedding receptions 
are not normally held in the chapel. 
Where possible, dressing rooms should be made available to the bride and groom and their 
attendants. 

3.6.1.8 F lowers  and Dec orations  

Rules for decorating military chapels vary according to command policy.  At the Academy chapels, 
flowers, candelabra, and white hangings are furnished by the chapel altar guild and are the same for 
all weddings.  Two vases of flowers are usually permitted and may be the only decorations permitted 
at both informal and formal weddings.  The aisle posts or reserved pews may be decorated, or 
greenery alone may be used in some chapels. 
Generally, military chapels do not furnish flowers or decorations.  However, for chapel weddings held 
during the holiday seasons, such as Christmas and Easter, flowers and decorations used by the 
chapel for holiday services will be present. 
If flowers or decorations are to be provided by the couple for the wedding service, the 
RP needs to be aware of the time and date of delivery, the manner in which they are arranged, and 
whether or not the flowers are to be removed after the wedding service. 
Any decorations which require alterations to the chapel (fastened to pews or walls) are not permitted 
without the approval of the command chaplain. 
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3.6.1.9 Mus ic  

Since wedding ceremonies are traditionally religious ceremonies, the organist will usually be asked to 
play religious wedding music.  These selections can normally be obtained for the chapel music file.  
The selection of music to be played at the wedding service is made by the couple in consultation with 
the officiating chaplain or clergyperson. 
In the case of chapel weddings, organists who are members of the Armed Forces on active duty 
receive no fee for their services.  However, civilian musicians are normally paid for their services.  If 
an organist and/or soloist are utilized at the rehearsal, there may be an additional fee. 
The RP may assist the couple in determining the expenses associated with their particular wedding 
plans.  A handout itemizing normal expenses would be helpful. 
Ensuring that the religious music file or library is properly maintained and cataloged is also an 
important function of the Religious Program Specialist.  A properly stocked and maintained sacred 
music library can provide organ and choral music sufficient in quantity to meet the needs of the 
chapel music program. 

3.6.1.10 P reparation of the C hapel B efore the Wedding 

Candles will usually be lighted 15 minutes before the hour of the ceremony.  The RP or ushers 
proceed to the front of the chapel and light the candles with the aid of tapers.  Hand-held matches or 
cigarette lighters are considered inappropriate. 
The ends of pews are frequently marked by ribbons or sprays of flowers.  A runner is sometimes used 
in the chapel to prevent the bride from soiling her gown and train.  If a runner is to be used, two 
ushers will march in step to the chapel chancels steps, grasp the runner, face the back of the chapel, 
and walk until the runner is extended as far as it will go. 
When the chapel does not have a single central aisle, but has two aisles, one aisle may be used for 
the processional, and the other aisle for the recessional.  The bride’s family is then seated in the front 
pews on the left side of the center section, and the bridegroom’s family is seated in the front pews on 
the right side. 
At this stage, prior to the ceremony, the RP ensures that the chapel has been properly rigged, that 
the chaplain’s vestments and other necessary items have been laid out and prepared, and that any 
other necessary preparations have been carried out.  The cleanliness and proper order of the chapel 
must be assured. 

3.6.1.11 T he R ehears al 

The wedding rehearsal is an area of primary concern to the RP.  The RP may be expected to conduct 
rehearsals without the presence of a chaplain.  It is very important then that the RP be thoroughly 
familiar with all aspects of the wedding ceremony in order to be able to assist the members of the 
wedding in the performance of their respective roles at the wedding ceremony.  Some weddings 
conducted at Navy chapels are not strictly formal and may not require a rehearsal.  However, most 
couples and chaplains prefer a rehearsal to reduce the anxiety of the couple and to ensure that the 
ceremony will proceed smoothly. 
The date and time of the rehearsal are determined by the chaplain and the couple.  An alternate date 
and time should be scheduled in the event that the first date cannot be met.  At the rehearsal for a 
formal military wedding, the RP may be required to brief the members of the wedding party 
concerning the wedding ceremony.  Ushers should be instructed as to their role and should be aware 
of any etiquette or protocol requirements associated with the ceremony.  The members of the 



3-64 

wedding party should be instructed in the procedures for the processional to the chancel, the 
recessional from the chancel, and the “Arch of Swords/Arch of Rifles” ceremony. 
The RP also provides information, if directed by the chaplain, regarding the religious rites to be 
conducted and any special instructions to the couple and wedding party.  A general description of the 
religious rites for weddings for various denominations is provided later in this chapter.  The areas in 
which the RP provides general instruction and guidance at the rehearsal are as follows: 

3.6.1.12 Us hering 

The following paragraphs contain general instructions, subject to modification as necessary, which 
should be provided to the ushers by the RP at the wedding rehearsal. 
When guests arrive at the chapel (Figure 3-13), ushers may ask the guests if they wish to be seated 
on the bride’s side or on the groom’s side, or they may ask “Are you a relative (or friend) of the bride, 
or the groom?” Friends of the bride are seated on the left side of the chapel facing the chancel, 
friends of the groom are seated on the right side of the chapel.  An usher always offers the right arm 
to a female when escorting her down the aisle. 
The ushers should attempt to place people having no seating preference on that side of the chapel 
where fewer persons are seated. 
A woman who arrives with her husband or other male guest is escorted to the proper pew by the 
usher; the man is asked to follow them.  Children follow their parents.  If a man is attending alone, 
walks beside the usher. 
Traditionally, each woman is escorted to a pew unless there are many guests waiting to be seated.  
Under these circumstances, the usher may offer one of the ladies his right arm and ask the others in 
the party to follow.  He may make appropriate remarks while escorting them to their seats, but quietly, 
and in keeping with the dignity and reverence accorded the event.  Guests should not be hurried to 
their seats, but the seating must be done with a minimum of delay; guests are generally not seated 
during the presentation of special music (solos, duets). 
Guests who arrive first may be given the choice aisle seats while later arrivals take the inner seats.  
At a formal wedding, the head usher may be given a typed alphabetical list of guests and the seating 
arrangement. 
The commanding officer of the bride or groom, and the commanding officer’s spouse, may be invited 
to sit in the front pew if the parents are unable to attend.  If the parents are in attendance, the 
commanding officer’s party may be seated with the family. 
Flag and general officers, other commanding officers or dignitaries, may be seated in accordance 
with rank or station just behind the families of the couple, but rigid military protocol is not adhered to 
on these occasions. 
The head ushers are so designated by the groom.  One usher escorts the groom’s mother to her pew 
on the right.  Just before the ceremony is to start, the head usher escorts the bride’s mother to her 
pew on the left – and she is the last person to be seated.  All guests should be seated before the 
exact time designated for the wedding to begin.  When there is a soloist, guests should wait quietly at 
the rear of the chapel until the conclusion of the song before they are seated.  Latecomers are 
expected to seat themselves in the back of the chapel; however, guests are not expected to be late. 
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Figure 3-13 — The chapel or church with two aisles; wedding procession. 

3.6.1.13 T he P roc es s ional 

General instructions at the wedding rehearsal for this portion of the ceremony are as follows: 

• The procession forms upon the completion of the ushers’ duties, with the ushers taking their 
places at the head of the procession in the back of the chapel 

• The first note of the wedding march is the signal that the ceremony is beginning.  By this time, 
everything is in order, and everyone is in place.  The order is: 
– The chaplain enters the chancel area and takes his place before the guests (Figure 3-14) 
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– The groom enters, followed at about two paces by the best man, and both are in the same 
marching step as paced by the chaplain.  Upon reaching the chancel steps, they turn and 
face the guests and the direction from which the bride will enter  

– Simultaneously with the appearance of the groom and best man, the first ushers start 
forward in pairs.  The pairs of ushers are separated by the approximate distance of six pew 
spaces.  Ushers are paired so that the shorter ones precede the taller.  (In some chapels 
the ushers may process singly.)  

– The ushers face the front of the chapel until all are in position, then they turn together and 
face the approaching bride  

– The bridesmaids follow the ushers, walking singly with the approximate space of six pews 
between them.  The bridesmaids face the front of the chapel until the arrival of the maid of 
honor.  (The bridesmaids may also walk in pairs.)  

– The maid or matron of honor is approximately eight pew spaces behind the bridesmaids.  
She also faces the front of the chapel, and then she and the bridesmaids together turn and 
face the assembled guests  

– When a ring bearer and flower girl are used (in that order), they walk approximately five 
pew spaces behind the maid or matron of honor, and five pew spaces in front of the bride.  
(A ring bearer and/or flower girl may walk singly or in pairs.) 

– The bride processes to the front of the chapel on the right arm of her father (guardian or 
family representative).  The members of the bridal party are now facing toward the 
chaplain, and the guests are facing the front of the chapel  

– When the bride reaches a point between the groom and the maid of honor, the groom 
advances to meet her and the wedding party turns to face the front of the chapel. 

– The guests may be seated or remain standing throughout the ceremony as directed by the 
chaplain.  The procession is ended and the wedding ceremony begins.  (The various 
wedding ceremonies, religious rites are discussed later in the chapter.) 
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Figure 3-14 — When the bridesmaids are in position, the chaplain will advance toward the 
bride and groom. 

3.6.1.14 T he R ec es s ional 

The bride and groom are the first to leave the chancel, with the bride on the right arm of the groom.  
The maid of honor and the best man walk out together, followed by the bridesmaids and ushers in 
pairs.  Designated ushers will escort the bride’s mother and the groom’s mother to the back of the 
chapel.  The chaplain may choose to depart the chancel area by joining the recessional at this point. 
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There is no effort made to keep step with the music during the recessional, but everyone walks at a 
normal pace.  Following the recessional, families, friends, and guests leave with no par titular order of 
departure. 
At a military wedding ceremony, it is the duty of the ushers (in fair weather) to see that all guests go 
outdoors immediately after the wedding for the Arch of Swords/Arch of Rifles ceremony.  An usher 
will courteously request in a tone of voice which may be heard by all the guests “Please proceed to 
the chapel steps.” 
Members of the bridal party will usually stand at either or both sides of the outer door of the chapel, 
with guests standing at any convenient place along the steps or walk to observe the Arch of 
Swords/Arch of Rifles ceremony. 

3.6.1.15 T he Arc h of S words /Arc h of R ifles  C eremony 

General instructions for this portion of the ceremony, if conducted, are as follows: For a formal military 
wedding the Arch of Swords ceremony (Figure 3-15) may be conducted for officers.  A similar 
ceremony utilizing rifles may be conducted for enlisted personnel.  It is customary that six or eight 
ushers (or designated sword/rifle bearers) take part in the ceremony.  At a Navy chapel, swords and 
rifles are only unsheathed or made ready outside of the chapel.  The head usher, just prior to the 
recessional, will lead the designated sword or rifle bearers outside the chapel onto the chapel steps 
where they form an arch, facing each other in equal number.  For the Arch of Swords ceremony, as 
the couple prepares to depart the chapel, the head usher will give the command, “Officers, DRAW 
SWORDS.”  This action is carried out in one continuous motion, tips of swords touching.  The newly 
married couple will pass under the arch (only they may do so) and then pause for a moment.  The 
head usher then gives the command, “Officers, RETURN SWORDS.”  (Swords brought to the 
position of “present arms.”)  Swords are returned to the scabbards for all but 3 or 4 inches of their 
length.  The final inches of travel are completed in unison, the swords returning “home” with a single 
click. 
The ushers designated as sword or rifle bearers must completely understand their duties. The 
rehearsal is a good time for participants to practice this part of the ceremony.  Ushers should be told 
by the couple to bring the necessary items required for the Arch of Swords/Arch of Rifles ceremony to 
the rehearsal. 

 

Figure 3-15 — The Arch of Swords. 
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3.6.1.16 R eligious  R ites  

The religious rites of the wedding ceremony are planned and celebrated by the chaplain.  At the 
rehearsal, however, the RP may be called upon to brief the members of the wedding party as to how 
the religious rites will be conducted.  At most formal military weddings, the religious rites will follow 
the processional.  Any exceptions to this will be determined by the chaplain in consultation with the 
bride and groom.  General descriptions are offered here of the wedding rites conducted by Christian 
and Jewish religious groups commonly represented within the Navy chaplaincy.  These descriptions 
are, of necessity, general and may not apply for all religious groups.  The chaplain conducting the 
wedding is always the most reliable source of information regarding the wedding ceremony. 

3.6.1.16.1 T he C hris tian R ites  

Christian wedding ceremonies vary widely.  The following descriptions are a very general description 
of some of the aspects of the various Christian ceremonies which are conducted.  The officiating 
chaplain or clergyperson is the best source of information regarding the manner in which each 
ceremony will be conducted. 

3.6.1.16.1.1 R oman C atholic  

A Roman Catholic wedding may include a wedding or nuptial Mass, which will lengthen the time 
required for the ceremony; this aspect must be considered when scheduling the chapel.  Preparation 
for the nuptial Mass and wedding is generally the same as for any other Mass except that a ‘‘prie 
dieu” or “double kneeler” for the couple may be used as well as a sprinkler for holy water.  Other 
items may be used as the priest directs.  When a nuptial Mass is omitted, a simple ceremony may be 
conducted. 

3.6.1.16.1.2 E as tern Orthodox 

An Eastern Orthodox wedding does not normally include the celebration of the Divine Liturgy as an 
integral part of the ceremony.  The wedding ceremony is generally conducted at a table set near the 
chapel sanctuary but not directly at the altar.  Prior to the wedding, the bride and groom traditionally 
make confessions and partake of communion.  Wine may be used during the ceremony and may be 
taken by the couple from a common cup.  Simple wreaths of flowers may be used as crowns for the 
couple for the wedding ceremony; or more ornate silver and gold crowns may be purchased by the 
couple for use in the ceremony.  The Orthodox chaplain, however, will provide guidance in planning 
the ceremony. 

3.6.1.16.1.3 P rotes tant and Other C hris tian B odies  

Within the Protestant* group and other Christian groups not specifically mentioned previously, 
wedding ceremonies vary widely.  These ceremonies will vary from denominations which have very 
formal, prescribed wedding rites to denominations which have very simple wedding rites conducted in 
accordance with the conscience of the officiating chaplain and the desires of the couple.  The 
officiating chaplain will determine the manner in which the religious rites are to be performed and will 
direct the RP in the manner in which the entire wedding ceremony will be conducted. 
* Protestant – a nonspecific term used to denote a Christian not of a Roman Catholic or Eastern 
Orthodox Church.  The term “Protestant” should not be utilized where a more specific term (e.g., 
Anglican, Lutheran, Presbyterian, or Congregationalist) can be used. 
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3.6.1.16.1.4 T he J ewis h R ites  

Jewish wedding ceremonies, customarily, are not held between sundown Friday and sundown 
Saturday.  Jewish weddings may occur after sundown Saturday or on Sunday.  Jewish weddings do 
not normally occur on Jewish holy days, and on certain days between Passover and the holidays of 
Shavuot.  These customs are generally observed by the Orthodox, Conservative, and Reform 
branches of Judaism. 
In Orthodox and Conservative ceremonies (Figure 3-16), the ceremony is generally conducted under 
a canopy (Chupah) with the rabbi positioned beside a table on which two glasses of wine are present.  
The language used by the rabbi maybe Hebrew.  Yarmulkes (skullcaps) are generally worn by males. 

 

Figure 3-16 — Orthodox Jewish ceremony under a canopy at the altar. 

At Reform Jewish weddings, the service may be in English or in Hebrew, and the use of the 
yarmulkes and the canopy is optional.  Only one glass of wine is generally used at the Reform 
ceremony. 
The Betrothal Benedictions open the Orthodox ceremony, followed by the ceremony of the ring, and 
the reading of the marriage contract (Kesubah).  After the blessing of the wine, the rabbi passes the 
glass of wine to the groom who sips from it and then passes it to the bride.  The ritual is completed in 
the act of drinking the second glass of wine by the bride and groom and the subsequent crushing of 
the glass under the groom’s shoe.  In Reform Jewish ceremonies, the glass may be left intact.  The 
rabbi, however, determines how the ceremony will be conducted and guides the RP, as necessary. 

3.6.1.17 Duties  of the R P  

The RP can be expected to assist the chaplain in the following areas: 

• Ensuring that the couple is provided with a current brochure if one is available, which outlines 
all policies and procedures regarding the use of chapel services and facilities 

• Scheduling of premarital counseling sessions, wedding rehearsals, and wedding ceremony 

• Coordinating with the chaplain regarding any special requirements, items, or instructions 
needed to conduct the wedding rehearsals or ceremony 
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• Coordinating with the chapel organist in scheduling the wedding rehearsals and ceremonies.  
Ensuring availability of the chapel music file as requested 

• Ensuring the cleanliness and proper rigging/unrigging of the chapel spaces prior to and after 
the wedding rehearsals and ceremonies 

• Ensuring that the appropriate vestments and appointments have been laid out and/or set up 
as needed 

• Ensuring that any civil, ecclesiastical, or military directives necessary to the conduct or a 
wedding by a chaplain are available 

• Ensuring that any administrative tasks associated with the wedding are performed 

• Performing other appropriate duties that the chaplain may direct 
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E ND OF  C HAP T E R  3 

R E L IG IOUS  ADV IS E ME NT  
R eview Ques tions  
3-1. How are religious traditions that are found throughout the world celebrated? 

A. Through actions dictated only by the senior religious leader 
B. Through religious ritual and ceremony   
C. Through religious piety and suffrage 
D. Through strict compliance with written and unwritten laws 

3-2. Of all the people on earth, what amount of them are Christians? 
A.       One of every ten 
B. One of every two 
C. One of every three    
D. One of

3-3. The rising of Jesus from the dead is known as the 

 every hundred 

A. Crucifixion 
B. Resurrection   
C. Reformation 
D. Communion. 

3-4.   The first followers of Christ were known as 
A. Syrians 
B. Romans 
C. Jews   
D. Palestinians 

 
3-5. The Protestant Reformation was initiated by which of the following people? 

A. Thomas Aquinas 
B.  Martin Luther only 
C. John Calvin only 
D. Martin Luther and John Calvin   

3-6. Who was one of the earliest leaders in the movement for the separation of church and state, or 
religious freedom? 
A. Martin Luther 
B. Thomas Jefferson   
C. George Washington 
D. John Calvin 
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3-7.   All Christian faith groups observe the Sabbath on Sunday. 
A. True 
B. False   

3-8.   The season of preparation for Christmas is known as  
A. Easter 
B. Lent 
C. Christmas 
D. Advent   

3-9. The 40-day period of fasting in preparation for Easter is known as 
A. Lent   
B. Easter 
C. Advent 
D. Christmas 

3-10.   The religious rites or series of rites prescribed for public worship in a Christian church are 
called the  
A. Sacraments 
B. Liturgy     
C. Mass 
D. Liberties 

3-11.   The first division of Christianity in the church at Rome resulted in the separation between 
Rome and Constantinople. 
A. True   
B. False    

3-12.   In A.D. 1054, two distinct Christian groups were formed and came to be known as 
A. Eastern Orthodox and Western Orthodox 
B. Eastern Orthodox and Roman Catholics    
C. Greek Catholics and Eastern Orthodox 
D. Greek Catholics and Roman Orthodox. 

3-13. The religious rites originated by Christ are known as 
A. Preambles 
B. Sacraments   
C. Sacramentals 
D. Communions 
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3-14.   The central worship service for the Roman Catholic faith is called the  
A. Word 
B. Liturgy 
C. Sacraments 
D. Mass    

3-15.   Religious objects, such as holy water, which have been blessed by a Roman Catholic priest 
are known as 
A. Sacramentals   
B. Liturgicals 
C. Sacraments 
D. Communions. 

 
3-16. At different periods in the development of Judaism, adherents of this faith were  
           identified by what name(s)? 

A. Hebrews only 
B. Israelites and Hebrews only 
C.  Judeans and Hebrews only 
D. Hebrews, Israelites, and Judeans    

3-17. Reform Judaism originated in what country? 
A. Turkey 
B. Germany   
C. Spain 
D. England 

3-18. The branch of Judaism that opposed extreme change in traditional practices, but permits 
certain modifications is  
A. Reconstructionist 
B. Orthodox 
C. Conservative   
D. Reform. 

3-19.   The branch of Judaism that was a movement inspired by the writings of Mordecai Kaplan in 
the climate of naturalism is called 
A. Reconstructionist   
B. Orthodox 
C. Conservative 
D. Reform 
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3-20.   Which of the following books is NOT used in Jewish religious worship? 
A. Zohar 
B. Talmud 
C. New Testament   
D. Siddur 

3-21. The Torah is a handwritten Hebrew scroll which contains all the books of the Old Testament. 
A. True 
B. False     

3-22.   Which of the following Jewish holy days/festivals would the RP most likely be called upon to 
help plan and prepare for? 
A. Passover 
B. Rosh Hashanah 
C. Sabbath     
D. Yom Kippur 

3-23. The Jewish calendar is based upon the solar cycle and corresponds to the Gregorian calendar. 
A. True 
B. False     

3-24. The Jewish Sabbath begins on Friday evening and ends on Saturday evening. 
A. True   
B. False 

3-25.   Which of the following holy days is/are considered to be of greatest significance to Jewish 
people? 
A. Rosh Hashanah only 
B. Yom Kippur and Hanukkah 
C. Rosh Hashanah and Yom Kippur   
D. Hanukkah only 

3-26. The period of mourning after a Jewish funeral is called 
A. Shiva   
B. Kaddish 
C. Jahrzeit 
D. Shofar. 

 
3-27. The eternal light (Ner Tamid) should be kept burning continuously if possible. 

A. True   
B. False 
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3-28. What were the four aids to Muhammad called? 
A. Hanifs 
B. Khalifah 
C. Caliphs   
D. Ummahs 

3-29. What kind of people composed most of the Muslim groups found in the U.S.  during the early 
1900’s? 
A. African slaves 
B. Immigrants and local non-black converts   
C. Middle Easterners 
D. Pagan blacks 

3-30. What is the person whose main duty in a Mosque is to lead the people in prayer called? 
A. A Prophet 
B. An Imam   
C. A Hadith 
D. A minister   

3-31. In Islam, there is no concept of Sabbath. 
A. True   
B. False   

3-32. What is a marriage between a couple called in Islam? 
A. A sacrament 
B. A Jihad 
C. A masjid 
D. A Pledge   

3-33. What are the “Three Treasures” of Buddhism? 
A. Theravada, Mahayana, and Vajrayana 
B. The Buddha, Dharma, and Sangha  
C. Mahayana, Dharma, and Sangha 
D. The Buddha, Theravada, and  Sangha 

3-34. Who is the religious figurehead of the Tibetan School of Buddhism? 
A. The Dalai Lama   
B. The leading Buddhist monk in residence 
C. The Crown Prince of Tibet 
D. The Second Noble in residence 
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3-35. What symbol designates a Buddhist place of worship? 
A. A prayer wheel 
B. A swastika   
C. A DHARMACAKRA  
D. A statue of Buddha 

3-36. What is the principle sacred book of Buddhism called? 
A. The Buddhist Bible 
B. The Buddhist Book of Prayer 
C. The Sacred Words of Buddha 
D. There is no single sacred book in Buddhism  

3-37. The first official recognition of the colors of the American Republic was given by France (a) in 
what year, (b) in what place, and (c) to what naval command? 
A. (a) 1778; (b) Quiberon Bay; (c) the Ranger commanded by John Paul Jones    
B. (a) 1778; (b) Quiberon Bay; (c) the Bon Homme Richard commanded by John Paul 

Jones 
C. (a) 1776; (b) Quebec Bay; (c) the Serapis commanded by John Paul Jones 
D. (a) 1776; (b) Bay of Biscay; (c) the Providence commanded by John Paul  Jones 

3-38. A religious flag or pennant may be flown above the ensign of the United States when services 
are conducted (a) by whom, and (b) in what location? 
A. (a) Chaplains; (b) on board ship    
B. (a) Chaplains; (b) in the chapel 
C. (a) Layleaders; (b) on board ship 
D. (a) Layleaders; (b) in the chapel 

3-39. When the ensign of the United States is placed over the casket of a deceased member of the 
naval service, what does this signify? 
A. The member served the nation and its naval service   
B. The service of the deceased member has ended and the time for rest has began 
C. The member had been wounded in action 
D. The member had served in active duty 

3-40.   State, official, and special military funerals are conducted in accordance with regulations 
outlined in which of the following references? 
A. OPNAVINST 5360.1 series   
B. OPNAVINST 1730.1 series  
C. NAVPERS 15555 series  
D. Each of the above 
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3-41.   The duties of the RP in regard to naval funerals will vary according to which of the following 
circumstances? 
A. The type of funeral which is to be conducted 
B. The type of religious service which is to be conducted 
C. The desires of the command chaplain and the type of command to which the RP is 

attached 
D. Each of the above   

 
3-42.   In order to schedule and coordinate the chapel facilities and the staff used to support the 

religious and military aspects of a naval funeral, the RP should obtain which of the following 
items of information? 
A. Name, grade, social security number, and religious preference, if any, of the deceased 

member 
B. Name, address, and telephone number of the chaplain who will conduct the religious 

portion of the funeral service 
C. Name, address, and telephone number of the funeral director as well as the name and 

exact location of the cemetery and gravesite and the time and date of interment 
services 

D. All of the above  

3-43.   The burial at sea ceremony is composed of which of the following elements? 
A. Religious rites only 
B. Military honors only 
C. Religious rites and military honors  
D. Fraternal rites and veteran’s ceremonies 

3-44. To ensure the rapid entry of sea water into the casket following the burial at sea ceremony, 
which of the following actions should be taken prior to the acceptance of the remains aboard 
ship? 
A. A minimum of six 2-inch holes should be drilled into the base and lid of the casket 
B. In the event the remains are encased in an innerseal casket, the inner plate of the 

casket should be removed or sufficiently loosened to permit rapid flooding 
C. Additional weight should be placed within the casket to offset the casket’s natural 

buoyancy to permit it to flood 
D. Each of the above  

3-45. How many riflemen are normally utilized to fire volleys at the burial at sea ceremony? 
A. Five 
B. Six 
C. Seven 
D. Eight   
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3-46. When the ship is stopped and colors are displayed at half-mast, what order is normally given to 
assemble the ship’s company for the burial at sea ceremony? 
A. “All hands bury the dead”   
B. “All hands not actually on watch, assemble to bury the ship’s dead” 
C. “Close up colors” 
D. “Attention” 

3-47. What is normally considered to be the first official step in planning a wedding which is to be 
held in a naval chapel? 
A. The wedding rehearsal 
B. Premarital counseling 
C. Announcement of marriage vows 
D. Submission of an application for use of the naval chapel   

3-48. If flowers or decorations are to be provided by the couple for the wedding service, the RP 
should obtain all EXCEPT which of the following information? 
A. Whether the flowers are to be removed after the wedding service 
B. What color flowers are to be used   
C. The time and date of delivery of the flowers 
D. The manner in which the flowers are to be delivered and arranged in the chapel 

3-49. Which religion does not normally include the celebration of the Divine Liturgy in its wedding 
ceremony? 
A. Eastern Orthodox   
B. Roman Catholic 
C. Islam 
D. Buddhist 

3-50. What is the name of the canopy under which the Jewish bride and groom stand during their 
wedding ceremony? 
A. Challah 
B. Chuppah  
C. Yartzeit 
D. Minyan 
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C hapter 4 
 

Minis try S upport and Ac commodation 

4.1 INT R ODUC T ION 
Ministry support is essential to meet the spiritual and physical needs of a command, its chaplains, 
congregations, and facilities.   

4.2 US E  OF  C OMMAND R E L IG IOUS  P R OG R AM (C R P ) F AC IL IT IE S   
Military chapels are command facilities designated to be used for divine services.  These facilities are 
U.S. Government property configured to provide a suitable space for public worship and to permit the 
free exercise of religion by naval personnel and their families.  Religious Program Specialists must 
know under what circumstances and in what manner CRP spaces and facilities may be utilized. 
A chapel facility is made available to military chaplains, auxiliary chaplains, and civilian clergy who 
conduct divine services for the command.  In the absence of clergy for a particular faith group, a 
person designated as the command’s layleader for that faith group may have access to the chapel 
and other CRP facilities for the purpose of conducting divine services.  Chapels or facilities used for 
religious purposes are made available to military personnel and other authorized persons without 
charge.  Although chapel facilities are available for religious activities, and these activities have first 
priority, a chapel or religious facility may be used by the command for secular purposes when it is not 
being used for religious activities.   
The activity commander has the responsibility to implement Navy policy regulating the use of 
command facilities for religious services.  To this end, a schedule is formulated and prepared by the 
command chaplain and the Religious Program Specialist to ensure the most effective use of the 
chapel and other CRP facilities by all faith groups participating in the Command Religious Program. 

4.3 S C HE DUL ING  C OMMAND R E L IG IOUS  P R OG R AM (C R P ) 
AC T IV IT IE S  

Religious Program Specialists will assist the command chaplain in the preparation and maintenance 
of a master schedule for all Command Religious Program activities (see Figure 4-1).  One of the most 
embarrassing situations which can occur within a Command Religious Program, and one which 
reflects adversely upon both the command and its religious program, is to have two or more groups 
scheduled to use the same chapel or religious facility at the same time.  To prevent an incident such 
as this from occurring, a master schedule of all CRP activities scheduled in your command’s religious 
program facilities must be maintained by an RP for the command chaplain. 
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Calendar 
April 10 - April 16 

Sunday, April 10 Monday, April 11 Tuesday, April 12 Wednesday, April 13 

Sunday School for 
Chaplain Franklin  
1000 thru 1130 

Mrs. Andrews contacted 
at  123-4567 Naval 
Station Religious 
Education Bldg. #1234 
Rm# 3 

Fleet Chaplain’s 
Conference 

Fleet Chaplain’s 
Conference 

RP Anniversary Ball 1800 
Till? CPO Club, Naval 
Station Bldg #624 

RPCM Jewel is contact 
person 
Phone EXT: 1785 

Note: RPCM (SS) James 
Hudak, USN, Fleet 
Reserve, will be speaker 

Thursday, April 14 Friday, April 15 Saturday, April 16  

Roman Catholic (RC) 
Confraternity of Christian 
Doctrine (CCD)  for 
Chaplain Sestito 1800 
Thru 1930  

Mr. Walesa CCD 
Coordinator can be 
contacted at 123-4567 
Naval Station Facility 
Bldg. #1234 Rm# 3 

Martin Luther King Prayer 
Breakfast 0700 thru 0900 
Fellowship Hall Bldg #123 

Chaplain Thomas is 
contact person  
Phone EXT: 1234 

RP3 Mitchell tasked 

Seventh Day Adventist will 
use Fellowship Hall 
following their divine 
service at main chapel 

Open Fellowship Hall Bldg 
#1234 at 1145  

RP3 Hollinbeck is the duty 
RP  
Phone EXT: 1234 

 

Figure 4-1 — Sample Command Religious Program Master Schedule. 

In addition to the CRP master schedule, RPs maintain scheduling worksheets which are completed 
by the person(s) desiring to use a CRP facility.  The command chaplain must approve the worksheet 
before the information may be entered on the CRP master schedule.  This procedure ensures that 
proper approval for the request has been obtained and serves to keep the entire Religious Ministry 
Team (RMT) informed as to what activities are scheduled in the CRP’s facilities.  The information 
entered on the scheduling worksheet and the master schedule must be identical.  Information entered 
upon both the master schedule and the worksheet for each religious or secular function should 
include: 

• A complete description of the functions to be scheduled 

• The date and time desired for the function (indicate to the requester if the desired date and 
time is unavailable and make alternate arrangements) 

• The name and telephone number of the requester or the person responsible for the function 

• The exact location of the scheduled function; i.e., chapel, RE facility, building number, room 
number, etc. 

• Any special requirements (additional support personnel equipment, ecclesiastical items, etc.) 
Once this information had been submitted by the requester on a worksheet and the request has been 
seen and approved by the command chaplain, the function can be scheduled and the information on 
the worksheet can be transcribed to the master schedule.  The worksheet itself should be kept for 
reference until after the function has been held – then it may be discarded. 
Responsibilities in scheduling chapel activities will include gathering all pertinent information in regard 
to the activities planned, briefing the requester concerning the procedures for the use of CRP facilities 
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and equipment, scheduling the activity when instructed to do so by the command chaplain, and 
ensuring that the chapel and other religious facilities have been made ready for use prior to the 
scheduled activity. The activity commander, acting through the command chaplain, determines to 
whom and at what time or times CRP facilities will be made available.  The RP will assist the 
command chaplain in the preparation of the chapel schedule. 

4.3.1 P olic ies  and P rocedures  R elating to the Us e of C ommand R eligious  
P rogram F ac ilities  and E quipment 

The Religious Program Specialist advises personnel as to the command policies and procedures in 
effect regarding the use of religious facilities and equipment.  A good practice is to have a printed 
handout available for distribution which delineates these policies and procedures for requesting use 
of religious facilities or equipment.  This handout is given to the requestor at the same time the 
worksheet is submitted to the command chaplain for approval.  This handout may be retained by the 
requestor for future reference.  In addition to the command’s policies and procedures, the handout 
should instruct the requestor concerning any applicable safety and security measures which must be 
taken prior to, during, and after the scheduled activity.  Any violation must be reported to the 
command chaplain.  A policy or a procedure can only be as effective as the manner in which it is 
followed.  The command chaplain ensures that the policies of the Navy and the activity commander 
regarding the use of religious facilities and equipment are carried out. 

4.4 C OMMAND R E L IG IOUS  P R OG R AM (C R P ) F AC IL IT IE S  AS HOR E , 
AF L O AT , AND IN T HE  F IE L D 

Divine services and religious activities are provided by Navy chaplains to naval personnel under a 
wide variety of conditions ashore, afloat, and in the field.  This section provides basic information and 
guidance when assigned to support a Command Religious Program ashore, afloat, or in the field. 

4.4.1  C R P  F ac ilities  As hore 
Since CRP chapel facilities are among the RP’s primary workspaces ashore, be aware of the terms 
which are frequently used by chaplains and others in reference to these facilities.  In many cases, 
more than one term may be applied to the same area in the facility due to the different backgrounds 
or faith groups of the chaplains.  Learn the appropriate terminology, or jargon, used by each chaplain 
and each faith group in order to prevent any misunderstandings from occurring.  Some of the areas 
seen within a CRP facility and the various terms used to describe them are discussed below: 

• Narthex/vestibule – This area is the entryway into the chapel facility.  It is used to minimize 
distractions caused by latecomers, to assemble ushers, and to distribute religious literature 
and ecclesiastical items 

• Balcony/Choir Loft – The organ may be located in this area, and the choir could be seated 
here, if a choir is used during divine services.  This area may also be used to seat worshipers 
when the nave has been filled to capacity  

• Nave – The nave is the largest area within a CRP chapel facility.  It is here that the worshipers 
are seated for divine services and other religious activities conducted in the chapel 

• Chancel/Sanctuary – The chancel is the area which is normally used by the chaplain when 
conducting divine services.  The altar, ark*, pulpit, and lectern are normally placed within the 
chancel/ sanctuary area of the chapel.  
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• Altar – The altar is a table upon which Eucharistic elements may be consecrated by the 
chaplain and an area which can serve as a focal point for the worship ritual 

• Ark – The ark is a repository for the Jewish Torah Scrolls.  Traditionally, it is a cabinet-type 
closet set in or against the wall of the CRP facility  

 

 
 

• Pulpit – The pulpit is used by chaplains for preaching or conducting worship services.  
 

 
 

• Lectern – The lectern is a reading desk from which scripture lessons normally read 

• Baptistry – Some CRP facilities have an area set aside as the baptistry where the ritual of 
baptism may be conducted 

• Sacristy/Vestry – This area in a CRP facility is essentially an ecclesiastical gear locker used to 
store ecclesiastical appointments, altar cloths, linens, vestments, and perishable consumables.  
The chaplains frequently use this area to vest (put on their vestments).  Clerical vestments and 
ecclesiastical items are normally kept in the sacristy’s drawers and cabinets 

• Chapel Annex/Administrative Wing – This area of a CRP facility is used to house 
administrative offices, classrooms, and possibly a choir room 

• Administrative Offices – These are used by CRP personnel for a number of administrative 
purposes such as receiving visitors, typing, counting funds, etc.  Each chaplain will normally 
have a private office for the purpose of counseling 

• CRP Classrooms – These rooms maybe used for religious education and meetings by chapel 
organizations, and other related activities approved by the command chaplain 

• Choir Rooms – These rooms are used to store choir robes and choral music, and may be used 
by the choir for vesting and brief rehearsals prior to a performance 

NOTE 

The area where the pulpit is placed may be referred to by Jewish 
personnel and chaplains as the bimah or by Islamic personnel as the 

mimbar. 

NOTE 

See Preparation for Jewish Divine Services Ashore for further 
information. 

NOTE 

Refer to Preparation for Jewish Services. 
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4.4.2 C R P  F ac ilities  Afloat 
At sea, except for the newest and largest ships in the Navy, there is no requirement for a permanent 
shipboard space for divine services or religious activities.  A commanding officer can, however, 
authorize the adoption of an available shipboard space for the chaplain’s use.  This space may be 
used primarily for divine services or other religious and secular activities.  Whenever a space 
shipboard is unavailable for divine services or for religious activities, the chaplain and the RP working 
together should attempt to locate an alternate space aboard ship which is readily accessible to the 
crew and suitable for the chaplain’s activities.  The choice of a location aboard ship will have an 
influence on the number of people who attend divine services or religious activities conducted by 
chaplains afloat.   
When deciding upon a location aboard ship for these activities, the limitations imposed upon divine 
services and religious activities by the ship’s configuration must be considered when a permanent 
space is unavailable.  Divine services or religious activities afloat may have to be routinely held at 
other than one area aboard ship in order to meet the ever-changing circumstances of work, weather, 
noise, or special tactical situations. 

4.4.2.1 E c c les ias tical E quipment Aboard S hip   

Chaplains and Religious Program Specialists assigned to a ship or squadron of ships have the 
responsibility to ensure that the ecclesiastical equipment necessary to provide religious ministry to 
personnel of all faiths is on board.  Naval Ship Engineering Center, Mechanicsburg Division, makes 
provisions for the ecclesiastical equipment used in the ships to which RPs and chaplains are 
assigned.  The allowance equipage list of a ship delineates the basic ecclesiastical items of 
equipment which are required on board.  Items of ecclesiastical field equipment and their use are 
discussed later in this chapter. 

4.4.2.2 R igging for Divine S ervic es  Afloat  

Onboard ships, especially aircraft carriers, the rigging and unrigging for divine services afloat in large 
spaces such as the hangar bay or ship’s foc’sle are normally considered to be a part of ship’s work.  
A request to utilize the ship’s working party from the duty section may be necessary to accomplish the 
task.  In this situation, prepare the vestments and appointments used by the chaplain and have the 
petty officer in charge (POIC) of the working party prepare the space to be used by the worshipers.  
In cases where the place of worship is not subject to frequent change, prepare a permanent rigging 
instruction with appropriate steps and diagrams.  These instructions need to be specific, clear, and 
written in such a way that the petty officer in charge of the rigging detail can readily follow them.  
Indicate the location of any ecclesiastical gear or equipment the POIC will require using frame 
numbers when appropriate.  After unrigging, instructions for proper stowage should be included as 
well.  A church pennant may be displayed above the ensign whenever divine services are conducted 
after 0800 and prior to sunset on board a naval vessel.  Just prior to divine service being conducted 
by the chaplain, the RP requests the OOD to ask the signalman of the watch to hoist the church 
pennant. 

4.4.3  C R P  F ac ilities  in the F ield 
When operating with Fleet Marine Force (FMF) components or a Navy Construction Battalion in the 
field, a field facility may be used if one is available.  Generally, this will consist of no more than a 
general-purpose tent in which a field altar can be erected and the chaplain’s embarkation equipment 
and supplies stored.  In some instances, this type of field structure may be used solely by the 
chaplain or it may be shared with other command elements; i.e., medical, dental personnel.  In a 
mobile or combat situation, a more likely circumstance is one in which only the chaplain’s field 
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combat kit is utilized.  In this case, the contents of the chaplain’s kit or chaplain’s combat kit are set 
up for divine worship utilizing the most suitable area or space which can be found.  If necessary, a 
jeep hood or stacked mount-out boxes may be used as a makeshift altar.  In a field situation, it may 
be necessary to be innovative and creative in order to meet the demands of the circumstances under 
which you are operating.  In a combat situation, the primary concern is the physical safety and 
security of the chaplain and the congregants when selecting a location for divine worship services.  
Only after this factor has been considered, should the selection of a location for divine worship or 
religious activities be made. 

4.4.3.1 F ield and S hipboard E c c les ias tical E quipment 

Certain types of ecclesiastical equipment are designed specifically for conducting divine  services 
afloat and in the field.  This equipment has been reduced in size and weight to permit easy handling 
and to use a minimum amount of space.  This equipment is used most frequently by chaplains who 
are assigned afloat or to Fleet Marine Force (FMF) and Navy Construction Battalion (CB) units, 
Ecclesiastical equipment within this category may include: 

• A portable field style aluminum altar 

• Christian chaplain’s kit 

• Jewish chaplain’s kit 

• Field worship aid kit  
Additional supplies and equipment which may be required by the chaplain may be acquired through 
normal Navy and Marine Corps supply channels.  Additional equipment which may be required may 
be placed in mount-out boxes and kept ready for embarking aboard ship(s) with FMF units.  The 
necessity to anticipate, order, and receive needed ecclesiastical and administrative materials which 
will be required during deployment cannot be overemphasized.  Material that will be needed for holy 
days or other periods of religious significance which will occur during deployment must be taken into 
account. 

4.4.3.1.1 T he P ortable F ield Altar 

The portable field altar (Figure 4-2) is used in conducting worship services under field/combat 
conditions using the Christian chaplain’s kit or the Jewish chaplain’s kit   The portable field altar is 
made of aluminum.  Unfolded, it measures 39 x 60 x 24 inches.  When folded it is 24 x 3 1/2 x 30 
inches and is placed in a canvas case.  A linen package, contained in a canvas pouch, is folded into 
the center of the altar when stored.  When the altar is assembled for use, the linens are removed from 
the pouch.  It contains one frontal (liturgically colored) which has no denominational symbolism.  The 
frontal covers the front of the altar and is held in place by a row of snap fasteners along the back 
edge of the altar and two tapes which tie around the front legs.  In addition to the frontal, there is an 
altar cloth (white) used to cover the top of the altar.  The frontal is snapped on and the white linen 
placed over it.  The altar appointments are then arranged on this surface.  The altar frontal must be 
dry-cleaned.  The altar cloth may be laundered. 
Erect the portable field altar in this sequence: 

1.  Remove the portable field altar from its carrying case. 
2.  Open it to its full length and lay its top down. 
3.  Raise the legs, one at a time, to the open position. 
4.  Remove the four leg extensions from the stored position. 
5.  Insert one leg extension in each leg. 
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6.  Remove the frontal and altar cloths from the linen package and place them where they will 
remain clean; e.g., on the chaplain’s kit. 

7.  Turn the portable altar over into an upright position ensuring it is placed in a secure and steady 
position. 

8.  Place the frontal on the altar so that it overhangs the front of the altar.  Connect the snaps on 
the frontal to the fasteners on the rear of the altar. 

9.  Tie the two tapes, attached to the frontal, to the portable field altar front legs. 
10. Place the altar cloth on the altar leaving an equal amount of overhang on each end of the 

portable field altar. 

 

Figure 4-2 — Portable field altar. 

4.4.3.2 C hris tian C haplain’s  K it 

Most of the liturgical appointments that you use in combat ministry are items in the chaplain’s field 
combat kit.  The contents of these kits differ by religious faith group.  
The Christian chaplain’s kit (Figure 4-3) is used for Protestant Divine services and Catholic Mass.  A 
standard Chaplain's kit includes:  

• Chalice assembly (includes cup, base, intinction cup, and paten) 

• Corporal 

• Cloth, finger towel 

• Cross/Crucifix with base 

• Bottle, wide mouth, plastic (2 oz) 

• Bottle, wide mouth, plastic (4 0z)  

• Bottle, plastic, press lock cap 

• Cloth, Purificator ( 2 ea)  

• Oil stock 

• BDU stole, woodland  

• Card, absolution and anointing 

• Card, prayer 
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• Reconciliation stole 

• Priest bread container 

• Accessory case 

• Reading light 
If the chaplain requires additional items not found in the standard Christian kit, there are extender 
supplies available.  Extender supplies are ordered through the supply system. When not in use, these 
items are stored in a carrying case. 

 

Figure 4-3 — Christian Chaplain’s Kit. 

4.4.3.3 Orthodox C hris tian C haplain’s  K it 

Many of the items in the Orthodox chaplain’s combat kit (Figure 4-4) are also in the Christian 
chaplain’s combat kit.  A standard Orthodox Chaplain's kit includes:  

• Carrying case (2) 

• Case, accessory 

• Bottle, wide mouth plastic (2 oz) 

• Bottle, wide mouth plastic (4 oz) 

• Bottle, plastic, press lock cap 

• Chalice assembly (includes cup, base, intinction cup, and paten 

• Crucifix, triple bar with base 

• Oil stock 

• Reconciliation stole 

• Priest bread container 

• Corporal 

• Cloth, Purificator 

• Cloth, finger towel 

• Pyx, stainless steel 
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• Holy water sprinkler 

• Icon of Christ 

• BDU stole, woodland 

• Reading light 

 

Figure 4-4 — Orthodox Christian Chaplain’s Kit. 

4.4.3.3.1 P reparing for a R oman C atholic  F ield S ervic e Mas s  

After the portable altar has been erected for Mass, the altar appointments found in the Christian 
chaplain’s kit are arranged in the following sequence (Figure 4-5): 

1. Place the chaplain’s kit in a convenient place and open it. 
2.   Remove the following items from the linen package: one purificator, one corporal, one finger 

towel, one pall, and one amice.  Set these items on the table. 
3.   Center the corporal to the rear edge of the altar so that the embroidered cross is toward the 

rear. 
4.   Remove the chalice from the chaplain’s kit and center it upon the corporal with the cross 

facing toward the rear.  
5.   Lay the purificator across the chalice mouth and push it down into the center of the cup.  
6.   Remove the paten from the chaplain’s kit and place it on top of the chalice and purificator. 
7.   Remove the altar bread container from the chaplain’s kit, extract one large host, and place the 

host upon the paten. 
8.   Place pall over the paten and host. 
9.   Drape the chalice veil over the chalice assembly. 
10. Remove candleholders with candles from chaplain’s kit and place one on each front corner of 

the altar. 
11. Remove the crucifix from the chaplain’s kit and place it at the front center of the altar with the 

corpus facing forward. 
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12.  Remove the following items from the chaplain’s kit and place them on the right rear corner of 
the altar, as the chaplain faces the altar; two cruets (plastic bottles), ciborium, one finger 
towel, Sanctus bell, altar bread container, communion paten. 

13.   Remove the vestment set and tincture from the chaplain’s kit. 
14.   Remove the missal and missal stand from the chaplain’s kit and place them near the left rear 

corner of the altar, as the chaplain faces the altar. 
15.   Arrange the chaplain’s vestments and tincture. 
16.   Replace the linen package and move the chaplain’s kit to a location where it will not be in the 

way during the service. 

 

Figure 4-5 — Catholic Altar Assembly. 

4.4.3.3.2 R oman C atholic  E ucharis tic  V es tments  

In order to properly lay out Roman Catholic Eucharistic vestments, first consult the Chaplain and 
ensure, at a minimum, the following items are available (Figure 4-6): 

• One (1) Cassock 

• One (1) Chasuble 

• One (1) Stole 

• One (1) Alb 

• One (1) Field table for displaying vestments 

• One (1) Cincture  
To begin, lay the chasuble on a field table or other suitable surface with the front facing down.  The 
following guidelines may be used to distinguish the front of the chasuble from the back: 

•  The manufacturer’s label is on the inside back collar 

• If there are snaps or zippers, they will be on the front left shoulder 
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• The back is usually larger than the front 

• The neck is lower in the front than in the back 

• The design is always more ornate, or decorative, on the back (Often there are no designs on 
the front of the chasuble.) 

• Fold the upper piece of material so that the garment looks like the illustration in Figure 4-5 

• Place the stole directly on top of the chasuble 

• Place the tincture on top of the stole with the tincture tassels toward the right 

• Place the alb, front side down, on top of the tincture 

 

Figure 4-6 — Preparation of Catholic Vestments. 
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4.4.3.3.3 P reparing for a P rotes tant F ield S ervic e 

After the portable field altar has been erected, arrange the altar appointments found in the Christian 
chaplain’s kit in the following order: 

1.  Place the chaplain’s kit in a convenient place and open it. 
2.  Remove the Bible stand from the kit and place it in the center of the altar. 
3.  Remove the plastic linen package and lay it to one side. 
4.  Remove the cross from the kit and center it at the rear of the altar. 
5.  Remove the candleholders containing candles, and place them at the rear corners of the altar. 
6.  Remove the chaplain’s stole if it is to be used by the chaplain. 
7.  Extract the linen package and move the chaplain’s kit to a location where it will not be in the 

way during the service. 

 
Figure 4-7 — Protestant altar assembly. 

4.4.3.3.4 P rotes tant V es tments  

The following items may be required in order to lay out Protestant vestments (Figure 4-8) for divine 
services: 

• One (1) Surplice  

• One (1) Cassock  

• One (1) Cleric’s robe 

• One (1) Stole 

• One (1) Field table for displaying vestments 

NOTE 

The cassock, if used, will NOT be layed out. 
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To begin: 

• Hang the cassock on a hook so that it is convenient for the chaplain and does not drag on the 
floor 

• Hang the cleric’s robe on a hook in such a fashion that it is convenient for the chaplain and not 
dragging on the floor 

• Lay the surplice neatly on the field table with the back folded up so as to allow the chaplain 
easy access 

• Lay the stole on the field table in such a manner as to be convenient for the chaplain 
 

 
 

 

Figure 4-8 — Protestant vestments. 

NOTE 

The items listed here may vary according to the preference of the 
individual chaplain concerned.  Consult with the chaplain to determine if 

there is to be any changes to the basic instructions above.   
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4.4.3.4 J ewis h C haplain’s  K it 

Like the Christian chaplain’s combat kit, the Jewish chaplain’s combat kit (Figure 4-8) has plastic 
bottles, a reading light, and a carrying case. The other items in the Jewish chaplain’s combat kit are 
unique to the Jewish faith. A standard Jewish Chaplain's kit includes: 

• Bottle, wide mouth, plastic (2 oz) 

• Bottle, wide mouth, plastic (4 oz)  

• Torah Scroll, miniature 

• Torah pointer (Yad) 

• BDU Tallit, woodland  

• Kiddush cup assembly (includes cup and base) 

• Torah base with legs 

• Eternal light assembly 

• Chemical lights (5 each) 

• Carrying case (2 each) 

• Reading light 

 

Figure 4-9 — Jewish Chaplain’s kit. 

4.4.3.4.1 P reparing for a J ewis h F ield S ervic e 

After the portable Lee altar has been erected, arrange the appointments found in the Jewish kit in the 
following manner: 

1.  Cover the altar w/nondenominational altar frontal. 
2.  Open the chaplain’s kit and remove all items except the Torah. 
3.  Install hangings and coverings. 
4.  Place kit on altar. 
5.  Place Kiddush cup at center of the base compartment of field kit. 
6.  Place candlesticks (w/candles) on either side and to the rear of Kiddush cup. 
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4.4.3.4.2 J ewis h V es tments  

The following items are required to lay out Jewish vestments for divine services: 

• One (1) Tallit (Tallis) 

• One (1) Yarmulkah (Yarmulke) 

• One (1) Field table for displaying vestments 
The only items required by the rabbi are the tallit and yarmulkah.  Place the tallit and yarmulke on the 
field table convenient and easily visible to the rabbi. 
 

 
 

4.4.3.5 Mus lim C haplains  K it 

Like the other chaplain's combat kits previously described, the Muslim chaplain's combat kit has 
plastic bottles, a reading light, and a carrying case. The Muslim chaplain's kit (Figure 4-10) also 
contains other items that are unique to the Muslim faith. A standard Muslim Chaplain's kit includes:  

• Carrying case (2 each) 

• Book Du’a 

• Book, Holy Koran 

• Bottle, wide mouth plastic (2 oz) 

• Calendar, Islamic holiday w/Surah 

• Clock/compass prayer 

• Compass, Kiblah 

• Dates 

• Dhikr prayer beads, black 

• Kimar, woman’s black 

• Kufi, man’s black 

• Miswak 

• Oil, prayer, sandalwood 

• Prayer rug, woodland BDU 

• Reading light 

 

NOTE 

When a Jewish chaplain conducts a service in a military chapel he will 
normally wear his duty uniform, his yarmulkah, and a tallit.  Although 

the Jewish chaplain is issued a chaplain Scarf (white), it is not 
frequently worn.  Essentially, the Jewish chaplain’s dress is the same 

“vestments” as the Jewish personnel attending the service. 



4-16 

 

Figure 4-10 — Muslim Chaplain’s kit. 

4.4.4 F ield Wors hip Aid K it 
A field worship aid kit to assist chaplains in providing divine and religious services in the field is 
currently under development by the U.S. Army.  The U.S. Marine Corps will field this kit for use by 
FMF chaplains when available.  Items contained in the field worship aid kit include: 

• A recorder 

• A smaller and lighter field altar than the Lee altar  

• An altar hanging set 

• Altar linens 

• Field worship resource books 
The field worship aid kit fits on the chaplain’s or RP’s web gear to allow for maximum mobility in the 
field under combat conditions. 

4.4.5 F leet Marine F orce C haplain’s  E mbarkation E quipment and S upplies  
Some ecclesiastical items and supplies are required in addition to those which have been mentioned 
previously for use with the Fleet Marine Force (FMF) under field and combat conditions.  Items which 
are recommended are listed in Table 4-1.  This is based upon the anticipated needs of a chaplain for 
a 30-day emergency combat period.  Keep ecclesiastical items and supplies ready in a mount-out box 
for chaplains preparing to embark on ships with FMF units. 
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Table 4-1 — Standard mount-out material for chaplains in FMF units (30 days) 

Standard mount-out material for chaplains in FMF Units (30 days).  The mount-out 
box will include the following: 

Wine, bottles, sacramental 

Wine, bottles, kosher  

Juice, packets, grape  

Altar breads, cans, small (300s)  

Altar breads, cans, large (50s)  

Hymnals  

New Testaments (20 TEV, 20 REV, 20 KJV)  

Bibles, (4 JKV, 4 RSV, 6 Jerusalem/New American)  

Scriptures, Jewish  

Prayer Books, Jewish  

Yarmulkah  

Sunday Missal  

Rosaries  

Medals, Cruciform  

Candles, Votive (10 hour)  

Book of Mormon  

Quran  

Bulletins, Memorial  

SOP, Command, copy  

Command Lay Leader Resource Book  

2 

1 

6 

6 

2 

24 

60 

14 

2 

7 

8 

1 
100 

100 

24 

2 

2 

500 

1 

6 

An explanation of the operational deployment block, procedures for its use, and combat supplies (30-
day) for chaplains is provided in the following paragraphs. 

4.4.5.1 Operational Deployment B loc k  

Included in each MAGTF operational deployment block are consumable and nonconsumable items 
for chaplains of the MAGTF.  The FSSG command chaplain makes recommendations to the group, 
based upon feedback from other command chaplains, as to the stockage level (types of items and 
quantity) of consumables and nonconsumable and acts to ensure that such items are easily procured 
by MAGTF chaplains. 

4.4.5.1.1 P roc edures   

MAGTF chaplains will procure items from the operational deployment block in accordance with 
existing procedures by submitting required documentation to the Command/Unit supply officer.  The 
supply officer submits proper documentation to the Deployment Support Unit (DSU) who issues the 
item(s) to the supply officer.  The DSU reorders item(s) depleted from the operational deployment 
block from the Supported Activities Supply System (SASSY) Management Unit (SMU). 
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4.4.5.1.2 C ombat S upplies  (30 Days ) 

All chaplains in the FMF maintain a 30-day supply of consumable and nonconsumable items that are 
to be used only for combat.  These supplies are maintained in a locked mount-out box, ready for 
immediate embarkation. 

4.5 P R E P AR AT ION F OR  DIV INE  S E R V IC E S  AS HOR E  
Preparation for divine services is an important factor for any Command Religious Program; however, 
this is especially true ashore where the limitations found shipboard and in the field are not present.  
Ashore, a wider range of facilities and ecclesiastical equipment allows chaplains to conduct divine 
services in a manner which is more similar to the services conducted by clergy in the civilian 
community.  Religious Program Specialists must be familiar with the wider range of religious practices 
and procedures followed ashore.  In this particular section, we will discuss the procedures for 
preparing a CRP facility for: 

• A nonsectarian chapel arrangement 

• Jewish divine service 

• Eastern Orthodox divine service 

• Protestant divine service 

• Roman Catholic divine service 

• Non-Judeo and non-Christian religious requirements and practices 

4.5.1 Nons ec tarian Arrangement of the C hapel F ac ility 
When divine services or religious services are not in progress, configure the chapel facility to present 
a nonsectarian appearance.  To do this, remove or cover all symbols, statues, or related objects 
which are characteristic of one particular faith group.  How this is accomplished will vary according to 
the location and arrangement of the chapel.  In some cases, items which have been permanently 
affixed within a chapel and do not present a nonsectarian appearance may be curtained, screened, 
covered, or possibly even removed.  The command chaplain will provide instructions on appropriate 
action to take in these circumstances.  Once the facility has been rigged to reflect a nonsectarian 
appearance, it is a good practice to make and keep a diagram or photograph of the arrangement for 
future reference in the sacristy/vestry area for any RP assigned worship support functions.  This 
practice may also be used to show the duty RP each sectarian arrangement used by each of the 
assigned chaplains. 

4.5.2 Dis play of the F lag 
Whenever a church flag is displayed at divine services, it must be placed on the opposite side of the 
chapel from the American flag.  If the chaplain is on a raised chancel area or platform, the American 
flag is placed to the chaplain’s right and the church flag to the chaplain’s left.  If the chapel is on the 
same level as the congregation, the American flag is placed to the left of the chaplain and the church 
flag to the right of the chaplain.  When the chapel is not in use, and the arrangement is nonsectarian, 
only display the American flag. 
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4.6 J E WIS H DIV INE  S E R V IC E S   
The principal Jewish service is the Sabbath service.  As Jewish Sabbath services are held on Friday 
night or Saturday morning, they seldom conflict with other scheduled divine services.  This is also true 
of Jewish holiday observances.  The Jewish Sabbath begins at sundown on Friday evening and lasts 
until sundown Saturday evening. 

4.6.1 P reparation for S ervic es  
Specific preparations are required for Jewish services. 

4.6.1.1 T he J ewis h C hancel Arrangement 

The items which are used for Jewish divine services ashore are essentially the same as those found 
in the Jewish chaplain’s field kit – only more elaborate.  The chancel of a Navy chapel when rigged 
for Jewish worship (Figure 4-11) is similar in appearance to the chancel described in the following 
paragraphs and contains the following items: 

• An Ark (Aron Ha-Kodesh) and Torah Scrolls (Figure 4-12) – As stated earlier in this chapter, 
the ark is a repository for the Jewish Torah Scrolls.  It is a closet-type cabinet which is set in or 
against the wall of the chapel facility.  Many military chapels have built-in arks; otherwise, an 
ark may be constructed or purchased.  If the ark is a large freestanding ark, center it against 
the back wall of the chancel/sanctuary area.  The Torah Scroll is kept in the ark.  The Torah 
Scroll is a handwritten Hebrew scroll containing the first five books of the Bible.  The Torah 
Scroll must be safeguarded.   

 

Figure 4-11 — Jewish Chancel Arrangement. 
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Figure 4-12 — Jewish Torah Scrolls. 

 

 
 

 

Figure 4-13 — The Yad on the Torah. 

• The Eternal Light (Ner Tamid) – The eternal light (Figure 4-14), which is lit 24 hours a day 
where circumstances permit, is located above the ark.  This light may be built into the ark; 
otherwise, it may hang from a bracket placed on the ark and lighted at the appropriate times.  
Two tablets, inscribed with Hebrew letters representing the Decalogue (Ten Commandments), 
are located above the ark with the Ner Tamid. 

NOTE 

In addition to being a sacred Jewish item, the replacement of a 
handwritten parchment Torah can cost between $10,000 and 

$20,000.  Secure the Torah Scroll when not in use.  Procedures for 
the care and handling of the Torah Scroll may vary; therefore, 
discus with the rabbi beforehand.  A yad (Figure 4-13) (a metal 

pointer about 9 inches long) is used by the reader of the Torah.  The 
yad is kept in the ark with the Torah.  Often it is attached to the 

Torah by a chain. 
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Figure 4-14 — The Ner Tamid. 

• The Bimah – The bimah (Figure 4-15) is the raised platform upon which the desk for reading 
the Torah and the Ark stands.  The reading table itself is referred to as the shulchan.  The 
bimah represents the altar that once stood in the Jewish temple.  Place the reading table in the 
center of the raised area in front of the ark.  Ensure there is sufficient space between the 
shulchan and the ark to allow the rabbi or the layleader to move freely.  In the event that a 
reading table is unavailable, the freestanding altar, which can be found in most military 
chapels, maybe used provided it has no symbols of other faith groups.  If the altar hangings 
contain no sectarian symbols they may also be used except for Rosh Hashanah (the Jewish 
New Year) and Yom Kippur (the Jewish Day of Atonement).  White is used for these services. 

 

Figure 4-15 — The Jewish Bimah. 

• Candlesticks – The use of candles (Figures 4-15 and 4-16), their arrangement, and their 
placement are optional and left to the discretion of the rabbi.  Sometimes a menorah (a 
candlestick having six or seven candle branches) may be used, either singularly or in pairs.  
Two single candlesticks may also be used in place of the menorah.  The menorah or single 
candlesticks maybe placed on the reading table or a smaller table to the side.  The rabbi will 
determine the location. 
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Figure 4-16 — The Menorah. 

 

 
Figure 4-17 — Single Candlesticks. 

 

 

• Kiddush Cup – The Kiddush cup (Figure 4-18) is similar to a wine chalice and is used at the 
conclusion of the service by the rabbi.  It may be placed on the reading table or a smaller table 
to one side. 

 

Figure 4-18 — The Kiddush Cup. 

• The Lectern – A lectern may be placed to the left of the reading table as you face the ark.  
Place a copy of the Jewish Holy Scriptures and a pulpit edition of the Jewish Prayer Book on 
the lectern. 

4.6.2 E s s ential L iturgical G arments  
Jewish services require specific liturgical garments.  

4.6.2.1 J ewis h V es tments    

Whenever a Jewish chaplain conducts divine services, he will normally wear his yarmulkah (skullcap), 
and a tallit (prayer shawl) (Figure 4-19) – the same items which are worn by Jewish personnel 
attending the service.  Place these items at the chapel entrance for Jewish worshipers prior to the 
service: 

• Yarmulkah – The yarmulkah is a small skullcap worn by Jewish men  

• Tallit – The tallit is a prayer shawl worn by men on the Jewish Sabbath, Holy Days, and 
weekday morning services 
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Figure 4-19 — The Yarmulkah and Tallit. 

4.7 E AS T E R N OR T HODOX DIV INE  S E R V IC E S   
There are three main Orthodox services – the Divine Liturgy, Great Vespers, and Matins.  The Divine 
Liturgy is celebrated on Sundays and all major Orthodox feast days.  It generally lasts about 1-1/2 
hours – including a sermon.  The Divine Liturgy is normally celebrated in the morning.  Great Vespers 
are conducted on Saturday evenings and all evenings prior to the Divine Liturgy – which is conducted 
the following day.  A Great Vespers service lasts approximately 30 minutes and is primarily a 
preparatory service, preparing the faithful for the Divine Liturgy.  Matins is also a preparatory service 
and is performed either in conjunction with Vespers (then called a vigil service) or conducted 
separately on Sunday morning preceding the Divine Liturgy, Both Vespers and Matins may be 
celebrated on special Orthodox occasions such as Orthodox Holy Week. 

4.7.1 P reparation for S ervic es  
Specific preparations are required for Orthodox services. 

4.7.1.1 T he E as tern Orthodox S anc tuary Arrangement 

Whenever possible, assist the Orthodox chaplain to the degree practicable in duplicating the 
arrangement found in Orthodox churches for divine services in the sanctuary/chancel area of the 
military chapel.  In doing so, bear in mind that many of the sacred items used by the Orthodox, 
because of their special religious significance, are not be touched or handled by the RP unless 
otherwise directed by the chaplain conducting the service.  The Orthodox chaplain will normally arrive 
early at the chapel to recite special prayers (Proskomedia) prior to the Divine Liturgy.  Questions 
concerning preparation of the sanctuary/ chancel area are asked of the chaplain prior to that time.  
The chancel of a Navy chapel which has been rigged for Orthodox worship is similar in appearance, 
as practical, to the Orthodox sanctuary/chancel described in the following paragraphs and contains 
the items described. 

4.7.1.1.1 T he Ic onos tas is  

The iconostasis is a movable wall or screen placed in the sanctuary/chancel area.  It is used to 
display icons (religious paintings which are venerated, kissed, by the people).  The icons are 
arranged on the iconostasis in a set pattern.  The iconostasis has four doors.  Two of these doors are 
called the deacon doors and are placed on the right- and left-hand sides of the iconostasis.  Normally, 
one enters the sanctuary (chancel) through the right deacon’s door and leaves the sanctuary by going 
around to the back of the main altar and out the left deacon’s door.  The two center doors, called 
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royal doors, are used only by the clergy.  The royal doors frequently have a curtain which is drawn at 
certain times, such as after a service. 

4.7.1.1.2 Ic ons  

Icons are a distinguishing feature of the Orthodox church.  Icons are religious paintings of Jesus 
Christ, the Virgin Mary, and various saints of the Orthodox church (Figure 4-20).  Icons are painted in 
a definite style and used in Orthodox worship—not as decorations but as venerated objects by the 
Orthodox faithful.  When the Orthodox faithful kiss an icon, they consider themselves to be kissing the 
person or persons depicted by the icon.  Icons are hung on the wall throughout an Orthodox church 
as well as placed upon icon stands.  Vigil lights (votive type) are often hung in front of the icons.  A 
two-dimensional icon of the Crucifixion of Christ, similar to a crucifix, is sometimes placed behind the 
Orthodox altar in what is known as the high place.  The high place is in the center of the chancel area 
directly behind the altar where an Orthodox bishop stands to bless the people.  An icon of the patron 
saint of the Orthodox church is often placed in the center or sometimes to the rear of the chapel and 
is venerated (kissed) by the people as they enter. 

 

Figure 4-20 — An Orthodox Sanctuary/Chancel. 

4.7.1.1.3 T he Altar T able 

The main altar table is a freestanding altar (Figure 4-21).  It stands in the center of the 
sanctuary/chancel just behind the royal doors of the iconostasis.  Eucharistic gifts which are offered 
during the Divine Liturgy are placed on the main altar table.  Ensure the Orthodox priest has sufficient 
room to pass completely around the altar table.  The main Orthodox altar table will usually have the 
following items resting upon it. 

4.7.1.1.4 Antimens ion 

The antimension is a piece of material, approximately 24 inches x 18 inches, bearing a representation 
of the figure of Christ laid out for burial.  It is placed unfolded in the middle of the altar table for use 
during the Divine Liturgy.  The antimension is normally opened only during the Divine Liturgy and, 
when not in use, it may be folded and placed beneath the Book of the Gospels on the altar table. 

4.7.1.1.5 T he Artophorion (T abernac le) 

The Orthodox tabernacle stands at the back of the altar table, and often takes the form of a miniature 
church or cathedral.  It is used for the reserved sacrament (Orthodox communion elements). 
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4.7.1.1.6 T he B ook of G os pels  

This book contains the four Gospels and is used for Gospel lessons chanted by the Orthodox priest.  
The Book of Gospels is shown placed to the right of the open antimension.  The Book of Gospels 
may be placed on top of the folded antimension whenever the Divine Liturgy is not being celebrated. 

4.7.1.1.7 T he B les s ing C ros s  

The blessing cross is used by the Orthodox priest to bless the congregation. 

4.7.1.1.8 C andles ticks  

Two or more candlesticks are normally placed on the altar.  In addition to these candlesticks or in 
place of them, a seven-branched candelabrum with small lamps may be used.  This may rest on the 
altar itself or immediately behind the altar on a stand. 

 

Figure 4-21 — The Orthodox Altar Table. 

4.7.1.1.9 T he T able of Oblation (P rothes is ) 

This is a small altar table inside the sanctuary/chancel which is set to the left of the main altar against 
the wall.  Frequently, a military chapel will not have a second altar table which can be used as a table 
of oblation so a portable table may be used in its place.  Orthodox holy vessels and communion ware 
(Figure 4-22) are normally kept on this altar table.  They include: 

• The paten (Diskos) 

• The chalice, inside which a small triangular-shaped sponge is kept to collect bread crumbs 
during the Liturgy 

• The star (Asterikos) – This is placed on top of the paten to protect the particles of bread when 
the paten is covered with a veil 

• Chalice cover, paten cover, and a large veil (aer) which cover both the chalice and paten at 
once 

• Lance (Lonche) – A knife for cutting the bread 

• Communion spoon – Used when giving communion 

• Communion cloth  

• A set of two cruets – One containing wine and the other plain water 
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• A bread tray containing the prosphora (special leavened bread that is stamped with a wooden 
seal before it is baked in the oven).  Particles are removed from the bread prior to the Divine 
Liturgy to commemorate various saints of the church as well as the living and departed 
members of the local congregation.  The rest of the bread is cut up and distributed to everyone 
present at the conclusion of the Divine Liturgy. 

Note that special handling may be required for these items.  Consult with the Orthodox chaplain. 

 

Figure 4-22 — The Orthodox Holy Vessels and Communion Ware. 

4.7.1.1.10 A S mall T able 

A table will often be found on the right side of the sanctuary/chancel to cut the bread remaining from 
the Divine Liturgy.  This table is also used to store items which are used in conjunction with the Divine 
Liturgy such as: 

• Boxes of charcoal 

• Boxes of incense 

• A tray to hold the bread remaining from the Liturgy 

• The Zeon – A cup or jug used to hold boiling water which is added to the chalice by the priest 
just prior to communion (Figure 4-23) 

• A knife to cut bread  

• Matches 

• Candles for the altar 

 

Figure 4-23 — The Zeon. 

4.7.1.1.11 C andleholders  

Candles may be placed in the front or the rear of the chapel so that the Orthodox faithful may light a 
candle as they enter. 
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4.7.2 E s s ential L iturgical G arments  
Orthodox services require specific liturgical garments.  

4.7.2.1 Orthodox V es tments  

Orthodox vestments are similar to those used by Roman Catholic clergy and Protestant clergy from 
liturgical faith groups, but the Orthodox vestments have evolved in a somewhat different manner.  
Unlike other liturgical faith groups, all colors may be used.  There is no strict seasonal sequence, 
except that the more somber colors are used for the fasts and the brighter colors are used at the 
great feasts.  White is often worn at funeral services and on Orthodox Good Friday.  At the Divine 
Liturgy, the following vestments may be used: 

4.7.2.1.1 T he S tic harion 

The Sticharion (Figure 4-24) is the basic liturgical vestment and corresponds to the western alb; but it 
is ordinarily made of silk or brocade and not linen, and it need not necessarily be white. 

 

Figure 4-24 — The Sticharion. 

4.7.2.1.2 T he E pitrac helion 

The Epitrachelion (Figure 4-25) is the distinguishing emblem of the Orthodox priesthood and is also 
referred to as the priestly stole.  It is worn around the neck, but it is not crossed as it is by Roman 
Catholic priests.  The two strips of material hang parallel, and are attached to one another by buttons. 
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Figure 4-25— The Epitrachelion. 

4.7.2.1.3 T he Zone 

The Zone (Figure 4-26) is a form of belt or tincture used around the waist. 

 

Figure 4-26 — The Zone. 

4.7.2.1.4 T he E pimanika 

Epimanikas (Figure 4-27) are liturgical cuffs which are placed over the sleeves of the sticharion 
(cassock). 
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Figure 4-27 — The Epimanika. 

4.7.2.1.5 T he E pigonation  

The Epigonation (Figure 4-28) is a piece of stiff material, about 12 x 10 inches, decorated with a 
cross.  It is worn on the right hip by a Priest. 

 

Figure 4-28 — The Epigonation. 

4.7.2.1.6 T he P helonion 

The Phelonion (Figure 4-29) is a cone-shaped garment with an opening for the head.  It corresponds 
to the western chasuble.  The phelonion may be worn at baptisms, marriages, when anointing of the 
sick, and at funerals.  The phelonion is not so specifically a Eucharistic vestment as is the western 
chasuble. 
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Figure 4-29 — The Phelonion. 

4.8 P R OT E S T ANT  DIV INE  S E R V IC E S  
The term “Protestant” is used in this chapter to refer to Christian bodies not otherwise identified as 
Orthodox or Roman Catholic.  Only use the term “Protestant” in the most general frame of reference.  
Specific terms such as “Southern Baptist, United Methodist, Presbyterian,” when applicable, are 
preferable and used to identify the various non-Roman Catholic/non-Orthodox Christian groups and 
their ministers.  The National Conference on Ministry to the Armed Forces (NCMAF) and the 
Department of Defense recognizes over 100 Protestant denominations in the active duty chaplain 
roster.  The impossibility of describing specific requirements for each of these denominations is 
recognized; however, there are specific denominational requirements, worship needs, and tenets of 
faith for these groups to which the Religious Program Specialist must be sensitive and responsive.  
The best procedure for the Religious Program Specialist to follow concerning the requirements for 
any particular denomination is to consult the chaplain. 

4.8.1 P reparation for S ervic es  
Special preparations are required for Protestant services. 

4.8.1.1 P rotes tant C hanc el Arrangements  

To the degree practicable, help Protestant chaplains prepare the chancel of the military chapel in 
such a way as to meet their respective requirements.  The items which may be used for Protestant 
divine services will most likely include the same types of items found in the Protestant field and 
combat kits.  In some Protestant services, the pulpit (Figure 4-30) may be placed in the center of the 
chancel.  In other Protestant services, an altar may be used as the center point for the divine service.  
For a Protestant service in which the altar is utilized as the focal point for worship, it may be set up 
similar to the chancel and altar arrangement described in the following paragraphs. 
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Figure 4-30 — A pulpit. 

4.8.1.1.1 T he Altar 

When the use of an altar is required to meet the Protestant chaplain’s requirements (Figure 4-31), the 
following steps (as modified by the Protestant chaplain are taken to prepare the altar: 

• Position the proper altar hanging cloth and fair linen on the altar; then position the matching 
smaller cloths on the pulpit and the lectern 

• Center the cross on the altar near the back of the altar.  The “IHS” (if such appears on the 
cross) faces the congregation 

• Place two candles near the back of the altar, one on each side and at equal distances from the 
cross.  The candles may be placed on the rear corners of the altar, or if flower vases have 
been placed on the altar corners, place the candles between the vases and the cross 

 

Figure 4-31 — Basic Protestant Altar Arrangement. 
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Place the Bible stand and the open Bible on the altar in front of the cross toward the front of the altar. 
 

 
 

Place the offering plates on each side of the Bible near the front of the altar (Figure 4-32).  If more 
than two are used, arrange them in two stacks. 

 

Figure 4-32 — A Bible/Missal Stand and Offering Plates. 

If flowers are used on the altar, place them at the rear corners of the altar on each side of the cross.  
If the candles are on the rear corners, place the flowers between the candles and the cross.  Some 
chaplains prefer to use separate flower stands for the flowers. 
After the altar has been set up (Figure 4-33), step back a few feet from the altar to view it as the 
worshipper will see it.  Double check the altar to ensure that everything is in its proper place and that 
the altar appointments are properly balanced (Bible centered with cross, candlesticks equal distances 
from the cross, etc.).  When these steps have all been completed, ask the chaplain if any adjustments 
to this basic altar arrangement are required or desired prior to divine services. 

NOTE 

Many times the Bible is placed on the altar to focus attention on its 
importance in the service but this Bible may not actually be used.  In 
this case the Bible may be opened to the Psalms (middle of the Bible) 
to give a balanced appearance.  Other chaplains may read from the 
altar Bible.  In this case, mark the passage to be read using a 
bookmark. 

NOTE 

Some chaplains may use six single candles ─ three on each side of the 
cross.  Others may use a seven-branch candlestick or candelabrum on 
each side of the cross rather than single candlesticks.  Most, however, 

use only two single candlesticks. 
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Figure 4-33 — A Protestant Altar Arrangement. 

4.8.2 E s s ential L iturgical G arments  
Protestant services require specific liturgical garments.  

4.8.2.1 V es tments  

Religious Program Specialists are required to care for and arrange the vestments and/or wearing 
apparel the chaplain’s use in their religious services.  Some Protestant clergy use vestments exactly 
like or very similar to Roman Catholic vestments.  Be flexible.  Experience has taught that much time 
has been saved when the Religious Program Specialist has been able to refer to the vestments by 
their proper name.  In this section we will learn the proper names for Protestant vestments. 
It must be understood that Protestant chaplains are allowed much latitude in selecting the vestments, 
if any, they will wear at their services.  Some may elect to wear their uniform.  Others may choose to 
wear a robe and stole.  Still others may wear a complete set exactly like or similar to those of Roman 
Catholic clergy.  In this section the four vestments most commonly worn by Protestant chaplains will 
be described. 

4.8.2.1.1 R obe (C leric ’s ) 

The robe (Figure 4-34) is a loose, flowing, wide-sleeved robe that extends to the feet. 

 

Figure 4-34 — Cleric’s Robe. 
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4.8.2.1.2 C as s ock 

The cassock (Figure 4-35) is a long, close-fitting garment (usually black) reaching to the feet and 
worn by chaplains in preference to the cleric’s robe. 

 

Figure 4-35 — Cassock 

4.8.2.1.3 C haplain S tole 

The chaplain stole (Figure 4-36) is a long, decorated band worn around the neck and hanging from 
the shoulders.  This may be worn with or without the cassock or robe.   
 

 
 

 

Figure 4-36 — Stole. 

NOTE 

If the stole is worn it is of the color appropriate for the liturgical season. 
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4.8.2.1.4 S urplic e 

The surplice (Figure 4-37) is a white outer vestment usually worn over the cassock and reaching to 
the knees. 

 

Figure 4-37 — Surplice. 

4.8.3 P rotes tant C ommunion S ervic es  
Protestant communion, a sacrament observed in many Christian churches, is a special kind of service 
for which Religious Program Specialists must learn to prepare.  Protestant groups may call the 
service Communion, the Lord’s Supper, or the Eucharist.  Most Protestant chaplains will serve or 
offer communion once a month.  Chaplains vary considerably in their requirements for preparing for 
the communion service.  Presented here are some generally acceptable ways to set up the 
communion ware but the necessity of being aware of the individual chaplain’s requirements cannot be 
overemphasized.  It’s a good idea to have a photograph or a diagram of the particular chaplain’s 
communion arrangement to place in the sacristy/vestry area of the military chapel. 

4.8.3.1 T he C ommon C up 

This method of communion is used by a number of Protestant denominations.   Prepare the chalice 
as modified by the officiating Protestant chaplain (Figure 4-38). 
The front of the chalice veil (the design) faces the congregation.  The chalice veil is liturgically colored 
for the season. 
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Figure 4-38 — Preparation of the chalice for the common cup method of communion. 

4.8.3.2 T he Intinc tion C up 

This method of communion (Figure 4-39) is used when the chaplain takes a communion wafer from 
the cup, dips it into the wine or juice in the chalice, and places it into the mouth of the worshipper.  
The intinction cup is the small metal container rounded on one side which fits into the chalice.  It fits 
over the cup rim and is used to hold the communion wafers (bread). 
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Figure 4-39 — Preparation of the chalice for the intinction cup method of communion. 

4.8.3.3 T he Individual C up 

When a chalice is not used in a Protestant communion service (Figures 4-40 and  4-41), the 
individual cup set may be used.  This set is composed of a round base, several metal trays each of 
which contains 40 small glass or plastic cups, a metal cover, and metal bread/wafer trays. 
The first task is to fill the small communion cups.   
 

 
 

Great care must be taken not to spill or overfill any cups.  If this happens cups will stick to the tray 
when the worshipper tries to remove the cup.  Fill cups only two-thirds full so that spillage will not 
occur while the trays and cups are being handled.  When the cups are all filled stack the trays on the 
base and place the cover on the top tray. 

NOTE 

Your chaplain may use wine exclusively, grape juice exclusively, or 
may serve wine in some cups and grape juice in others.  When both 

are used, follow the chaplain’s instructions in filling the individual cups.   
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The next task is to place the bread or whatever the chaplain uses for bread (bread, crackers, or 
wafers) in the bread trays.  The amount should be a little more than is expected to serve the chapel 
congregation.  A white cloth can be used to cover the bread trays. 

 

Figure 4-40 — Individual cup set and bread tray as they appear when covered. 

 

 

Figure 4-41 — Individual cup set and bread tray as they appear when uncovered. 

 
The altar arrangements shown in Figure 4-42 illustrate the variety of ways in which some Protestant 
chaplains may wish the RP to arrange the altar when using any of the communion methods 
previously discussed. 
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Figure 4-42 — Possible altar arrangement for protestant communion services. 

 

4.9 R OMAN C AT HOL IC  DIV INE  S E R V IC E S  
Roman Catholic divine services, commonly referred to as Mass, may be conducted daily but will 
almost always be conducted on Sundays, special Roman Catholic feast days, and on Holy Days of 
Obligation. 

4.9.1 P reparation for S ervic es  
Specific preparations are required for Catholic services. 

4.9.1.1 R oman C atholic  S anc tuary Arrangement 

Most military chapels are configured in a manner which will readily accommodate Roman Catholic 
divine services.  The items which are used to prepare for this service will most likely include the same 
type of items which are found in the Roman Catholic field kits and combat kits.  In the Roman 
Catholic service, the central focus of worship for the congregation will be the priest’s actions at the 
altar (Figure 4-43).  The arrangement of the sanctuary/chancel and the altar for Mass may be setup 
as described in the following paragraphs. 
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Figure 4-43 — Roman Catholic Sanctuary/Chancel Arrangement. 

4.9.1.1.1 T he Altar 

The altar (Figure 4-44) is the focal point of the Roman Catholic worship service or Mass.  The priest 
conducts most of the Mass on or near the altar which is centrally located in the sanctuary/chancel of 
the chapel.  The altar may sometimes be referred to as the Altar of Sacrifice.  The arrangement of the 
altar will vary according to the preference of the priest but will, in most cases, resemble the 
arrangement seen in Figure 4-44.  

 
Figure 4-44 — Catholic Mass Altar Arrangement. 

4.9.1.1.2 T he C ruc ifix 

In most cases, a crucifix (a cross bearing a three-dimensional image of Christ) (Figure 4-45) will be 
prominently displayed in the background behind the altar, usually on or against the wall.  If the crucifix 
cannot be placed anywhere but on the altar itself, it may be laid flat on the front center portion of the 
altar so as to maintain an unimpeded view of the Mass for the worshipers who are present. 



4-41 

 
Figure 4-45 — Crucifix. 

4.9.1.1.3 C andles  

If the candles are small, they may be placed on the front corners of the altar so as to provide an 
unimpeded view of the altar for the worshipers.  Larger candles may be placed to the side of the altar 
in special mounting brackets or stands, if their use is preferred by the priest. 

4.9.1.1.4 T he R oman Mis s al 

The source of the modern Roman Catholic Eucharistic Liturgy is the General Instruction of the Roman 
Missal (Figure 4-46).  The Roman Missal is divided into two parts which are referred to as the 
Sacramentary and the Lectionary.  The Sacramentary, which is a book of prayers, is often referred to 
as the altar missal and is placed on the left side of the altar on a missal stand for Mass.  The 
Lectionary is a book of readings containing epistles and gospels.  Selections are read from the 
Lectionary from the pulpit during Mass. 

 

 
Figure 4-46 — The proper Catholic altar setup. 

4.9.1.1.5 T he C halice 

The chalice is used by the priest to mix the water and wine which become sacred elements during the 
Mass.  Prepare the chalice (Figure 4-47) for Mass on the freestanding altar in the following manner: 
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1.  Place the chalice on the corporal cloth.  The crosses on the chalice and on the corporal cloth 
face the priest. 

2.  Place the purificator over the chalice and press it down into the center of the cup. 
3.  Place the chalice paten over the rim of the chalice. 
4.  Place a large communion wafer upon the chalice paten. 
5.  Place the pall over the chalice paten. 
6.  Cover the entire chalice by placing the chalice veil over the pall. 

 

Figure 4-47 — The chalice and veil sequence prior to Mass. 
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4.9.1.1.6 T he C ruets  

The cruets (Figure 4-48) are containers which contain the water and wine which become sacred 
elements during the Mass.  They may be given to the priest by the worshipers during the Mass; 
placed upon the altar prior to Mass; or placed on a credence table in the sanctuary and given to the 
priest by an altar server during Mass.  The priest will indicate where the cruets should be placed prior 
to Mass. 

 

Figure 4-48 — Cruets. 

4.9.1.1.7 T he L avabo Dis h and Water C ontainer 

The lavabo dish and water container (Figure 4-49) are used during the Mass for a ritual ablution of 
the priest’s fingertips.  A lavabo dish and container filled with water maybe placed on the altar with a 
finger towel (see Eucharistic linens) or placed on a credence table near the altar.  Check with the 
priest to determine where these items should be placed. 

 

Figure 4-49 — Lavabo Dish and Water Container. 

4.9.2 E s s ential L iturgical G ear, G arments , and Objec ts  
Catholic services require specific liturgical gear, garments, and objects. 

4.9.2.1 E uc haris tic  L inens  

Eucharistic linens are those linens which are used during or in conjunction with the celebration of the 
Mass.  In order to distinguish between the several types of Eucharistic linens, these cloths are 
described in the following paragraphs. 

4.9.2.1.1 T he C orporal 

In appearance, the corporal (Figure 4-50) is a piece of linen cloth approximately 1 square foot in 
dimension.  The corporal is folded twice, both vertically and horizontally, with the cross appearing on 
its lower, center piece. 
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Figure 4-50 — Corporal. 

4.9.2.1.2 T he P urificator 

The purificator (Figure 4-51) is a rectangular piece of linen measuring roughly about 9 inches by 18 
inches.  

 
Figure 4-51 — Purificator 

4.9.2.1.3 T he F inger T owel 

The finger towel (Figure 4-52) is a rectangular piece of linen measuring approximately 4 inches by 8 
inches.  It is folded once horizontally and once vertically and will usually have a cross on the lower 
edge.  It is used to dry the priest’s fingers after the ritual ablution at Mass. 
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Figure 4-52 — Credence table with finger towel next to lavabo. 

4.9.2.2 R oman C atholic  Ves tments  

Roman Catholic vestments which may be used for Mass at a chapel ashore are four in number.  The 
vestments are described in the following paragraphs in the order in which the chaplain would put 
them on when vesting for Mass. 

4.9.2.2.1 T he Alb 

The alb (Figure 4-53) is a full-length white linen garment with sleeves.  (The word “alb” means 
“white.”) 

 
Figure 4-53 — Alb. 
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4.9.2.2.2 T he C inc ture 

The cincture (Figure 4-54) is a long cord used as a belt to gather the alb at the waist. 

 
Figure 4-54 — Cincture 

4.9.2.2.3 T he S tole 

The stole (Figure 4-55) is a long narrow band worn around the neck.  The stole’s tie ends fall forward 
over the shoulders to the level between the priest’s waist and knees.  The stole should be the same 
color as the chasuble which is worn by the chaplain. 
 

 

Figure 4-55 — Stole. 

4.9.2.2.4 T he C has uble 

The chasuble (Figure 4-56) is a large sleeveless outer garment.  Its appearance can best be 
described as a long rectangular decorative cloth with a hole in the center to allow it to be slipped over 
the chaplain’s head.  The word “chasuble” means a “little house.” 
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Figure 4-56 — Chasuble. 

4.10 IS L AMIC  DIV INE  S E R V IC E S  
Islam teaches that all faiths have, in essence, one common message: the existence of a Supreme 
Being, the one and only God, whose Sovereignty is to be acknowledged in worship and in the pledge 
to obey His teaching and commandments, conveyed through His messengers and prophets who 
were sent at various times and in many places throughout history.  

4.10.1 Wors hip requirements  
The Mosque or Muslim place of worship (Figure 4-57) is the most important building for Muslims.  
Mosque comes from the Arabic masjad, meaning a place of kneeling.  It has a mihrab, or niche, 
which points to Mecca.  There is a pulpit for the preacher and a lectern for the Koran.  A mosque has 
at least one minaret, or tower, from which the muezzin chants the call to prayer. 

 
Figure 4-57 – The Blue Mosque in Istanbul, Turkey. 

Group worship is recommended for each of the five daily prayers, but is obligatory in the case of the 
noon prayer on Fridays.  Friday noon prayers should be held and attended in a mosque or a suitable 
building.  All other prayers can be carried out in any other clean facility or place, as long as the 
worshipper is facing the east while praying.  
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The mosque is usually decorated with colorful arabesques and Koranic verses written in large, 
beautiful Arabic letters.  No statues, ritual objects, or pictures are permitted within the mosque.  A 
court and water fountain provide for the ceremonial washing before prayer. 
Music and singing are not utilized within the service but the Koran may be chanted by professional 
chanters (Muqr’i). 
Ceremonies connected with marriage and birth are never performed in the mosque. 

 
Figure 4-58 – Inside a Mosque 

4.10.2 P reparation for S ervic es  
Before a Muslim engages in worship, a pre-prayer ablution (wudu) (Figure 4-59) of the body with pure 
water is required.  Cleanliness of the body, the clothes, and the place of prayers is required.  A prayer 
mat or rug on which they kneel for prayers is desirable. 

 
Figure 4-59 – A pre-prayer ablution space. 

4.10.3 Is lamic  leaders hip 
In general, Islam has no centralized authorities, no class of clergymen, or group of priests.  The 
individual’s bond with God is considered to be direct with no intermediary.  There are religious 
scholars or teachers (Imams) who, in view of their academic attainment or understanding of the 
Koran, can answer questions and serve in leadership roles, and are regarded as authorities on 
theological questions. 
The Imam (Figure 4-60), or leader, is the chief officer in the mosque.  His main duty is to lead the 
people in prayer.  The Prophet Mohammed led prayers in his mosque in Medina and in the mosque of 
the Kaaba in Mecca.  The Caliphs led the people in all religious and political matters, so they were the 
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chief Imams.  On special occasions, a distinguished visitor or religious teacher may lead the public 
prayers.  Islam does not have an organized priesthood.  As a rule, any virtuous and able Muslim can 
lead prayers in the average mosque, but usually the Imam, chosen for his piety and scholarship, 
handles the services of the mosque. 
 

 
Figure 4-60 – An Imam. 

 

4.10.4 T he K oran and Hadith 
The most important and fundamental religious concepts of Islam are put forth in the Sharia which 
means “The Path.” The formulation of the Sharia rests largely upon  

• The Koran (Qur’an) – The Koran (Figure 4-61) is a sacred book within Islam written originally 
in Arabic.  To Muslims, the Koran represents the revealed word of God and is the sacred 
scripture of Islam 

• The Hadith (Tradition) – The Hadith (Figure 4-62) consists of six authoritative collections of 
“Tradition” which record the way (Sunnah) of the Prophet (Mohammed) 

The Koran teaches the absolute unity and power of God, the creator of the universe.  The Muslims 
believe that Mohammed was the last of the prophets.  They consider Jesus and the Old Testament 
prophets as his predecessors.  Their God is basically the same God as the Jewish and Christian God; 
however, they believe His word is completely expressed only in the Koran. 
 



4-50 

 
Figure 4-61 – The Qur’an (Koran). 

The Hadith (Figure 4-62), a second source, unfolds and interprets the Koranic text through the words 
and practices of the Prophet Mohammed. 
 

 
Figure 4-62 – The Hadith. 

4.10.5 C hief teac hings  
The chief teachings of Islam which are to be accepted by all Muslims are: 

• Doctrine of God – Islam is a strict monotheistic religion.  There is no other God than God 
(Allah) 

• Doctrine of Angels – Angels surround the throne of God and serve as His messenger to 
people.  Gabriel is the chief of angels.  Iblis, who is Satan or the Devil, is a fallen angel.  He 
controls the jinn who are male and female demons 

• Doctrine of Inspired Books – Muslims believe in the Sacred Books— including the Torah, the 
Gospel of Jesus, the Psalms, and the Koran(Qur’an).  They believe the Koran is the only book 
which is completely without error.  If contradictions exist between the Koran and other inspired 
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books, the Koran stands as correct.  Parts of the Koran resemble the Bible, the Apocrypha, 
and the Jewish Talmud.  The Koran contains many of the same stories about the prophets that 
appear in the Old Testament 

• Doctrine of Prophets – There are many persons who are considered to be prophets according 
to Islamic teachings.  Among these are Abraham, Ishmael, Moses, Noah, John the Baptist, 
Jesus, and Mohammed.  Mohammed is considered to be the final prophet and his 
proclamations complete the message of God to people 

• Doctrine of Last Judgment – Muslims believe there will be a final judgment for all people.  At 
that time, unbelievers will be sentenced to the burning fires of hell; believers will enter heaven.  
The pleasures of heaven will be given to believers according to the degree of their faith and 
the morality they displayed in life 

• Respect for moral and legal codes – Muslims believe that the Islamic moral and legal codes 
permeate all areas of human life.  Another doctrine, called Kismet (fate) is taught, but is not 
required of a Muslim.  Kismet is the belief that all things are foreordained by Allah 

4.10.6 V es tments  
Islam does not use liturgical vestments in the way many religions do.  Instead, it has universal 
regulations governing dress.  For example, all who enter a mosque must remove their footwear, and 
all individuals on a pilgrimage (Figure 4-63) must wear the same habit, the hiram, and thus appear in 
holy places as a beggar. 
 

 
Figure 4-63 – Pilgrimage to Mecca 
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4.11 B UDDHIS T  DIV INE  S E R V IC E S   
Buddhism is a religion to about 300 million people around the world.  The word comes from 'budhi', 'to 
awaken'.  It has its origins about 2,500 years ago when Siddhartha Gotama, known as the Buddha 
(Figure 4-64), was himself awakened (enlightened) at the age of 35. 
 

 
Figure 4-64 – A statue of Buddha. 

 

4.11.1 Wors hip requirements  
The Buddhist place of worship is the Temple (Figure 4-65), Pagoda (Figure 4-66), or Dagobas (Figure 
4-67).  The statue of Buddha is the key symbol of Buddhism and is the central figure in most temples 
and pagodas.  Reverence should be shown in and around this area as a sign of respect for the 
Buddhists and their religious beliefs. 

 
F igure 4-65 – A B uddhis t temple. 

 



4-53 

 
F igure 4-66 – A pagoda. 

 

 
F igure 4-67 – Dagobas . 

4.11.2 P reparation for s ervic es  
Buddhist worship services vary among three groups – Mahayana, Theravada, and other Buddhist 
groups.  Incense may be burned before an image of Buddha and is regarded among Buddhists as an 
aid to meditation.  Buddhist scripture may also be recited.  The goal of Buddhists is nirvana, or 
passionless peace.  They believe that nirvana can be achieved through perfect self-control, 
unselfishness, knowledge, and enlightenment. 
Gongs are used in Buddhist pagodas and homes for three basic purposes: 

1. To announce the time of a service or meeting 
2. To mark the different phases of a ceremony 
3. To set the tempo for Buddhist chants 

Light from candles and lamps symbolizes Buddha’s teachings leading to enlightenment.  Incense is 
burned as an offering in memory of Buddha and as an aid to meditation. 
Food, wine, and water are placed before the altars of Buddha and symbolize that the best is first 
shared with Buddha.  Only the essence of the food is essential for purposes of worship, and the items 
themselves are later used as food by the worshipers. 
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F igure 4-68 – A B uddhis t altar. 

4.11.3 V es tments  
The monk’s (Figure 4-69) robe (Bonze), as well as his shaven head, identifies him as a man of 
religion.  Among Theravada Buddhists only saffron (orange) robes seem to be worn, whereas monks 
of other Buddhist groups wear shades of white, brown, or yellow without reference to order or status.  
Groups other than Theravada seem to prefer the color yellow for worship services and religious or 
civic ceremonies. 

 
Figure 4-69 – Monks. 

4.11.4 B eads  
A string of 108 beads (Figure 4-70), each symbolizing one of the 108 desires to be overcome prior to 
enlightenment, is used by devout Buddhists while meditating. 
 

 
Figure 4-70 – Beads. 
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4.11.5 S ymbols  and artifac ts  
The majority of Buddhist symbols and artifacts will be found in the pagoda or temple.  Symbols of 
Buddhism include the various statues of Buddha, (see figure 4-64), the “wheel of life,” and the “Chu 
Van” which is identical to the swastika but has a religious connotation.  Often, figures of dragons, the 
Phoenix, and other symbols are interwoven with the accepted symbols of Buddhism. 
The Wheel of Life (Figure 4-71) is one of the earliest symbols of Buddhism and consists of a circle 
(wheel) with either eight or twelve divisions.  The circle denotes the Buddhist concept of endless 
existence, and the spokes signify either the Buddhist “Eightfold Path” or the twelve “Principles of 
Buddhism.” 
The Chu Van symbol (Figure 4-72) is often found on Buddhist holy medals, on pagodas as a 
decoration, and on the chest of the statue of Buddha.  It is symbolic of enlightenment. 

 
Figure 4-71 – Wheel of Life. 

 

 
Figure 4-72 – The Chu Van (Swastika)  

4.11.6 B uddhis t literature 
The sacred books of Buddhism is the Tripitaka (Figure 4-73), also called the “Three Baskets.” The 
Triptika consists of The Vinaya Pitaka (Basket of Discipline) The Sutta Pitaka (Basket of Discourses) 
The Abhidhamma Pitaka (Basket of Metaphysics).   Variations occur in the Buddhist Triptika, 
dependent upon whether Pali or Sanskrit translations are used. 



4-56 

 

Figure 4-73 – The Tripitaka 

4.12 NON-J UDE O AND NON-C HR IS T IAN R E L IG IOUS  R E QUIR E ME NT S  
(MANUAL S ) 

In addition to the faith groups which are represented by military chaplains, commanders at all levels 
have a responsibility to persons of other faith groups in their command whose religious requirements 
and practices differ from those which have been presented here.  Command chaplains assist 
commanders in this area by making provisions for the ministries appropriate to the rights and needs 
of all personnel assigned to their commands. 

4.12.1 R eligious  R equirements  for Non-J udeo and Non-C hris tian F aith 
G roups  

The determination of the religious services, rites, and activities which may be required by naval 
personnel and their dependents who are adherents to non-Judeo and non-Christian faith groups is 
made, not by the Navy, but by the faith groups to which these persons adhere.  The command 
chaplain will make arrangements to the extent possible for adherents of these groups to practice their 
faith.  These arrangements may include the use of command facilities and auxiliary or contract 
chaplains as well as facilities and clergy within the civilian community. 

4.12.2 S upport F unc tions  of the R P  In R egard to Non-J udeo and Non-
C hris tian F aith G roups  

As a Religious Program Specialists you will provide support and assistance to persons and clergy of 
all faiths within the Department of the Navy.  Providing support and assistance to non-Judeo and non-
Christian faith groups is indicative of the religious pluralism and freedom within our society and will 
requires the RP to carry out the following actions when directed by the chaplain: 

• Gather information required by the command chaplain to adequately support the religious 
requirements and practices of all persons assigned to the command 

• Schedule CRP facilities for all faith groups which are included in the Command Religious 
Program (CRP) 

• Prepare CRP facilities to accommodate the needs of all faith groups included in the Command 
Religious Program 

A willingness on the part of the Religious Program Specialist to facilitate the worship of every group of 
the chapel community is a vital aspect of every Command Religious Program if the religious 
requirements and practices of these groups are to be met. 
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4.12.3 Information C onc erning R eligious  R equirements  and P rac tices  
Information concerning the religious requirements and practices of non-Judeo and non-Christian faith 
groups should be made available in the ecclesiastical reference library for reference by the command 
chaplains and RPs.  When available, Department of the Army pamphlets, Religious Requirements 
and Practices, Nos. 165-13 and 165-13-1, may be used.  Standard civilian reference texts and 
materials may also be used.  Answers to the following questions may be of use to the command 
chaplain: 

• What are the worship requirements for members of the religious group? 

• Are members required to participate in group worship or can they fulfill their religious 
obligations by individual worship? 

• Must worship services for the group be conducted by ordained clergy or may layleaders 
conduct worship services? 

• What equipment or supplies are required for worship services?  

• What are the dietary laws or restrictions, if any, of this group? 

• Are there any special religious holidays which are observed? What are they and what is their 
significance? Are the members expected to refrain from work on any of these days? Are the 
members supposed to attend worship services on these days? 

• What about funeral and burial requirements? Is there a requirement for a member of the clergy 
or other official of the group to be present when death is imminent or sudden? 

• Is an autopsy permitted? (This is very important for hospital commanders.) 

• Is cremation allowed? Is it required? 

• Are members of the group required to wear any distinctive clothing or insignia which would 
conflict with military regulations? 

• What is the teaching of the group regarding serving in the military in general and bearing arms 
in particular? 

4.13 R E L IG IOUS  R IT E S  
Religious rites are common to most of the faith groups represented within the military chaplaincy.  In 
addition to divine services, RPs must also assist the chaplain with preparations for religious rites.  As 
an RP, support duties in regard to these rites are secular in nature.  Support arrangements for these 
rites are made through the chaplains since their requirements differ to a marked degree.  Several 
common religious rituals to become familiar with are Christian Baptism, First Communion, and 
Confirmation.  These rites are discussed in the following paragraphs. 

4.13.1 T he C hris tian R ite of B aptis m 
Religious Program Specialist may be required to assist the chaplain in the preparation and care of the 
articles and appointments used during baptismal rites.  Baptism may be performed by immersion; 
sprinkling; or pouring; depending upon the guidelines of the faith group represented by each chaplain 
(Figures 4-74, 4-75, and 4-76).  Baptismal rites are governed by the guidelines set forth by these faith 
groups, the individual preferences of each chaplain, and the preference of the candidate(s).  The 
procedures to be used will be determined by the chaplain prior to the baptismal service. 
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4.13.1.1 B aptis m by P ouring or S prinkling 

Rigging the chapel for the baptismal service normally is carried out in the following manner: 
1.  Clean the baptismal font (Figure 4-74) and fill with warm water.   

 

Figure 4-74— Baptismal Font. 

 

 
 

2.  Place a small table next to the font and drape with a white cloth.  One or more of the following 
items may be included: 
– Oils (to be provided by chaplain) 
– A white baptismal robe for each candidate 
– Cotton balls 
– Baptismal candle to be held for the baby by a godparent or godparent substitute and given 

to parents to take home following the service 
– Cruet or baptismal bowl used to pour water on the head 
– Baptismal font (place font and table where the chaplain wants to conduct the service) 
– Baptismal water (either in the font bowl or the cruet)  
– Finger towel (for drying head and hands) 
– Baptismal prayer books for all participants 

 

 
 

NOTE 

If the candidates for baptism are required to wear baptismal robes, 
provide an area adequate for changing clothing.  The chaplain’s 

vestments are a matter of denominational or personal preference. 

NOTE 

Remember to remove the cover prior to the service. 
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Figure 4-75— An Orthodox Baptismal Font Used for Infant Baptism. 

4.13.1.2 B aptis m by Immers ion 

Baptism by immersion may be performed in any chapel that has a baptistry or baptismal pool.  
Preparations for this type of service are normally carried out in the following manner: 

1.  Ensure that the baptistry or pool is cleaned with a disinfectant. 
2.  Ensure that sufficient towels are available for use by each candidate after immersion. 
3.  Place a Bible so that the chaplain can read from it while standing in the baptistry/pool. 
4.  Provide a baptismal gown (weighted alb-like garment) for each candidate. 
5.  Fill the baptistry or pool with warm water to the depth desired by the chaplain. 
6.  Empty the baptistry/pool after the service and clean thoroughly. 

These procedures are for baptism in a baptistry or baptismal pool.  However, if a baptistry or 
baptismal pool is not available, baptism by immersion may be performed in any body of water (river, 
lake, swimming pool, etc.) large enough to completely submerge the candidate.  Preparations for this 
type of service will be similar to the above, but must be planned to fit each occasion. 

 
Figure 4-76 — Baptismal Pool Used for Immersion Baptism. 
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4.14 C AR E  OF  E C C L E S IAS T IC AL  E QUIP ME NT  AND S UP P L IE S   

4.14.1 C are of B aptis mal F onts  
Baptismal fonts or pools must be clean at all times.  There is a wide variety of baptismal fonts used 
throughout the Navy.  The cleaning of these fonts is usually reduced to two separate tasks: cleaning 
the outer casting and the inner bowl.  Castings are usually constructed of three different materials and 
are cleaned by the following methods: 

• Wood – Wipe with a soft cloth, dampened with liquid furniture polish 

• Metal – Polish with nonabrasive metal polish.  Care must be taken to protect soft metal 
surfaces; i.e., gold or silver, from damage 

• Marble – Use mild ammonia solution with warm water and a soft cloth 
The inner bowl, which inserts into the stand and holds the water, must be cleaned frequently.  The 
bowl is dried completely after each use.  To clean bowls made of precious metals, use a mild 
detergent and soft cloth.  Rinse thoroughly and dry completely.  If the bowl is made of brass or a 
similar metal, a nonabrasive metal polish may be used.  Ensure that the bowl is rinsed and dried 
thoroughly. 

4.14.2 C are of B aptis mal P ools  
Generally speaking, baptismal pools have the same significance as fonts and require the same 
degree of concern in terms of cleaning and maintenance.  
Most baptismal pools are made of metal finishes.  It is not normally essential to polish the finish of a 
pool.  It is necessary to wash the inside of the pool with a detergent and a brush to remove any film 
that may accumulate.  When not in use or even during long periods when the pool is not in use, 
clean, rinse, and completely dry the pool to prevent  water marks and rings from forming on the sides.   
Care of Ecclesiastical Equipment and Supplies 
Most of the equipment and supplies used by the Command Religious Program ashore and aboard 
ship will be stored in an ecclesiastical gear locker.  Ashore, this locker is commonly referred to by 
many chaplains as the sacristy or vestry.  In the field, RPs will be dependent upon the chaplain’s field 
kits and mount-out boxes for storage of ecclesiastical equipment and supplies.  Storage areas must 
be clean, dry places which are easily accessible.  All items kept in an ecclesiastical gear locker, field 
kits, or mount-out boxes are for use during worship services.  Clean items used for worship prior to 
being returned for storage. 
The key to storage is an orderly and logical placement of equipment and supplies.  The old cliché “a 
place for everything and everything in its place” is a good guideline for storage of ecclesiastical items.  
It is recommended that a list be made giving the location of each item and that a standard label 
maker be used to indicate the placement of all ecclesiastical equipment charged to your care.  If 
ecclesiastical equipment is returned to its proper place after use, the items will always be available 
and inventories and inspections will proceed quickly and smoothly.  Ensure special handling, storage, 
and security for high value items and items with very special religious significance (consecrated 
items, etc.) remains in effect.  As a result of wear and breakage, it will sometimes be necessary to 
procure replacement or additional ecclesiastical supplies and equipment.  These areas are discussed 
in the following paragraphs. 
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4.15 C AR E  AND C L E ANING  OF  E C C L E S IAS T IC AL  E QUIP ME NT  AND 
L IT UR G IC AL  AP P OINT ME NT S  

Due to their importance and their visibility in the CRP activities, CRP facilities, equipment, and 
appointments must receive special attention.  The care of CRP equipment, appointments, and 
facilities are discussed in the following paragraphs. 

4.15.1  C are and C leaning of Altar L inens   
Altar linens are normally laundered at a commercial laundry with cost paid from the command O&M 
funds.  Care must be taken to have linens properly folded, or have them returned as flatwork 
(unfolded and on hangers). 

4.15.2  C are and C leaning of E uc haris tic  L inens  
Two Eucharistic linens require special cleaning: 

• Corporal – This cloth is used to catch any pieces of the consecrated host which may drop.  
These pieces must be properly disposed of in the sacrarium and the cloth thoroughly rinsed 
before laundering. 

• Purificator – This cloth is used to wipe the thin film of wine from the chalice after the service.  
Because it too comes in contact with Eucharistic elements, it must be thoroughly rinsed in the 
sacrarium before laundering. 

The other Eucharistic linen, the finger towel, does not require special attention.  It needs only regular 
laundering. 

4.15.3 C are and C leaning of V es tments  
When the chaplain conducts a worship service or officiates at a sacrament or ordinance, he may wear 
vestments (clothing which reflects his role as priest or minister to the congregation).  Prepare these 
special garments for the chaplain in the sacristy before the service.  After the service, return the 
vestments to the sacristy closet, and check them for tears, stains, or wrinkles.  The RP must ensure 
there are always enough clean vestments on hand for the chaplain to wear while conducting the 
service.  Vestments are usually chapel property.  The cost of dry cleaning is paid from appropriated 
command O&M funds, 
Vestments that are modified for use in field and combat situations are usually lighter in weight, 
washable, smaller, and made of wrinkle-resistant material.  Check the label for cleaning instructions 
because the material for each kind of vestment varies with the garment manufacturer.  Each vestment 
requires individual attention.  Some, like the surplus and alb, require frequent care. 

4.15.4 R emoval of Wax 
The BEST method for the removal of wax from cloth items (altar frontals and antependia, vestments, 
etc.), is to place the item on a flat surface, place a brown paper bag, paper towel, or ink blotter over 
the wax, then press with a WARM iron.  Keep the iron moving to prevent scorching.  (Be careful with 
man-made fibers since an iron that is too hot could melt some of them.)  If the cloth item is cleaned by 
laundering, an alternate method for removal of wax may be used.  Run hot water from a faucet, or 
pour boiling water through the spotted area of the cloth.  As the wax melts, it will be washed out of the 
cloth by the force of the water.  (Never use this method for items which must be dry cleaned.) 
An overflow of wax onto metal objects such as candlesticks, candle followers, etc., may be removed 
with tissue paper or a soft paper product while the wax is still warm.  The BEST way to remove hard, 
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dried wax is to run hot water over the item to melt the wax, then wipe with a paper towel or soft cloth.  
(DO NOT attempt to scrape the wax, or remove it with steel wool as this will scar the finish.) 
The best method for removing wax from wood (altar railing, pulpit, pews, etc.) is to gently rub the area 
with a plastic scratch pad until the wax is removed.  Again, care must be taken not to rub hard since 
soft woods scar easily and the finish may be damaged.  The warm iron method maybe used as 
outlined for cloth, but exercise extreme care since light woods will show burns easily. 

4.15.5 C are and C leaning of C ommunion Ware 
Requirements concerning disposal or storage of excess communion elements and cleaning 
communion ware vary according to denominational requirements and chaplains’ preferences.  
Consult with the chaplains regarding their requirements for handling communion ware and 
communion elements and follow their instructions carefully.  Since traditions vary among religious 
bodies, retain specific instructions provided by each chaplain for whom support is provided.  Although 
Jewish personnel do not practice communion, they do use wine and a Kiddush cup in their services.  
Seek their instructions for the proper handling, cleaning, and storage of these items.  Again, there are 
differences among rabbis and layleaders and the RP must know what the rabbi or layleader desires. 
Communion ware and elements will normally be stored in the sacristy.  Store the individual cup set 
with trays stacked and the cover on to keep the cups dust-free.  Keep other communion ware in a 
cabinet and covered with a cloth to protect them from dust. 

4.15.6 C are and C leaning of the Individual C up S et 
There are several different kinds of cups which may be used with the individual cup set such as 
disposable paper or plastic cups, and glass cups, and plastic cups.  Many chapels now use 
inexpensive disposable paper or plastic cups which makes cleaning up an easy task.  Glass cups are 
more expensive and must be accounted for after every use.  Take the trays to the sink and wash 
them as soon as possible so that the juice does not have time to dry in the cups.  Prepare warm 
soapy water for cups and trays.  Remove cups from trays and wash and rinse both.  Special care 
must be used with glass cups so that they will not chip or break.  A plastic dishpan in the sink or a 
rubber mat in the bottom of the sink will usually keep the glasses from breaking on the hard sink.  Do 
not place too many glass cups in the sink at once.  Dry the cups with a clean towel or simply permit 
the cups to drain dry.  (Towel drying will prevent water spots.)  A device is available which fastens on 
top of the tray and holds all the glasses in the tray while washing and rinsing the whole tray at once.  
Never attempt to wash any kind of individual communion cup in a dishwasher as this may result in 
broken or melted cups in the bottom of the dishwasher. 

4.15.7 S pec ial Handling R equirements  for C ommunion E lements  
Orthodox, Roman Catholic, and some liturgical Protestant faith groups believe that the communion 
elements (bread and wine) become the actual body and blood of Christ when consecrated during 
Eucharistic services and, therefore, consider these elements to be very sacred items.  Be aware of 
this fact and know the chaplain’s requirements for handling any consecrated elements that are kept 
following Eucharistic services. 
The Religious Program Specialist will not normally be concerned with the disposal of consecrated 
elements following an Orthodox Liturgy or Roman Catholic Mass.  The Orthodox or Roman Catholic 
priest will usually arrange to dispose of any consecrated elements remaining from the Divine Liturgy 
or Mass.  A Protestant chaplain, however, may ask the RP to dispose of or store excess consecrated 
communion elements.  Strictly adhere to the chaplain’s instructions for disposal or storage of 
communion elements when this situation arises.  In some cases, wine or grape juice maybe poured 
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on the ground, into the sea, or into a special sink (sacrarium) in the ecclesiastical gear locker 
(sacristy).  In some cases, excess Protestant consecrated communion wafers may be placed in the 
ecclesiastical gear locker (sacristy) in a safe place designated by the chaplain. 

4.15.8 C are and Maintenanc e of Wooden C hapel E quipment 
To polish items of wood such as retables, altar railings, altars, pulpits, pews, etc., use only a good 
quality furniture polish and a clean cloth.  Clean wood surfaces on which wine or grape juice has 
been spilled as soon as possible.  If the spill is dry, first clean with a damp cloth and a commercial 
wood surface cleaner, and then polish. 

4.15.9 C are and Maintenanc e of S tained G las s  Windows  
Decorative windows are very expensive and often difficult to replace.  Wash these windows carefully 
when cleaning them.  Real stained glass windows are put together with lead strips between sections.  
If too much pressure is applied, they can be pushed out.  A commercial window cleaning solution or 
ammonia and water may be used.  Since some of the newer stained glass windows are not real 
stained glass, but have color applied to regular glass, abrasives or stiff brushes could remove the 
color. 

4.15.10 C are and Maintenanc e of Metal Altar Appointments  
The care and maintenance of metal altar appointments is as follows: 

• Brass Appointments – If the appointments have a lacquer finish, do not use an abrasive 
cleaner since this will damage the lacquer finish.  Clean the item with warm soapy water to 
remove stains, then polish with a nonabrasive polish.  If the lacquer finish has been removed 
by use of a harsh polishing compound, clean the item with an abrasive cleaner and polish with 
a soft cloth to restore a high shine. 

• Gold, Gold-Plated, Silver, or Silver-Plated Appointments – Use only an approved gold or silver 
polish made specifically for these metals.  Never use harsh polishes or steel wool.  Abrasives 
will remove the metal and scar the finish, which may necessitate the replating of the 
appointment. 

• Chrome and Chrome-Plated Appointments – Use only a soft cloth and rub briskly, then shine 
with a soft dry cloth.  The use of a polishing compound is not recommended. 

After metal altar appointments have been cleaned and polished, they should be rehandled with 
gloves or a piece of cloth to prevent body oil from soiling the finish.  Wrap altar appointments in a soft 
cloth when storing. 

4.16 P HY S IC AL  S E C UR IT Y  OF  C R P  F AC IL IT IE S  
Physical security of CRP facilities is an important aspect of an RPs job.  Two factors serve to make 
this responsibility more difficult: the range of activities conducted at the chapel and the large numbers 
of people involved.  To ensure that all local security requirements are met, develop a security 
checklist to cover routine security checks and the security checks to be conducted after the various 
activities are concluded. 
Special attention must also be given to the security of altar accessories since they may be of special 
religious significance to worshipers and are difficult and costly to replace.  In addition, the 
sacramental wine and wafers/bread used in the various religious services must be properly stored 
and safeguarded, not only to prevent their unauthorized use, but to also ensure that they will not be 
rendered unusable by careless or malicious acts. 
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E ND OF  C HAP T E R  4 

MINIS T R Y S UP P OR T  AND AC C OMMODAT ION 
R eview Ques tions  
4-1. Which of the following clergy members may conduct services for the command in the military 

chapel? 
A. Military chaplains only 
B. Auxiliary and military chaplains only 
C. Military chaplains and civilian clergy only 
D. Military chaplains, auxiliary chaplains, and civilian clergy    

4-2. If clergy of a particular faith group are unavailable, a layleader for that faith group may conduct 
services in the CRP facilities. 
A. True   
B. False 

4-3. The responsibility for implementing Navy policy regulating the use of the command facilities 
rests with which of the following persons? 
A. Command chaplain 
B. Religious Program Specialist 
C. Activity commander   
D. Each of the above 

4-4. The schedule for the use of the chapel should be formulated by which of the following people? 
A. Activity commander 
B. RP only 
C. Command chaplain only 
D. Command chaplain and RP   

4-5. The requests for use of the Command Religious Program (CRP) facilities must be approved by 
which of the following people? 
A. Command chaplain  
B. Command chaplain and the commanding officer 
C. Command chaplain and the RP 
D. Command chaplain, commanding officer, and the RP 

4-6. Of the following information, which one should be NOT be entered on both the CRP facilities 
worksheet and the master schedule? 
A. A description of the function 
B. The name and telephone number of the requester 
C. The number of people expected to attend    
D. The exact location of the function 
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4-7. The Religious Program Specialist’s responsibility in regard to scheduling CRP activities 
includes which of the following actions? 
A. Gathering pertinent information 
B. Briefing the requester 
C. Ensuring that facilities are ready for use 
D. Each of the above   

4-8. Which of the following information need NOT be included in the handout or brochure prepared 
for people who request the use of CRP facilities? 
A. Safety measures 
B. Policies and procedures 
C. Security measures 
D. List of scheduled events   

4-9. The area occupied by the chaplain as he conducts services is called the  
A. Narthex 
B. Altar 
C. Chancel   
D. Nave 

4-10. The area in the chapel where worshipers are seated is called the 
A. Nave    
B. Chancel 
C. Narthex 
D. Lectern 

4-11. The entryway to the chapel is called the 
A. Altar 
B. Vestibule 
C. Nave 
D. Narthex   

4-12.   The reading desk from which the scriptures are read is called the  
A.   Lectern  
B. Chancel 
C. Nave 
D. Altar 

4-13. The area in which ecclesiastical appointments are stored is known as the  
A. Altar 
B. Sacristy   
C. Baptistry 
D. Ark 
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4-14. The cabinet in which the Jewish Torah is kept is known at the  
A. Bimah 
B. Yad 
C. Ark   
D. Sacristy 

4-15. The area set aside for conducting baptisms is called the  
A. Baptistry   
B. Sacristy 
C. Altar 
D. Narthex 

4-16. The focal point for worship ritual is called the  
A. Sacristy 
B. Chance 
C. Nave 
D. Altar   

4-17. The location selected for religious services aboard ship may vary due to which of the following 
circumstances? 
A. The weather 
B. The noise 
C. The tactical situation 
D. Each of the above  

4-18. On an aircraft carrier, the RP may need assistance in preparing the shipboard space for 
services.  This help should be supplied by which of the following personnel? 
A. The senior petty officer of the ship 
B. Petty officer in charge of the working party  
C. Supply officer 
D. Other RPs 

4-19. In a combat situation, what should be the primary concern in selecting a location for a field 
altar for religious services? 
A. Physical safety of the chaplain and congregants   
B. Availability of seating capacity 
C. The ground cover 
D. The distance from supplies 

4-20. When the chapel is not in use ashore, or being prepared for a service, how should it be 
arranged? 
A. Orthodox arrangement 
B. Protestant arrangement 
C. Roman Catholic arrangement 
D. Nonsectarian arrangement   
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4-21. If the chancel area of the chapel is on a raised platform or higher than the congregation, where 
should (a) the American flag, and (b) the church flag be displayed? 
A. (a) On chaplain’s right; (b) below the American flag 
B. (a) On chaplain’s left; (b) below the American flag 
C. (a) On chaplain’s right; (b) on chaplain’s left    
D. (a) On chaplain’s left; (b) on chaplain’s right 

4-22. If the chancel area is on the same level as the congregation, where should(a) the American 
flag and (b) the church flag be displayed? 
A. (a) On chaplain’s left; (b) on chaplain’s right   
B. (a) On chaplain’s right; on chaplain’s left 
C. (a) On chaplain’s left; below the American flag 
D. (a) On chaplain’s right; below the American flag 

4-23.   When the chapel is not in use, which flag, if any, should be displayed in the chapel? 
A. American flag only   
B. Church flag only 
C. American and church flag 
D. Neither flag 

4-24.   The Torah is a handwritten Hebrew scroll which contains the first five books of the Bible. 
A. True  
B. False   

4-25. The eternal light (Ner Tamid) should be kept burning continuously if possible. 
A. True   
B. False   

4-26.   Which of the following statements is NOT true in regard to Orthodox “Icons”? 
A. Icons are religious paintings of the various biblical prophets 
B. Icons are used in Orthodox worship services 
C. Icons are venerated by people as they enter the chapel 
D. When Orthodox members kiss the Icon, they feel they are kissing the person depicted 

by the Icon    

4-27.   The piece of material bearing a representation of the figure of Christ laid out for burial is called 
the  
A. Antimension    
B. Artophorion  
C. Prothesis 
D. Prosphora 
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4-28.  In the Orthodox Sanctuary arrangement, the item that stands at the back of the altar table is 
called the 
A. Antimension 
B. Artophorion   
C. Prothesis 
D. Prosphora 

 4-29. What is the glass or metal vessel or bottle - usually in the form of a jug and having a handle 
and a beak - intended to be used to contain the wine or water for a catholic Eucharistic service 
called? 
A. Ciborium 
B. Cruet   
C. Paten 
D. Pyx 

4-30. In the Orthodox religion, the small altar table containing holy vessels and communion ware is 
called  the 
A. Prosphora 
B. Prothesis    
C. Antimension 
D. Artophorion 

4-31. In the Orthodox religion, the special leavened bread stamped with a wooden seal before being 
baked is called the  
A. Antimension 
B. Artophorion  
C. Prothesis 
D. Prosphora   

4-32. The method that should be used to clean a marble baptismal is    
A. Wipe with a cloth dampened with furniture polish 
B. Rub gently with a soft scratch pad 
C. Polish with nonabrasive polish 
D. Use mild ammonia with warm water and a soft cloth   

4-33. Metal baptismal fonts should be cleaned by 
A. Rubbing with a nonabrasive polish  
B. Wiping with a soft cloth dipped in ammonia and warm water 
C. Rubbing gently with a soft scratch pad 
D. Using a cloth dampened with furniture polish. 
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4-34. The best method to clean a wood baptismal font is to 
A. Rub gently with a soft scratch pad 
B. Wipe with a cloth dampened with furniture polish  
C. Polish with nonabrasive polish 
D. Use mild ammonia with warm water and a soft cloth 

4-35.   When aboard ship, where are ecclesiastical equipment and supplies stored? 
A. Vestry 
B. Mountout box 
C. Ecclesiastical gear locker   
D. Storage tent 

4-36. If you elect to have linens laundered by a commercial cleaner, from what fund would the 
cleaner be paid? 
A. O&M funds   
B. Petty cash 
C. Out–of–pocket 
D. ROF 

4-37. It is the responsibility of the RP to check the chaplain’s vestments after each use for which of 
the following?  
A.  Wrinkles only 
B.  Stains only 
C.  Wrinkles and stains only 
D.  Tears, stains, and wrinkles   

4-38. How should the vestments used in the RMF be cleaned? 
A. Hand washed 
B. Machine washed 
C. Commercially laundered 
D. Dry cleaned   

 
4-39. How would you remove hard, dried wax from candlesticks and candle followers? 

A. Reheat the wax with another candle 
B. Run hot water over the item to melt the wax   
C. Remove the wax with steel wool 
D. Remove the wax with a plastic scratch pad 

4-40. The best method of removing wax from an altar railing is to 
A. Rub gently with furniture polish 
B. Use tissue paper or soft paper 
C. Run hot water of the area that is covered with wax 
D. Rub gently with a plastic scratch pad   
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4-41. The best method of cleaning wax from candlesticks is to 
A. Use tissue paper or soft paper   
B. Rub gently with scouring powder 
C. Rub gently with a plastic scratch pad 
D. Run hot water over the affected area 

4-42. Wax should be removed from washable cloth items by 
A. Rubbing gently with furniture polish 
B. Using tissue paper or soft paper   
C. Running hot water of the area that is covered with wax 
D. Rubbing gently with a plastic scratch pad   

4-43. Depending on the chaplain, some communion elements require special handling and storage.  
A.  True    
B.  False    

4-44. The individual cups used in communion ware may be made of which of the following 
materials? 
A.  Glass 
B.  Plastic 
C.  Paper 
D.  Each of the above   

4-45. How would you wash individual glass communion cups? 
A. In dishwasher 
B. Just rinse with cold water 
C. Hand wash with warm soapy water   
D. Hand wash with cold soapy water 

4-46. The proper method of cleaning and polishing wooden pulpits and pews is by 
A. Rubbing with a soft dry cloth 
B. Using furniture polish and a clean cloth   
C. Washing with warm soapy water, and then polishing with a nonabrasive polish 
D. Washing with a solution of ammonia and water  

 4-47. The proper method of cleaning and polishing stained glass windows is by 
A. Rubbing with a soft dry cloth 
B. Using furniture polish and a clean cloth 
C. Washing with warm soapy water, and then polishing with a nonabrasive  polish 
D. Washing with a solution of ammonia and water   
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4-48. The proper method of cleaning and polishing lacquered brass appointments is by 
A. Rubbing with a soft dry cloth 
B. Using furniture polish and a clean cloth 
C. Washing with warm soapy water, and then polishing with a nonabrasive polish  
D. Washing with a solution of ammonia and water 

4-49. Chrome and chrome-plated appointments should be cleaned and polished by 
A. Using furniture polish and a clean soft cloth 
B. Washing with warm soapy water and a clean soft cloth 
C. Rubbing with a soft dry cloth  
D. Rubbing with a damp soft cloth 

4-50. Gold, silver, and silver-plated chapel appointments should be cleaned only with a soft clean 
cloth and warm soapy water. 
A. True 
B. False 
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C HAP T E R  5 

PAS TOR AL  C AR E  S UP P OR T  

5.1 INT R ODUC T ION 
The majority of time invested in your Shipmates and Marines is highly valued by all, to include senior 
leadership.  At times, that investment comes at a great cost and providing the proper care and 
support is critical to the desired end-state.  The Religious Ministry Teams out in the fleet must act as 
force multipliers and help to strengthen the wellness and readiness of our warfighters and their 
families.  

5.2 WHAT  IS  P AS T OR AL  C OUNS E L ING ?  
Pastoral counseling is an approach to therapy in which the insights of theology and spirituality are 
integrated with the principles of modern behavioral science to help Sailors/Marines, their spouses and 
other family members achieve wholeness and health.  Different from other forms of counseling, 
pastoral psychotherapy is guided by the conviction that emotional illnesses are best healed by taking 
into consideration both the wisdom of spiritual teachings and the knowledge of human psychology.  

5.2.1 Why Do S ailors  T urn T o P as toral C ouns elors ?  
Sailors turn to pastoral counselors for a myriad of reasons.  They may suffer from a medical illness, 
such as clinical depression, or they may be experiencing marital difficulties, work-related problems, or 
issues with a family member.  Whatever the cause, these problems can be overwhelming, causing 
anxiety, dysfunction and pain and harming relationships.  Sailors and Marines looking for a mental 
health professional who also is attuned to the faith traditions and spiritual dimensions of life, a 
pastoral counselor may be the answer. 

5.2.2 What T ypes  of S ervic es  Do P as toral C ouns elors  P rovide?  
Pastoral counselors use a variety ways to address emotional problems which stand as barriers to 
moving through life's crises and transitions.  Based on psychosocial assessments, theological 
principles and cultural understandings, the pastoral counselor may recommend one or more of the 
following ways of helping – individual psychotherapy, group therapy, couples counseling, marriage 
and family therapy, spiritual guidance and short-term counseling. 
When the pastoral counselor feels that medical treatment is needed in addition to psychotherapy, the 
assistance of a psychiatric practitioner may be recommended as well.  Whether the pastoral 
counselor provides the complete treatment, or makes a referral to a psychiatric colleague, decisions 
regarding client care are always made in consultation with the client and in their best interest. 
The concept of pastoral counseling is a natural outgrowth of the idea that religious officiants should 
care for their flocks, providing support, counsel, and advice for people in all walks of life.  It 
incorporates both deeply held religious beliefs and the latest advances in psychology so that Sailors 
and Marines who seek access to counseling have the benefit of spirituality and psychotherapy in their 
treatment.  Pastoral counselors can provide assistance to Sailors struggling with a variety of 
psychological issues, including depression, stress, or crises of faith, and they can also offer services 
to Sailors/Marines spouses and their family members. 
Sailors/Marines need not necessarily belong to the church a pastoral counselor is affiliated with.  
Some Sailors and Marines may opt to explore pastoral counseling because they are struggling with 

http://www.wisegeek.com/what-is-a-counsel.htm�
http://www.wisegeek.com/what-is-psychology.htm�
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spiritual issues which they feel cannot be addressed by a regular counselor, whether or not they 
belong to a particular church or faith.  Sailors and Marines may prefer to seek a counselor who 
shares their religious faith.  Pastoral counselors will not generally turn Sailors and Marines away on 
the basis of faith or church attendance. 

5.3 T HE  R OL E  OF  R E L IG IOUS  MINIS T R Y  P E R S ONNE L  
The religious ministry team (RMT), composed of at least one chaplain and one religious program 
specialist or chaplain’s assistant, may be an integrated, organic part of the Navy or Marine Corps unit 
or assigned by higher headquarters to deliver religious ministry to a command.  Chaplains are 
uniquely qualified to deliver specific care, such as counseling.  They help Service members with 
personal and relationship issues that may be outside a religious context.  Such counseling is most 
effective when religious ministry personnel share life and experiences with the unit.  Chaplains build 
strong relationships that are distinguished by their immediate presence, confidentiality, professional 
wisdom, and genuine respect for human beings.  While their work in care and referral increases with 
the severity of their Service member’s stress injuries, chaplains work with medical personnel to help 
leaders build resilience in units through community support programs, training, ministering to Service 
members in their workspaces, and advising commanders.   
The RMTs are also the frontline professional response – care, assessment, and referral experts when 
Service members are reacting to stressful environments.  The RMT’s primary mission is to provide 
ministry and pastoral care to the troops and offer faith, assurance, and hope.  The RMT provides field 
services and pastoral counsel and facilitates religious practices; building resilience before the mission 
and helping Service members integrate their experiences with their lives after deployment. 

5.3.1 S piritual G uidance 
Personal resources that aid resilience are often based on faith, religious beliefs, and spiritual values.  
In combat, Service members may either show increased interest in their religious beliefs or lose faith 
during its chaos.  In the latter case, Service members can experience the inner conflict, fear, despair, 
and hopelessness that may eventually lead to a stress injury or illness.  Chaplains are a source of 
direction and stability for Service members who experience these dilemmas and seek to refocus their 
personal beliefs and spiritual values. 

5.3.2 P as toral C ouns eling and R eferrals  
Unique to the command, chaplains are required to maintain confidentiality when a Service member 
seeks out his counsel and care.  Chaplains are not in the unit chain of command and afford a 
nonthreatening place for returning Marines or Sailors to discuss important life and spiritual issues. 
Chaplains work with unit and attached physicians, psychiatrists, and psychologists.  While not 
expected to deliver counseling with the same expertise as mental health providers, a chaplain’s 
pastoral care and counseling may make invaluable contributions to the command in caring for those 
in need.  Chaplains are also the first line referral source to higher levels of care when issues are 
beyond their training, so they have the unique role of being a buffer for those unsure if they need 
higher levels of care. 
The RMTs maintain constant interaction with family crisis support services at home.  If operational 
events during deployment create crises of anxiety or grief in family members, family crisis support 
services can be immediately requested through the facility chaplain and Marine Corps Community 
Services (MCCS) or the Marine Corps Community Services Coordination between the involved RMT 
and the local MCCS or Navy Fleet and Family Support Center office is crucial to successfully resolve 
deployment-related problems. 

http://www.usmc-mccs.org/�
http://www.usmc-mccs.org/�
http://www.cnic.navy.mil/CNIC_HQ_Site/WhatWeDo/FleetAndFamilyReadiness/FamilyReadiness/FleetAndFamilySupportProgram/index.htm�
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5.3.3 Minis try of P res enc e 
The RMT’s presence in training events and unit life make it a trusted resource when Service 
members need help.  The RMT should be present with Service members during training and, 
especially, deployment.  The chaplain and religious program specialist can be a calming influence on 
Service members and can help them strengthen or regain values important to them. 
Chaplains can help mitigate combat stress and misconduct by: 

• Being present with the Service members and deploying with the unit 

• Visiting Service members in work and living areas 
RPs should screen each individual that comes to the chaplain’s office for appointment prior to setting 
him/her to see the pastoral counselor or the chaplain.  It is very important for the RPs to determine 
what kind of assistance the individual requires prior to sending the counselee to the chaplain’s office 
for appointment.  This would avoid the chaplain to go back and forth asking you questions.   
It is important that the chaplain’s office have a log for each visitor that visits the chaplain’s office.  
When someone comes in for an appointment the RPs job is to make sure the following information 
are obtained: Sailor’s/Marine’s name, command, contact phone number, and nature of the problems.   

5.4 S P IR IT UAL  T R IAG E  S UP P OR T  IN C R IS IS  S IT UAT IONS  T O 
WOUNDE D, IL L  AND INJ UR E D   

5.4.1 

Triage in a non-combat situation is conducted much the same as in civilian medicine.  A battlefield 
situation, however, requires medics or military personnel trained in battlefield medicine and corpsmen 
to rank casualties for precedence in medical evacuations (MEDEVAC) or casualty evacuations 
(CASEVAC).  The triage categories (with corresponding color codes), in precedence, are: 

Medical Tags  

• Immediate – The casualty requires immediate medical attention and will not survive if not seen 
soon.  Any compromise to the casualty's respiration, hemorrhage control, or shock control 
could be fatal  

• Delayed – The casualty requires medical attention within 6 hours.  Injuries are potentially life-
threatening, but can wait until the Immediate casualties are stabilized and evacuated  

• Minimal – "Walking wounded," the casualty requires medical attention when all higher priority 
patients have been evacuated, and may not require stabilization or monitoring  

• Expectant – The casualty is expected not to reach higher medical support alive without 
compromising the treatment of higher priority patients.  Care should not be abandoned, spare 
any remaining time and resources after Immediate and Delayed patients have been treated  

Afterwards, casualties are given an evacuation priority based on need: 

• Urgent: evacuation is required within two hours to save life or limb  

• Priority: evacuation is necessary within four hours or the casualty will deteriorate to "Urgent"  

• Routine: evacuate within 24 hours to complete treatment  
In a "naval combat situation", the triage officer must weigh the tactical situation with supplies on hand 
and the realistic capacity of the medical personnel.  This process can be ever-changing, dependent 
upon the situation and must attempt to do the maximum good for the maximum number of casualties.  
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5.4.2 F ield As s es s ments  
Field assessments are made by two methods: primary survey (used to detect & treat life-threatening 
injuries) and secondary survey (used to treat non-life threatening injuries) with the following 
categories: 

• Class I – Patients who require minor treatment and can return to duty in a short period of time 

• Class II – Patients whose injuries require immediate life sustaining measures  

• Class III – Patients for whom definitive treatment can be delayed without loss of life or limb  

• Class IV – Patients requiring extensive care beyond medical personnel capability and time 

5.4.3 R MT  R es pons ibilities  During C ris is  S ituations  

The established relationship between RMTs and the commands they support promotes trust with the 
troops.  As integral members of their commands, RMTs are trained and ready to respond to the 
needs of Service members experiencing combat or other operational stress.  A person-oriented 
resource, the team ministers across the continuum of stress zones, but mostly in the Yellow and 
Orange Zones where Marines and Sailors have the potential to be returned to full duty quickly after 
rest.  Chaplains provide unique support in each of the five combat and operational Stress control 
(COSC) and operational stress control (OSC) leadership functions: 

• Strengthen – Chaplains provide and facilitate religious services, rituals, and pastoral care to 
strengthen individuals in their everyday life.  Participation in religion has been shown to 
increase resiliency of individuals who have been involved in stressful events.  Chaplains 
convey the strength and hope that religious convictions and faith may provide to Service 
members, especially in a combat or operational setting, regardless of faith group or 
denomination.  This enthusiastic, inclusive ministry greatly enhances the morale of the unit. 

• Mitigate – When a unit is involved in a combat engagement, after action reports (AAR) may 
help Service members to make sense of the event and calm excess stress.  While the RMT 
helps Service members to rebuild their emotional, psychological, and spiritual strength, the 
team members are also helped by being available to counsel affected Marines and Sailors.  
Their ongoing direct religious ministry includes providing/ coordinating the availability of 
worship services, sacraments, rites, and services/ceremonies honoring the dead—all designed 
to help individuals return to normal functioning. 

• Identify – The RMTs help commanders identify Service members experiencing combat and 
operational stress.  Chaplains work closely with the medical officer and are trained to 
recognize the signs, symptoms, and zones of combat stress and to provide religious support to 
Service members in need of pastoral care.  As a result, they are also able to identify and to 
refer individuals who require a higher level of care.  The RMTs also continuously assess 
spiritual needs to provide or to facilitate the appropriate religious ministry. 

• Treat – Chaplains recognize stress problems across the stress continuum model, but mainly 
work with Yellow Zone Marines and Sailors.  Very few chaplains have the training and 
expertise to provide treatment of Marines past the Yellow Zone.  Their role in the injured and ill 
zones is to make referrals and then to visit Marines and Sailors who have been referred for 
treatment or are resting or recuperating. 

• Reintegrate – The RMT is still with the unit when a Marine or Sailor returns to it and can assist 
with his reintegration.  Chaplains can be a great source of strength and encouragement for 
returning Marines and Sailors. 
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5.5 OP E R AT IONAL  S T R E S S  C ONT R OL  

5.5.1 Introduc tion to C ombat and Operational S tres s  C ontrol (C OS C ) and 
Operational S tres s  C ontrol (OS C ) 

Leaders at all levels are responsible for preserving the psychological health of their Marines, Sailors, 
and family members, just as they are responsible for preserving their physical health.  This 
responsibility applies to every link in every chain of command from fire team leaders and work center 
supervisors to combatant commanders and commanding officers.  Medical, religious ministry, and 
other support personnel can help with this task, but only line leaders can balance combat and 
operational requirements that expose warriors to risks with the imperative to preserve health and 
readiness. 
NTTP 1-15m/ MCRP 6-11c Combat and Operational Stress Control   
To promote psychological health in their Marines and Sailors, leaders must actively foster resilience, 
prevent stress problems as much as possible, recognize when stress problems have occurred, and 
eliminate the stigma associated with getting needed help.  Decisions about whether to deploy 
Marines or Sailors experiencing stress problems or retain them in a deployed status can only be 
made by operational commanders; however, line leaders can mentor Service members experiencing 
stress problems toward successful recovery and reintegration. 
Among its many components are a healthy lifestyle, strength of body and mind, moral and spiritual 
fitness, positive relationships within oneself and others, and confidence based on real competence.  
Those leadership responsibilities and tasks that directly contribute to psychological health comprise 
the mission of combat and operational stress control in the Marine Corps and operational stress 
control in the Navy.  Table 1-1 defines key terms of COSC and OSC. 

Table 5-1 — Key terms of combat and operational stress and operational stress control 

Term Definition 

Combat and 
operational stress 
control 

Leader actions and responsibilities to promote resilience and psychological 
health in military units and individuals, including families, exposed to the stress 
of combat or other military operations. 

Combat stress Changes in physical or mental functioning or behavior resulting from the 
experience of lethal force or its aftermath.  These changes can be positive and 
adaptive or they can be negative, including distress or loss of normal functioning. 

Mental health The absence of significant distress or impairment due to mental illness.  Mental 
health is a prerequisite for psychological health. 

Operational (or 
occupational) stress 
control 

Leader actions and responsibilities to promote resilience and psychological 
health in military units and individuals, including family members, exposed to the 
stress of routine or wartime military operations in noncombat environments. 

Operational stress Changes in physical or mental functioning or behavior resulting from the 
experience or consequences of military operations other than combat, during 
peacetime or war, and on land, at sea, or in the air. 

Psychological health Wellness in mind, body, and spirit. 

Resilience The process of preparing for, recovering from, and adjusting to life in the face of 
stress, adversity, trauma, or tragedy. 

Stress illness A diagnosable mental disorder resulting from an unhealed stress injury that 
worsens over time to cause significant disability in one or more spheres of life. 

http://www-nmcphc.med.navy.mil/lguide/pdf/COSC_MRCP_NTTP_Doctrine.pdf�
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Term Definition 

Stress injury More severe and persistent distress or loss of functioning caused by disruptions 
to the integrity of the brain, mind, or spirit after exposure to overwhelming 
stressors.  Stress injuries are invisible, but literal, wounds caused by stress, but, 
like more visible physical wounds, they usually heal, especially if given proper 
care. 

Stressor Any mental or physical challenge or set of challenges. 

Stress reaction The common, temporary, and often necessary experience of mild distress or 
changes in functioning due to stress from any cause. 

As an element of force health protection, COSC and OSC have three main goals – prevention, 
identification, and treatment of stress problems arising from military training and operations.  More 
broadly and simply, the goal of COSC and OSC is resilience, the ability to withstand adversity without 
becoming significantly affected, as well as the ability to recover quickly and fully from whatever 
stress-induced distress or impairment has occurred. 
The two overarching objectives of COSC and OSC are to create and preserve a ready force and to 
promote the long-term health and well-being of individual Marines and Sailors and their family 
members.  These two objectives are interrelated and are recognized as of paramount strategic 
importance, since the mission of the Navy and Marine Corps is to win wars and to return good 
citizens to civilian life after those wars are fought.  Taking care of Marines, Sailors, and their families 
and leaving no one behind are also mandated by the Services’ core organizational values. 

5.5.1.1 T he Navy-Marine C orps  C ombat and Operational S tres s  C ontinuum Model 

Military commanders and their health and religious ministry advisors have historically taken a 
somewhat different approach to psychological health protection in operational settings than they have 
to physical health protection.  Whereas timely screening and treatment for injuries and illnesses have 
always been cornerstones of physical health protection, these same activities have historically been 
shunned for stress-related problems occurring in operational settings for fear of drawing attention to 
them and fostering epidemics of stress casualties.  
This approach to psychological health protection arose during World War I, when a major conceptual 
shift regarding combat stress occurred.  Prior to 1916, stress casualties, such as “shell shock,” were 
believed to be true medical injuries caused by physical disruption in the brain as a result of nearby 
artillery blasts.  They were treated like any other physical injury, without the burdens of social stigma 
or personal blame, and many were evacuated from theater on both sides of the war. 
After 1916, the medical model of combat stress was replaced by the idea of shell shock.  Shell shock 
was considered a temporary and reversible response to stress that would always resolve with no 
more than a little rest and encouragement.  It was then believed to be caused not by literal damage to 
the brain, but by a weakness of character brought out by the dangers and hardships of war.  
Principles of forward management of stress casualties, based on this new character weakness 
model, dictated that Service members suffering from stress reactions not be allowed to see 
themselves as sick, ill, or injured and that they be kept separate from “true” combat casualties.  Brief 
rest and the unwavering expectation that everyone disabled by stress would soon recover and return 
to the fight – also known as the principle of expectancy – were considered the only tools leaders 
needed to manage stress casualties. 
Medical evaluation and treatment were considered last resorts to be employed only when rest and 
encouragement failed to get a Service member back into the fight.  This historical approach to stress 
casualties is summarized in Psychiatric Lessons of War: “You are neither sick nor a coward.  You are 
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just tired and will recover when rested.”  However, according to War of Nerves: Soldiers and 
Psychiatrists, some of those who failed to recover when rested were executed for cowardice. 
The model of combat stress adopted after 1916 succeeded in reducing the rates of medical 
evacuations from theater for psychological reasons, which is one of the principal reasons this model 
remained the basis for combat stress control efforts for the rest of the 20th century.  Now, seen 
through the lens of 21st century science, this model had serious shortcomings. 
First, it considered only occupational functioning in its definition of psychological health, without 
sufficient regard for the extent to which less apparent distress or alterations in function may 
significantly impact current readiness or future health and well being.   
During the Vietnam War, for example, stress casualties requiring medical treatment or evacuation 
were very rare, so combat stress was not then perceived to be a significant force health protection 
problem.  Yet, combat stress must surely have contributed to the in-theater substance abuse, 
misconduct, and psychological disability after returning to civilian life that have come to characterize 
that war and its veterans.  A significant number of Service members deployed to Operation Iraqi 
Freedom or Operation Enduring Freedom and exposed to combat or other operational stressors 
experience persistent, life-altering stress problems during and after deployment, even though most 
were not recognized as stress casualties in theater.  Some post deployment stress problems may be 
delayed in onset, surfacing many months after returning from a war zone. 
The second problem with the 20th century view of combat stress is that it placed too much 
responsibility for recognizing and reporting stress problems on individual Marines and Sailors, who 
may be either unaware of or unwilling to admit to their own psychological problems.  The belief that 
stress problems arising during deployment are not “real” illnesses or injuries and merely “in the 
minds” of those afflicted has given rise to two comforting, though dangerous, assumptions – that any 
Service member who is not complaining doesn’t need attention and deployed Marines or Sailors who 
say they are “good to go” after developing stress problems can be safely considered psychologically 
well and fit without further medical monitoring or care. 
The third shortcoming of the 20th century model of combat stress is the degree to which it has 
intentionally increased the social stigma attached to psychological problems of all kinds.  The 
prevailing view, born in part from this character weakness model, has been that only morally weak or 
unmotivated individuals develop significant problems because of stress.  Under this character 
weakness model, Marines or Sailors who fail to return to full functioning after experiencing combat or 
operational stress should be considered for an administrative separation for a personality disorder 
rather than a medical evaluation board.  Modern science strongly refutes this view. 
While it is true that pre-existing risk factors that contribute to vulnerability for stress-related problems 
have been identified, everyone is at risk and no one is immune.  Studies of the causes of combat-
related posttraumatic stress disorder (PTSD), for example, have shown again and again that the 
degree and frequency of exposure to combat and other intense stressors are a much more powerful 
determinant of outcome than maturity level, early life experience, or personality style. 
Risk factors also exist for physical injuries and illnesses; however, no one would blame individual 
Marines or Sailors for being injured in a firefight simply because they were not as physically quick or 
agile as others who escaped injury.  Individuals are no more to blame for, or free from, the 
responsibility to acknowledge and cope with their own stress problems than their own physical 
injuries and illnesses.  
The social stigma surrounding stress problems may have contributed to lower numbers of stressed 
Service members seeking treatment that might result in medical evacuation, but this stigmatizing 
conception of combat stress and psychological health has also discouraged Marines and Sailors from 
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ever seeking professional help for stress problems of any kind.  Without early treatment, problems are 
more likely to become chronic and entrenched. 

5.5.1.2 C ombat and Operational S tres s  Injuries :  A B ridging C onc ept 

To address the shortcomings of the 1916 character weakness model, a new concept of combat and 
operational stress was developed in the Marine Corps and Navy as being, in some cases, literal 
wounds to the mind, body, and spirit.  These psychological wounds, hereafter called stress injuries, 
are stages of distress or impairment that are intermediate in severity and persistence.  These stages 
range between stress reactions, which are normal, common, and expected responses to adversity, 
and stress illnesses, which are less common, but need more medical, spiritual, or mental health 
treatment to prevent long-term disability. 
Just like physical injuries, stress injuries are important indicators of risk – both for being unable to 
perform normally in some situations and for developing a mental disorder, such as posttraumatic 
stress disorder (PTSD), if these injuries don’t heal completely.  There are other parallels between 
stress injuries and physical injuries – both normally heal over time, both heal faster and more 
completely with appropriate acknowledgement and care, and neither are the sole fault of the 
individual.  Although physical and stress injuries normally heal, both can leave their mark, signifying 
lasting change in the area of the injury.  Sometimes the scars caused by physical or stress injuries 
become places of enhanced strength, but sometimes the opposite occurs. 
The major differences between physical injuries and stress injuries of great importance to Navy and 
Marine Corps leaders are that stress injuries are not physically visible, are harder to recognize, and 
burden their bearer with greater social stigma.  They are, therefore, less likely to be voluntarily 
reported by injured individuals.  The strengths of the stress injury idea as a bridging concept between 
normal reactions and pathological illnesses are that it: 

• Is consistent with 21st century scientific evidence regarding the effects on the brain, body, and 
mind that is suffering severe or prolonged stress 

• Reduces the burden of stigma associated with persistent stress problems of all kinds 

• Gives leaders a marker of psychological health risk and possible need for early intervention to 
restore health and wellness 

5.5.2 A New Approac h to C OS C  and OS C  
In 2007, the commanding generals of the three Marine expeditionary forces (MEF) convened a 
working group of Marine leaders, chaplains, and medical and mental health professionals to develop 
a new COS model, hereafter called the stress continuum model, for the Marine Corps.  Speaking with 
one voice, the three MEF commanding generals called for a new stress continuum model that would 
be: 

• Unit leader oriented 

• Multidisciplinary 

• Integrated throughout the organization 

• Without stigma 

• Consistent with the warrior ethos 

• Focused on wellness, prevention, and resilience 
The product of this tri-MEF working group was the stress continuum model (outlined in Figure 5-1.  
This model has since become the foundation for all COSC and OSC doctrine, training, surveillance, 
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and interventions in both the Marine Corps and Navy.  The stress continuum model is a paradigm that 
recognizes the entire spectrum of stress responses and outcomes and includes, from left to right, 
adaptive coping and wellness (color coded Green as the “Ready” Zone), mild and reversible distress 
or loss of function (the Yellow “Reacting” Zone), more severe and persistent distress or loss of 
function (the Orange “Injured” Zone), and mental disorders arising from stress and unhealed stress 
injuries (the Red “Ill” Zone).  

 

Figure 5-1 — Combat and Operational Stress Continuum Model. 

The fundamental idea behind the stress continuum model is that stress tends to push individuals 
toward the Yellow, Orange, or Red Zones.  The goal of all COSC and OSC is to keep Service 
members, units, and families in the Green “Ready” Zone as much as possible and to return them to 
that zone as quickly as possible after leaving it.  All COSC and OSC actions and tasks discussed in 
this publication focus on shifting individuals to the left on the stress continuum model. 
Monitoring and managing the stress continuum model is primarily the responsibility of unit leaders, 
but individual Marines, Sailors, and their family members also bear responsibility for continuously 
monitoring and managing the stress continuum model for themselves, their buddies or shipmates, 
and their spouses and children.  Unit and base religious ministry personnel are crucial to keeping 
warfighters and family members in the Green Zone and recognizing Yellow Zone reactions and 
Orange Zone injuries.  The further to the right in the stress continuum model individuals are pushed 
by combat or operational stress – the deeper into the Orange or Red Zones they get – the more 
medical and mental health professionals become important for returning those individuals to Green 
Zone wellness.  For Marines or Sailors suffering from diagnosable Red Zone mental disorders, such 
as PTSD, depression, or anxiety, unit leaders remain crucial for recovery and reintegration. 

5.5.2.1 G reen “ R eady”  Zone 

Service members functioning in the Green “Ready” Zone exemplify adaptive coping, optimal 
functioning, and personal well-being.  The Green Zone is not the absence of stress since the lives of 
Marines, Sailors, and their family members are seldom without stress.  Rather, it is an effective 
mastery of stress without significant distress or impairment in social or occupational functioning.  One 
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important goal of all selection and screening, training, and leadership in the military is to ensure 
Green Zone readiness or to restore individuals and units to the Green Zone once they have 
experienced distress or loss of function because of combat or operational stress.  The following are 
some of the attributes and behaviors characteristic of the Green “Ready” Zone: 

• Remaining calm and steady 

• Being confident in oneself and others 

• Getting the job done 

• Remaining in control physically, mentally, and emotionally 

• Behaving ethically and morally 

• Sleeping enough 

• Eating well and the right amount 

• Working out and staying fit 

• Retaining a sense of humor 

• Playing well and often 

• Remaining active socially and spiritually 

• Being at peace with oneself 

5.5.2.2 Y ellow “ R eac ting”  Zone 

Service members in the Yellow “Reacting” Zone feel mild and temporary distress or loss of function 
due to stress.  Yellow Zone reactions are always temporary and reversible, although it is hard to know 
whether they will be temporary and leave no lasting changes while they are occurring.  Yellow Zone 
reactions are common and can be recognized by their duration and relative mildness.  Although no 
research has yet been done on the prevalence of mild and transient distress or loss of function in 
operational settings, it is likely that such Yellow Zone stress reactions are common for everyone, 
especially in response to new challenges.  From the point of view of stress, all training is designed to 
enhance skills and abilities through repeated exposure to intentional Yellow Zone situations.  Yellow 
Zone stress reactions are common not only during deployments, but also during predeployment 
training and preparation and post-deployment homecoming and resetting.  The following experiences 
and behaviors characterize the Yellow “Reacting” Zone: 

• Feeling anxious or fearful 

• Feeling sad or angry 

• Worrying 

• Cutting corners on the job 

• Being short tempered or mean 

• Being irritable or grouchy 

• Having trouble falling asleep 

• Eating too much or too little 

• Losing some interest, energy, or enthusiasm 

• Not enjoying usual activities 
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• Keeping to oneself 

• Being overly loud or hyperactive 

• Being negative or pessimistic 

• Having diminished capacity for mental focus 
Two defining characteristics of Yellow Zone distress or changes in function are that they are usually 
mild and always resolve completely as soon as either the challenge that provoked them ends or the 
individual adapts to the challenge and becomes more accustomed to it.  Because Yellow Zone 
reactions are mild and self-limiting, they don’t require professional treatment.  Nevertheless, Yellow 
Zone reactions are important to unit leaders because Marines, Sailors, and family members who are 
affected by stress in any way are not functioning at their best and are at risk for becoming injured by 
stress – lapsing into the Orange Zone – if their stress is not mitigated. 

5.5.2.3 Orange “ Injured”  Zone 

The Orange “Injured” Zone can be defined as encompassing more severe and persistent forms of 
distress or loss of function that signal the presence of some kind of damage to the mind, brain, or 
spirit.  Whereas Yellow Zone reactions are like a tree branch bending with the wind – always capable 
of springing back into place once the wind calms – to some extent, Orange Zone injuries are like a 
branch breaking because it was bent beyond its limits.  Like physical injuries, stress injuries occur 
across a broad spectrum of severity – from mild stress “bruises” that are barely noticeable, to more 
severe stress “fractures” that may be briefly incapacitating and may not heal without professional 
treatment. 
Although stress injuries cannot be completely undone – one can never become “uninjured” – their 
usual course is to heal over time like physical injuries.  Stress injuries may be recognized in their 
early stages by the severity of the symptoms they provoke and the intensity of the stressors that 
cause them.  The more lasting nature of stress injuries in the Orange Zone may become apparent 
over time.  Since stress injuries are not mental disorders, clinical mental health expertise is not 
required to recognize them.  Nonetheless, operational commanders and small unit leaders may rely 
heavily on their chaplains and organic medical and mental health personnel to help identify and treat 
Orange Zone stress injuries.   
Combat operational stress injuries have four different possible mechanisms or causes: 

• Life-threat – Due to exposure to lethal force or its aftermath in ways that exceed the 
individual’s capacity to cope normally at that moment, life-threatening situations provoke 
feelings of terror, horror, or helplessness 

• Loss – Loss can be felt due to the death of close comrades, leaders, or other cared-for 
individuals or the loss of relationships, aspects of oneself, or one’s possessions by any means 

•  Inner Conflict – Stress arises due to moral damage from carrying out or bearing witness to 
acts or failures to act that violate deeply held belief systems 

•  Wear and Tear – This stress comes from the accumulated effects of smaller stressors over 
time, such as those from nonoperational sources or lack of sleep, rest, and restoration 

Although stress injuries may be caused by one or more of these four mechanisms – since they often 
overlap and occur at the same time – the experiences, behaviors, and symptoms that characterize 
them are similar regardless of mechanism.  Symptoms suggesting stress injury include the following: 

• Losing control of one’s body, emotions, or thinking 

• Having difficulty falling asleep or staying asleep 
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• Waking up from recurrent, vivid nightmares 

• Feeling persistent, intense guilt or shame 

• Feeling unusually remorseless or emotionally cold 

• Experiencing attacks of panic or blind rage 

• Losing the ability to remember or think rationally and clearly 

• Being unable to enjoy usually pleasurable activities 

• Losing confidence in previously held moral values 

• Displaying a significant and persistent change in behavior or appearance 

• Harboring serious suicidal or homicidal thoughts 
This distinction between Yellow “Reacting” Zone and Orange “Injured” Zone is the most important 
judgment that leaders make regarding the stress continuum model for two important reasons:  

• First – Marines, Sailors, or family members who have suffered a stress injury may be 
significantly impaired in their occupational and social functioning, so they may be no longer 
fully able to perform their duties as expected or to participate in cohesive military and family 
units 

• Second – because Orange Zone injuries may not resolve on their own, signs or symptoms of a 
stress injury should always be considered an indication of the need for further evaluation and 
possible treatment.  All stress injuries deserve to be monitored over time to ensure healing and 
resolution.  The earlier a stress injury receives needed professional attention, the more likely it 
is to heal quickly and completely. 

5.5.2.4 R ed “ Ill”  Zone 

The Red “Ill” Zone is the zone of diagnosable mental disorders arising in individuals exposed to 
combat or other operational stressors.  Since Red Zone illnesses are clinical mental disorders, they 
can only be diagnosed by health professionals.  Nevertheless, commanders, unit leaders, peers, and 
family members can and should be aware of the characteristic symptoms of stress illnesses so they 
can identify them and make appropriate referrals as soon as possible.  The most widely recognized 
stress illness is PTSD, but stress illnesses may take many different forms, often occurring in the 
same individual at the same time or at different times.  Some other common Red Zone illnesses 
include the following: 

• Depressive disorders, especially major depression 

• Anxiety disorders, including generalized anxiety and panic disorder 

• Substance abuse or dependence 
Specific indicators of the presence of a stress illness – and the need for prompt mental health 
evaluation – include the following: 

• Stress injury symptoms, such as long-lasting and disabling distress or impairment of normal 
functioning 

• Stress injury symptoms and impairment that do not significantly improve within several weeks 
of returning from operational deployment 

• Stress injury symptoms and impairment that worsen over time rather than improving 

• Stress injury symptoms and impairment that return after improving or seeming to resolve 
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Marines, Sailors, and their leaders may be very reluctant to think that they or someone in their unit 
may be suffering from a Red Zone stress illness.  Many young warriors would rather be told they have 
cancer than PTSD.  Individuals in the Red Zone may deny to themselves that there is a problem at all 
or they may justify their feelings and behaviors to themselves and family members.  They may delay 
seeking medical care with hope that, in time, their problems will go away.  Sometimes they do, but 
often sufferers don’t realize that they need help until marriages have been lost, violations of the 
Uniform Code of Military Justice have been committed or other life or career damage has been done. 
The distinction between Orange Zone stress injury and Red Zone stress illness needs to be made by 
a clinical medical or mental health professional – not a unit leader, family member, or individual 
Marine or Sailor.  The unit leader’s responsibility is to recognize the possibility of Orange or Red Zone 
stress so that timely evaluation and treatment, if necessary, can take place.  The presence of a Red 
Zone stress illness does not automatically render a Marine or Sailor unfit for duty or unfit for 
deployment.  That is a judgment that must be made by the cognizant commander after the situation 
has been fully evaluated, taking into account all available information.  Since the wars in Iraq and 
Afghanistan began in 2001, many Marines and Sailors diagnosed and treated for PTSD in military 
medical facilities have recovered and been returned to full duty.  Most of them have successfully 
finished their tours of duty and many are still serving. 

5.5.3 T raumatic  B rain Injury 
Traumatic brain injury (TBI) has been called the “signature injury” of the current wars in Iraq and 
Afghanistan.  Improvements in vehicle and personal armor, along with advances in battlefield 
healthcare and medical evacuation, have made many injuries survivable that would have been fatal in 
past conflicts.  Service members who survive improvised explosive device (IED) blasts or other 
attacks are now more likely to have injuries to the parts of the body least protected by armor – the 
head, face, and limbs.  The severity of a TBI is normally graded as mild, moderate, or severe based 
on the severity and persistence of alterations of consciousness in the immediate aftermath of the 
injury.  There are several ways in which TBI, COSC, and OSC are related: 

• TBI and stress injuries or stress illnesses, such as PTSD, often occur in the same individuals.  
The presence of one should alert unit leaders and caregivers to the possibility of another 

• Some of the symptoms of TBI, especially mild traumatic brain injury (mTBI), may be very 
similar or even identical to some of the symptoms of a traumatic stress injury or PTSD 

• There is increasing evidence that some of the same brain centers can be damaged by both a 
blast pressure wave and severe traumatic stress, which may explain some of the similarity in 
symptoms between mTBI and PTSD 

• An important tool in the initial treatment of both mTBI and stress injuries is rest 

• Both TBI and severe stress injuries, especially PTSD, involve literal damage to neurons in the 
brain, which tend to heal very slowly.  The healing time for mTBI and PTSD may be similar 

• Deployment health assessments, such as the post-deployment health reassessment, screen 
for stress injuries and TBI 

Also important are the ways in which TBI and stress injuries differ.  Optimal medical treatments for 
TBI and stress injuries or illnesses differ significantly.  While TBI may best be treated with either rest 
or retraining to relearn lost cognitive functions, stress disorders (such as PTSD, depression, and 
anxiety) have other very specific psychological and medication treatments. 
Available measures for preventing TBIs and stress injuries are very different.  The former are caused 
by either a blast or being struck on the head, while the latter are caused by intense or prolonged 
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stress.  Methods to protect Service members from blasts and stress are very different.  Whereas 
Marines, Sailors, and family members can become more resilient and resistant to the effects of stress 
through training, social cohesion, and leadership, there are as yet no known methods of improving 
resistance to the damaging effects of blasts. 
The frequent simultaneous occurrence and similarities between TBI and stress injuries or stress 
illnesses are reasons why unit leaders everywhere should be aware of current best practices for 
recognizing and managing them.  Because of the important distinctions between TBI and stress 
injuries, the principles of COSC, OSC, and psychological health contained in this manual should not 
be construed to also apply to the prevention, recognition, or treatment of TBI. 

5.5.4 C ombat S tres s   
RPs should be aware that Sailors and Marines returning from a combat or other intense or dangerous 
operational deployment, normally knows a few things about stress.  As an RP, you should know that 
stress can be both a positive and a negative experience (e.g., it can keep you alive and/or it can put 
you or others in danger).  
RPs should know that it is common and totally normal to feel “stressed” both during and after a 
deployment.  If you deployed, you probably have been told to expect some stress when you come 
home and go through the process of reuniting with your family and friends who were not with you 
during the deployment.  
Most of these stress reactions, although unpleasant in the short term, do not result in long-term 
problems.  In some cases, however, the stress from an operational deployment can cause more 
serious problems that require additional help to overcome.  
Remember, any Sailors and Marines CAN face serious deployment-related stress problems, but most 
Sailors and Marines do not.  Most Sailors and Marines will only experience the mild to moderate 
forms of deployment-related stress.  If you ever have any questions, ask a medical provider, 
behavioral health professional, or chaplain for more information or assistance. 

5.5.5  Deployment-R elated S tres s   
Our bodies and minds are built to deal with and handle stress.  Sometimes, though, the amount of 
stress we face overwhelms our defenses.  When this happens, we start to act, feel, and think in ways 
that are different from what is normal for us – we just do not feel “right,” or we feel like we cannot do 
the things we are used to doing.  
Whether these problems are mild or serious and whether they last for a short time or a long time 
depends on the nature of the stress and the strength of our defenses at the time the stress occurs.  
Keep in mind, though, that the strength of everyone’s defenses varies over time based on what else 
is going on in their lives and their overall health.  
For the most part, there are four kinds of deployment-related stress problems that you should know 
about: 

• Combat/Operational Stress Reactions (COSRs) 

• Adjustment Disorders 

• Acute Stress Disorder (ASD)   

• Posttraumatic Stress Disorder (PTSD) 
COSRs are the mildest and most common form of deployment-related stress problems, and PTSD is 
the most severe.  Sailors experiencing COSRs are in the Green/Amber Zone, Soldiers with 
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Adjustment Disorders are in the Amber Zone, and Sailors with ASD or PTSD are in the Red Zone.  
Any deployment-related problems can be serious, but most are resolved quickly with just a little bit of 
help. 

5.5.6 C ombat S tres s  Injury 
Persons experiencing combat stress injury usually exhibit the following traits: 

• Intense and sustained change in demeanor, mental status, and behavior 

• Signs that the service member is not him or herself (not in control) 

• Four major sources: traumatic events, operational fatigue, loss / grief, moral conflict 

• Withdrawal, confusion, poor control of emotion and behavior salient signs 

5.5.7 R eturn and R eunion 
The process of returning to home base or camp, as well as family and friends, can present many new 
challenges to deployed Marines or Sailors.  Just as Sailors and Marines must train their bodies and 
minds for their life and work while deployed, they must retrain their bodies and minds for being home 
again.  This retraining process takes time, so there may be occasions immediately upon return in 
which Marines or Sailors remain inappropriately hypervigilant, physiologically aroused (on “edge”), 
aggressive, or numb.  Some Sailors and Marines feel like they go through “culture shock” upon return 
from an operational deployment – a period of time where everything that was once familiar now 
seems very strange – and old patterns of habit may be slow to be recalled. 
The period of return and reunion is also a challenging time for Sailors and Marines as they reconnect 
with family members and try to fit back into the family unit.  Restoring emotional and physical intimacy 
is challenging for any couple separated for any length of time, but to the extent the experiences 
Sailors and Marines have had during deployment may be “unspeakable” in conversations with spouse 
and children, rifts of trust and closeness may be hard to repair.  Another challenge facing Sailors and 
Marines after returning from deployment arises from divided loyalties and divided interests between 
spouse and children on one hand, and shipmates or battle buddies on the other.  In units that have 
suffered casualties or other intense challenges, the maintenance of unit cohesion after deployment 
may be crucial for unit members to heal. 
Experiences that could not be fully processed during the deployment, such as the loss of buddies or 
shipmates, or traumatic or morally damaging events, begin to make their way into conscious 
awareness around the time of redeployment.  Making sense of all that happened can be a big job for 
service members returning from a difficult deployment. 
Direct sources of post-deployment stress for Service members are: 

• Body 
Challenge of retraining the body for life at home 
Challenge of healing from injuries or illnesses 
Challenge of regaining health and fitness 

• Mind 
Challenge of coming to terms with losses and memories 
Challenge of forgiveness and acceptance 
Persistent distressing or disabling stress symptoms 
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• Spirit and relationships 
Challenge of balancing different spheres of life 
Challenge of making sense and restoring meaning 
Challenge of reassessing professional goals 

As the recent deployment recedes into the past, the job of Sailors and Marines in operational units is 
to get back into physical and mental shape, heal from all their physical and mental wounds, come to 
terms with their memories, and rebuild relationships on the home front. 
Healing from physical injuries or illnesses can be a protracted, painful, and demoralizing process.  If 
professional care is needed, challenges for getting that care include being willing to admit to needing 
the help, making time for getting help, finding help, and knowing whether the help that is received is 
the right kind of help.  For Sailors and Marines, there may be social stigma attached to physical 
health problems as well as mental health problems.  Drugs and other treatments for injuries and 
illnesses may have nasty side effects that can affect every sphere of life functioning. 
The process of coming to terms with losses, painful memories, and perceived failures at role 
functioning or to live up to moral values and standards requires forgiveness of self and others, and 
acceptance – some of the most difficult challenges human beings can face.  During the post-
deployment period, Sailors and Marines whose deployment-related distress or changes in function 
impairment do not fade away and disappear must take stock of whether they might need professional 
help to recover from these problems.  Changes in physical, mental, or social functioning that persist 
even after treatment and the passage of time must be embraced and accepted as potential new 
limitations (or capacities) in Sailors and Marines as individuals. 
As service members get back into the routine of being home, balancing the demands of work, family, 
friends, and recreational activities comes to the fore.  And as the post-deployment bio-psycho-social-
spiritual end-state is reached, making sense and funding meaning in all that has been endured can 
be great challenges. 

5.6 P OS T  T R AUMAT IC  S T R E S S  DIS OR DE R  
Posttraumatic stress disorder is one of several Red Zone stress illnesses that can arise in the 
aftermath of combat or other military operational experiences.  It can be one of the most chronically 
disabling stress illnesses, although it usually is much less severe than it is often portrayed to be in 
movies and other media.  Leaders in the military are responsible for knowing the common signs and 
symptoms of PTSD so they can help recognize it in their unit members.  Leaders must also be 
familiar with the range of treatments known to be effective for PTSD to ensure that unit members 
receive the best possible care. 

5.6.1 What is  P os t-T raumatic  S tres s  Dis order?  
Post-Traumatic Stress Disorder (PTSD), “results from exposure to an overwhelmingly stressful event 
or series of events, such as war, rape or abuse” (Schiraldi, 2009, p. 3).  Traumatic event(s) resulting 
in PTSD are so extraordinary that anyone who experiences them would be distressed.  In the 
experience of the trauma, the person usually fears for his or her life or the lives of others.  This 
triggering traumatic event overwhelms the person’s ability to respond or cope adequately.  
The trauma is a wound which can create distress in many “systems”: physiological, neurological (as 
well as neuro-chemical), cognitive, behavioral, emotional, social, psychological and spiritual.  PTSD is 
a clinical, medical diagnosis.  Only a physician or clinical psychiatrist may diagnose a person as 
having PTSD, and only if the person exhibits a specific set of symptoms as specified in the most 
recent Diagnostic and Statistical Manual IV- Text Revision (American Psychiatric Association, 2000).  
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The current definition and explication of PTSD in the DSM-IV-TR does not distinguish those who are 
a victim of or witness to a trauma – such as assault or rape – from those who, like many service 
members with combat-related PTSD, may have been a perpetrator of trauma on another person or 
persons, such as participating in killing in the midst of combat.  

5.6.2 His tory of P T S D Diagnos is  
PTSD is an anxiety disorder first officially described in the DSM-III in 1980.  PTSD is the only 
condition in the present DSM that includes a stressor as part of the diagnosis.  Patients with PTSD 
perceive the world as dangerous, and view themselves to be essentially incompetent (Foa, 2000).  
The inability to live with apparent contradiction is central to the anxiety of many, and most service 
members with PTSD struggle with contradictions about how they feel they should have acted versus 
how they did act, how they feel the military should have gone about things versus what actually 
happened, etc. (Fleischman, J., personal communication, January 21, 2009). 
Trauma upends a person’s emotional, psychological, spiritual and personality processes through 
shattering assumptions about safety, power and control, the self and the world (Harris et al., 2008).  
Trauma impacts all areas of a person’s life, yet when the spiritual is acknowledged and addressed, it 
can often resonate with the service member and help him or her feel better understood (McBride, 
2002).  

5.6.3 What C aus es  P T S D 
No one knows for sure what causes Orange Zone stress injuries to persist and worsen over time in 
those individuals who develop PTSD.  Many factors are known to increase the risk for PTSD among 
those exposed to life-threat, such as risk, stress intensity, duration, and how the individual perceives 
and responds to the stressful event, but such risk factors don’t “cause” PTSD.  They do, however, 
make it more likely that a person exposed to a life-threat will develop the illness. 

5.6.4 What are the S igns  and S ymptoms  of P T S D?  
Some people mistakenly believe that PTSD is a vague and ill defined disorder that can have almost 
any signs and symptoms.  The core features of PTSD are remarkably consistent over time and from 
one individual to another.  These features include four cardinal symptoms and several associated 
sets of symptoms.  The four cardinal symptoms of PTSD are the following: 

•  Re-experiencing the life-threatening event repeatedly, often, and in ways that are distressing 
and interfere with normal functioning, such as: 
– Nightmares – The individual will often wake up abruptly with heart pounding and intense 

emotions of anger or fear 
– Daytime recollections – Remembrances that intrude on conscious awareness and that are 

difficult or impossible to brush aside.  Sometimes these are also associated with intense 
physical and emotional activation, as if the event were reoccurring in the present 

– Environmental triggers – Reminders of the life-threatening event by similar experiences in 
the current environment.  These include sights, sounds, or smells that stir thoughts, 
emotions, or actions that are inappropriate for the current situation 

• Numbing of normal emotional responses to nonthreatening life situations, especially those 
involving intimacy.  Close relationships with family and friends suffer and deteriorate. 

• Avoiding situations or people that may trigger uncontrollable recollections of the life-
threatening experience.  The individual spends more time than in the past alone and isolated. 
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• Excessive physiological activation and emotional intensity that is both uncontrollable and 
inappropriate for current situations, such as: 
– Inability to relax or calm down 
– Difficulty falling or staying asleep 
– Increased and persistent feelings of anger or anxiety 
– Attacks of panic, with pounding heart and rapid breathing 
– Attacks of rage, also with a high degree of physical activation 
– Persistent, intense startle responses to loud noises or other triggers 
– Being constantly “on guard” and scanning for threats even when unnecessary 

The four cardinal symptoms of PTSD are often associated with a number of secondary symptoms, 
such as the following: 

• Alcohol or drug abuse 

• Reckless or thrill-seeking behavior 

• Depression 

• Suicidal or homicidal thoughts or actions 

• Aggressive or violent behavior 

5.6.5 What are the B es t T reatments  for P TS D?  
Effective treatments for PTSD can be divided into two important and useful categories: 

• Treatments that lessen the severity of symptoms or disability but do not actually promote 
healing of the underlying psychological and biological wounds of PTSD 

• Treatments that actually promote healing  
This distinction is an important one, since individuals who receive only treatments that are designed 
to reduce symptom severity, but no treatments capable of actually promoting healing, may be unlikely 
to achieve maximum recovery.  
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END OF CHAPTER 5 

PAS TOR AL  C AR E  S UP P OR T   
R eview Ques tions  
5-1.   What two insights are integrated with behavioral science in pastoral counseling? 

A.   
B. Psychotherapy and spirituality 
C. Theology and spirituality 
D. Psychiatry and psychotherapy 

5-2.  Who is pastoral counseling designed to help?  
A. Sailors, Marines, chaplains, other RPs only 
B. Marines and their families only 
C. Sailors and their families only 
D. Sailors, Marines, their spouses, and their families   

5-3.    Why would a Sailor or Marine seek pastoral counseling? 
A. To seek out a particular religious guidance 
B. For a myriad of reasons 
C. Because of the need for a psychologist 
D. To settle a family dispute 

5-4.   What are the three bases for a pastoral counselor’s recommendation? 
A. Cultural understanding, theological principles, and psychosocial  assessments  
B. Cultural understanding, spiritual wisdom, clinical evaluation 
C. Theological principles, clinical evaluation, and cultural understanding 
D. Psychosocial assessments, spiritual wisdom, cultural understanding  

5-5.  A pastoral counselor always makes decisions in consultation with the client(s) and in their best 
interest. 
A. True   
B. False 

5-6.   Pastoral counseling is a natural outgrowth from what idea? 
A. Military religious officiants may only minister to military personnel 
B. Religious officiants should provide counsel and advice for only military and their families 
C. Religious officiants should care for their flocks, provide support, and advise people in all 

walks of life  
D. Military religious officiants should care for their flocks and advise only military families 
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5-7.    One requirement for pastoral counseling for Sailors and Marines is which of the following? 
A. The counselor and the Sailor/Marine must be of the same religion 
B. The counselor and the Sailor/Marine do not need to belong to the same church  
C. The Sailor/Marine and the counselor must be members of the same church 
D. The Sailor/Marine and the counselor cannot be members of the same church 

5-8.  What is the composition of a religious military team (RMT)? 
A. The nearest available chaplain, a chaplain’s assistant, and one RP 
B. The host command’s chaplain, one RP, and a chaplain’s assistant 
C. Only an RP and a chaplain 
D. One chaplain and one RP or chaplain’s assistant  

 
5-9.   Why is a unit chaplain’s counseling effective?   

A. Because the chaplain can make himself available at more regular hours 
B. Because the unit chaplain shares life and experiences with the unit   
C. Because the chaplain can offer more pastoral counseling than can the base chaplain 
D. Because the unit chaplain has more private counseling facilities 

5-10.   What is the RMT’s primary mission? 
A. To provide ministry and pastoral care to the troops 
B. To offer the troops faith, assurance, and hope 
C. To offer one-on-one counseling under all circumstances 
D. Both A and B.  

5-11.   Service members in combat may show what religious traits? 
A. They may show an increased interest in their religious beliefs or lose faith during the 

chaos   
B. They may lose their religious beliefs during the chaos and never recover them 
C. They may show an increased interest in both their religious beliefs and personal faith 

during the chaos 
D. They may remain untouched by the chaos 

5-12. Why are chaplains able to afford non-threatening places to discuss important life and spiritual 
issues with unit personnel? 
A. Because they will never share the discussions with other professionals 
B. Because they always work alone and in a secure location. 
C. Because they are not in the unit chain of command  
A. Because they always share the information with the commanding officer 
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5-13. What significance is the RMT’s presence in training events and unit life?  
A. The RMT is always located in a secure location 
B. The RMT provides crucial deployment-related problems 
C. The RMT can provide immediate help to a unit member’s family 
D. The RMT is a trusted resource when the Service members need help  

5-14. What information should the RP ensure is obtained when someone comes in for an 
appointment?  
A. Name, command, contact phone number, and nature of the problem  
B. Name, division officer, contact phone number and nature of the problem 
C. Nature of the problem, spouse name and address, contact phone number 
D. Nature of the problem, division officer, command, and contact phone number 

5-15. What is the difference between triage conducted a non-combat situation and that of a 
battlefield situation? 
A. Casualties in non-combat situations can be readily identified 
B. Non-combat situations do not require casualties to be stabilized 
C. Battlefield situations requires medical personnel to categorize casualties  
D. Non-combat situations are not concerned with the number or nature  of casualties 

5-16. Which medical tag is assigned when a casualty is not expected to reach higher medical 
support alive without compromising the treatment of higher priority patients?   
A. Immediate 
B. Delayed 
C. Minimal 
D. Expectant  

5-17. In what timeframe does a patient labeled Delayed require medical attention? 
A. 2 hours 
B. 4 hours 
C. 6 hours  
D. 8 hours 

5-18. In what triage category does a casualty fall that is in such a condition that compromising his 
respiration and shock control could be fatal? 
A. Urgent 
B. Immediate  
C. Minimal 
D. Routine 
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5-19. What is the evacuation priority assigned to a casualty whose condition requires evacuation 
within four hours? 
A. Expectant 
B. Minimal 
C. Urgent 
D. Priority   

5-20. How many field assessment methods are there, and what are they? 
A. Two; primary survey and priority survey 
B. Two; primary survey  and secondary survey  
C. Three; urgent, priority, and routine surveys 
D. Three; Immediate survey and expectant survey 

5-21. What two stress zones do team ministers primarily administer to in combat or operationally 
stressful situations? 
A. Orange and Red 
B. Yellow and Green 
C. Orange and Green 
D. Yellow and Orange  

5-22. What are the five COSC and OSC leadership functions in which chaplains provide support? 
A. Mitigate, Identify, preserve, relationships, and reintegrate 
B. Reintegrate, preservation, mitigation, identification, and treatment 
C. Stress control, post-operational support, mitigation, reintegration, and identification 
D. Strengthen, mitigate, identify, treat, and reintegrate  

5-23. During what crisis situation function does an after action report (AAR) help Service members 
make sense of the event and calm excess stress?   
A. Strengthen 
B. Mitigate  
C. Identify 
D. Treat 

5-24. When discussing COSC and OSC, which leaders can mentor Service members experiencing 
stress problems toward successful recovery and integration?  
A. Commanding officers 
B. Operational commanders 
C. Combat commanders 
D. Line leaders  
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5-25. What COSC and OSC term defines “the process of preparing for, recovering from, and 
adjusting to life in the face of stress, adversity, trauma, or tragedy”? 
A. Combat stress 
B. Operational stress 
C. Resilience  
D. Stress Illness 

5-26. The common, temporary, and often necessary experience of mild distress or changes in 
functioning due to stress from any cause is which COSC or OSC term? 
A. Mental health 
B. Combat stress 
C. Stress injury 
D. Stress reaction  

5-27. What are the three COSC and OSC main goals in force health protection when discussing 
stress problems arising from military training and operations? 
A. Resilience, stress control, and stress management 
B. Prevention, identification, and treatment  
C. Reintegration, mitigation, and identification 
D. Prevention, resilience, and treatment   

5-28. Why have timely screening and treatment for injuries and illnesses occurring in operational 
settings been considered important while stress-related problems occurring in those same 
environments have been shunned? 
A. Operational commanders believed illness and injuries were or paramount importance 
B. There was a fear of drawing attention to them and fostering an epidemic of  stress 

casualties  
C. Commanders believed that a brief rest was all that was needed to  return a member to 

full duty 
D. Operational commanders were  briefed that anyone disabled by stress would soon 

recover and return to the fight 

5-29. Before WWI, what medical approaches were considered to be last resorts when rest and 
encouragement failed to get a Service member back into the fight? 
A. Hospitalization and discharge 
B. Considered to be “shirking” and ordered institutional incarceration 
C. Removal from the operational environment and assigned duties behind the lines 
D. Evaluation and treatment   

5-30. The 20th

A. The field corpsman 

 century view of combat stress placed too much responsibility for recognizing and 
reporting stress problems on  

B. The chaplain  
C. The individual Marine or Sailor  
D. The unit commander 
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5-31. The major difference between physical injuries and stress injuries is that 
A. Stress injuries are not physically visible 
B. Stress injuries are harder to recognize 
C. Stress injuries burden their bearer with greater social stigma 
D. All of the above  

5-32. The Stress Continuum Model came about in 2007 from what action? 
A. The Iraq war 
B. A working group convened by three Marine Expeditionary Force (MEF) commanding 

generals  
C. The meeting of all the chaplains who had been in combat environments 
D. The Afghanistan war 

5-33. What are the four “zones” of the Combat and Operational Stress Continuum Model? 
A. I, II. III, and IV 
B. Green, Orange, Blue and Red 
C. Mitigate, Identify, Treat, and Reintegrate 
D. Ready, Reacting, Injured, and Ill  

5-34. What is the fundamental idea behind the stress continuum model?  
A. Stress tends to push individuals toward the Yellow, Orange, or Red Zones  
B. Stress tends to push individuals toward only the Orange and Red Zones 
C. Stress plays no role in classifying personnel 
D. Families are never included in the stress continuum model 

5-35. Service members who exhibit adaptive coping, optimal functioning, and personal well-being 
are considered to be functioning in which stress continuum mode color? 
A. Green  
B. Yellow 
C. Orange 
D. Red 

5-36. One aspect of personnel classified as being in the Yellow Zone on the stress continuum model 
is that  
A. Their distress will remain long after they are discharged 
B. Their problem indicates that damage has happened to the mind, brain, or spirit 
C. Their reactions are always temporary and reversible  
D. Their confidence in previously held moral values has been lost 

5-37. How can stress injuries be recognized in their early stages? 
A. By the severity of the symptoms they provoke 
B. By the intensity of the stressors that cause them 
C. By the mild and self-limiting characteristics displayed by the member 
D. Both A and B  
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5-38. What are the four possible combat operational stress mechanisms or causes? 
A. Life threat, loss, physical injury, and wear and tear 
B. Life threat, physical injury, inner conflict, and Loss 
C. Wear and tear, physical disablement, loss, and inner conflict 
D. Life threat,  loss, inner conflict, and wear and tear  

5-39. What is one of the reasons why it is important for leaders to classify a member as a Yellow or 
an Orange Zone injury?  
A. Because Yellow Zone injuries are considered to be clinical 
B. Because Orange Zone injuries may not resolve on their own  
C. Because Yellow zone injuries are not common 
D. Because Orange Zone injuries are not considered to be an  accumulation of smaller 

stressors 

5-40. Red Zone illnesses are clinical mental disorders.  Who can diagnose this type injury?  
A. The member’s local physician 
B. The RMT chaplain, along with the unit doctor 
C. Only health professionals  
D. The pastoral care counselor 

5-41. Who needs to make the distinction between Orange Zone stress injury and Red Zone stress 
illness? 
A. The unit leader 
B. A family member 
C. The individual Sailor or Marine 
D. A clinical medical or mental health professional  

5-42. Where are TBI injuries resulting from IED blasts more likely to be located? 
A. The back, face, and arms 
B. The head, face, and limbs 
C. The feet, knees, and lower legs 
D. The head, face, and groin area 

5-43. What treatment is considered to be an important tool for both mTBI and stress injuries? 
A. Hospitalization 
B. Leave with the family after hospitalization 
C. Rest  
D. A desk assignment away from  the combat  environment 

5-44. RP’s should be aware that Sailors and Marines could have had either a positive or a negative 
stress experience after returning from combat or a dangerous operational deployment. 
A. True  
B. False 



5-26 

5-45. What are the four kinds of deployment-related stress problems stress problems an RP should 
know about? 
A. COSR, ADD, ASD, and OSR 
B. COSR, adjustment disorders, ASD, and PTSD  
C. ASD, adjustment disorders, COSA, and PTSD 
D. PTSD, attitude adjustments, ASD, and operational adjustments 

5-46. Persons exhibiting withdrawal, confusion, and poor control of emotion and behavior salient 
signs are showing signs of what stress injury? 
A. PTSD 
B. COSR 
C. Acute stress disorder 
D. Combat stress injury  

5-47. Some Sailors and Marines feel like they are going through what element when they return 
home from a deployment? 
A. Post-deployment withdrawal 
B. Culture shock  
C. Adjustment disorder 
D. TBI stress adjustment 

5-48. Direct sources of post-deployment stress for Service members are: 
A. The body, the mind, the spirit, and relationships  
B. The body and mind only 
C. Only the spirit and relationships 
E. There is no direct source of post-deployment stress 

5-49. What must Sailors and Marines do if their post-deployment distress or changes in function 
impairment do not fade away or disappear? 
A. Take out a loan from the credit union and buy a new, flashy car 
B. Get a divorce and seek a better life with a new spouse 
C. Take on extra military duties to take their minds off what happened while on deployment  
D. Take stock of whether they might need professional help to recover from their problems  

5-50. Which stress continuum model color are persons diagnosed with PTSD often categorized? 
A. Green 
B. Yellow 
C. Orange  
D. Red 
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C HAP T E R  6 

 E XP E DIT IONAR Y  MINIS T R Y S UP P OR T   

6.1 INT R ODUC T ION 
Webster’s dictionary defines expeditionary as “sent on or designed for military operations abroad”. 

6.2 DE P L OY ME NT  

6.2.1 R outine, C ombat, Humanitarian, P eac ekeeping 
While the combat environment is chaotic and ever-changing, the RMT will be successful in bringing 
religious ministry to Marines and Sailors, if you stay focused on the mission and cognizant of your 
environment.  Teamwork is extremely important.  Work as a team with those within your command, 
those outside your command, but, more importantly, work as a team between the chaplain and the 
RP.  The chaplain brings ordination to the team.  The RP brings force protection and administrative 
support. 

6.2.2 R MT  S elf-As s es s ment 
Your preparation for combat begins long before the battle starts.  From the time you report in, you 
need to engage in self-assessment.  A standard check-off list helps the RMT conduct and internal 
combat readiness assessment during all phases from planning, to pre-deployment to post 
deployment.  When the RMT finally makes it into the combat environment, we recommend eight 
principles of ministry to guide you as your provide ministry.  These principles can be remembered by 
the acronym WORK SAFE. 

6.2.3 Well-integrated S taff P lanning 
Coordinated staff planning between the various staff sections is imperative from inception through to 
the final debrief of an operation plan.  RMTs need to be actively involved in this process.  Every 
phase of the operation plan should be thought through in order to best prepare a religious support 
plan for the operation.  The RMT must practice open channels of communication to the various 
sections and pursues access to pertinent documents and information.  A religious support plan 
becomes an annex to the operation order through coordination and development with all staff 
sections, especially the G-3/S-3 (to become familiar with the operational scheme of maneuver) and 
the G-4/S-4 (to determine logistic support plans).  Planning should include ministry in both 
deployment and operational phases.  It should be responsive to realities, flexible and easy to modify, 
and directed to attainable and sustainable goals. 

6.2.4 Objec tives  of Minis try P rioritized 
The first and most important objective of ministry for a chaplain is to cultivate and maintain a reservoir 
of spiritual strength by maintaining personal fervor in scripture and prayer.  Using this reservoir, the 
chaplain then provides sensitive ministry that focuses task efforts somewhat differently based on the 
phase of combat.  Because of the circumstances of battle, this principle assumes that objectives in 
ministry require adjustment to meet needs at different phases of the battle.  In the preparation stages, 
the RMT’s prime objective is the spiritual nurturing of Marines and Sailors preparing for combat, 
through worship, religious education, and spiritual counseling.  As Marines and Sailors move into 
forward tactical positions, the objective is to provide spiritual support one-on-one and ministry to 
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casualties.  Following combat, the ministry objective shifts to helping the living to acclimate to the 
events they have recently experienced in combat and deal with the sorrow of fallen comrades. 

6.2.5 R es pons ive and P ers is tent C ommunic ation 
The RMT needs to initiate and maintain open communication with the command about plans and 
movements.  This principle requires that the RMT have a working knowledge of communication 
equipment and procedures.  As the RMT moves through the area of responsibility, they should 
maintain communication with headquarters.  This enhances safety in movement.  It also makes it 
possible for the command to place the RMT where they can do the most good as the face of battle 
changes.  In combat, with unit locations constantly changing, it is imperative that secure voice 
communication be established with various elements, when scheduling divine services.  This should 
be done preferably the night before and reconfirmed the morning of intended services. 

6.2.6 K eeping Minis try Apprais ed 
This principle assumes that the RMT continuously reflects on plans, movements, and ministry tasks 
to ensure validity in a changing battlefield environment.  It requires flexibility in the execution of 
ministry efforts.  The RMT works closely with the various staff sections in order to insure that 
reappraisal and modification are in concert with unit planning.  This principle also assumes that the 
RMT will continually assess their presence in a combat setting.  This is to ensure that the RMT’s 
participation is an asset and not a liability.  It also emphasizes the expectation that the RMT will 
minister where their presence is most needed and will adjust ministry plans accordingly. 

6.2.7 S ound Movement 
As the RMT moves about a combat area, it should be mindful of the following: 

• Movement should be in a collective manner – As often as possible, movement in tactical areas 
should be made with other elements and sections.  This offers increased security and allows 
the chaplain to provide ministry on the-way.   

• Movement should be coordinated – Movements are coordinated with the G-3/S-3 and G-4/S-4 
(the primary point of contact for surface transportation requirements). 

6.2.8 Appropriate and Attainable T as ks  
All ministry tasks are assessed in light of how well they fit in particular combat situations.  The RMT 
knows the workplace and understands the limitations of a battlefield setting.  Ministry tasks that are 
suitable are those that do not interfere with the tactical situation nor distract Marines and Sailors from 
their mission.  Most ministries are a one-on-one approach.  The following ministry tasks are typical in 
a tactical setting: 

• Concise Worship Service – In general, the massing of troops for worship is not appropriate in 
forward tactical settings.  Large gatherings for worship services are normal in assembly areas.  
In forward tactical areas, short services focused on small groups of people are the appropriate 
choice 

• Administration of Sacraments/Ordinances – One-on-one is the norm.  However, a tactical 
environment may allow ministering to fighting hole size – but likely not larger – groups 

• Teaching Religion – The chaplain provides instruction anywhere in the field, depending on the 
situation, ranging from structured classes to small groups or one on-one discussions 
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• Counseling the Troubled – Those who have personal problems can find short-term support as 
the RMT moves around positions before combat.  Counseling is best delayed when battle is 
imminent.  Leaders often struggle with the ethical dilemmas of combat.  The employment of 
tactical units in questionable situations; the proper behavior of Marines; the treatment of 
detained personnel and Enemy Prisoners of War (EPWs); as well as the leader’s responsibility 
for decisions which may lead or may have led to the death of Marines requires the well 
considered, careful, and wise ministry of the chaplain 

• Consoling the Fearful – Fear of the outcome of an oncoming battle is most certainly felt by 
those troops waiting.  At this stage, the RMT has one of the most important challenges of 
military ministry.  They must place their own fears in perspective, and then reach out from 
personal faith (the single most important ministry component) to comfort fellow Marines and 
Sailors.  The ministry of presence and the essence of faith represented by the chaplain can 
encourage the fearful 

• Direct Ministry to Casualties – Most faith groups recognize praying for; praying with; and/or 
anointing the sick, wounded, and dying as a primary battlefield task.  The RMT, in order to 
provide this ministry, needs to be at the place of greatest need.  That place may be a casualty 
collection point on a modern battlefield, so need must drive the appropriate placement of the 
RMT 

• Administration – While moving to ministry locations, the RMT travels as light as possible.  Both 
the chaplain and the RP should carry a small notebook to maintain a journal or diary of 
activities and experiences.  (Of course, the RP will carry and maintain the RMT log.)  Both the 
chaplain and RP keeping notes, ensures that details that otherwise could be forgotten or lost 
later become the substance for after action reports, for debriefings, and for remodeling ministry 
designs based on lessons learned 

6.2.9 F orward T hrus t 
Many ministry opportunities derive from a close proximity to combat action.  Forward thrust doctrine 
encourages the concentrating of ministry efforts in forward combat areas.  The RMT should 
constantly provide ministry in forward combat areas leading into battle and on the scene with ministry 
following battle.  The RMT should be near at hand during battle but not in the midst of battle.  Under 
this principle, the RMT ministers should move as far forward in the tactical setting as safely possible.  
The efforts to concentrate ministry in forward combat areas are influenced significantly by the 
situation, the mission of the command, as well as common sense.  Generally, the RMT moves 
forward as far as company command posts.  Here ministry is provided in coordination with and 
approval of the company commander.  The intent of forward thrust is not to place the RMT in combat, 
but to encourage ministry in safe forward areas before and following combat.  Understanding this is 
crucial for comprehension of this principle. 

6.2.10 E c onomy of R es ourc es  
A fluid battlefield calls for a mobile and highly flexible ministry.  The RMT must be able to travel fast 
and light.  As the RMT makes plans, keep in mind a realistic expectation of what is logistically 
possible and how things can change quickly in the combat environment.  Military Operations Other 
Than War (MOOTW) not involving the use of threat of force (Noncombat MOOTW).  Using military 
forces in peacetime keeps day-today tensions between nations below conflict of war.  Operations 
such as Humanitarian Assistance, counter-drug operations, arms control, support to civil authorities, 
Non-Combatant Evacuation Operations (NEOs) in a permissive environment and peacekeeping. 
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6.2.11 Humanitarian and C ivic  As s is tanc e 
Humanitarian and civil assistance generally encompasses planned activities in the following 
categories: 

• Medical, dental, and veterinary care provided in rural areas of a country 

• Construction of rudimentary surface transportation systems. 

• Well drilling and construction of basic sanitation facilities 

• Rudimentary construction and repair of public facilities 

6.2.12 Humanitarian As s is tanc e (HA) 
HA operations relieve or reduce the results of natural or manmade disasters or other endemic 
conditions such as human pain, disease, hunger, or privation in countries or regions outside the 
United States. 

6.2.13 J oint as s ignments  
Joint assignments are different types of deployment that may need non-typical 
training/certifications/knowledge that they won’t get on a typical deployment. 

6.2.14 Mortuary Affairs /Memorial C eremonies  
The expedient and respectful repatriation of deceased personnel to their person authorized to direct 
disposition (PADD) is the top priority of the joint mortuary affairs program.  The Joint Military Affairs 
Office (JMAO) in the theater, with the approval of the geographic combatant commander, gives 
permission for mass burials of casualties.  If there are no mortuary affairs units in the area and 
contact with higher headquarters is lost, the senior officer in the area decides whether the remains 
should be buried in a mass grave or evacuated to the rear. 

6.2.15 Individual Augmentation (IA) 
The RP should have basic Combat, Field, and Expeditionary Skills to support ministry and provide 
Force Protection as an IA. 

6.2.16 R P  s pec ific  E xpeditionary–related T raining 
RP’s receive training on these topics: 

• Identify Rank Structure of Armed Forces Personnel 

• Organizational Structure/Chain of Command 

• Traits and Principles of Marine Corps Leadership 

• Utility Uniform and Individual Combat Equipment 

• Ministry in Military Operations Other Than War 

• Marine Corps Martial Arts Program 

• Implement a Command Religious Program for Combat Environment 

• Facilitate Ministry in Combat 

• Mortuary Affairs/ Memorial Ceremonies 
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• Pastoral Care in a Mass Casualty Situation 

• Support Pastoral Care to Casualty with Combat Stress 

• Pastoral Counseling in Combat 

• Support Personal and Family Readiness Programs 

• Prepare Religious Brief for Commander 

• Coordinate Logistical Support for Religious Ministry Team 

• Law of Armed Conflict/Ministry to EPW's 

• Field Survival 

• First Aid 

• References:   
MC Reference Publication 6-12 (A, B, C, D) series - MC Warfighting Publication (MCWP) 6-12  
MCRP – LandNav,  

6.3 T R AINING  AND C E R T IF IC AT ION 

Weapons (use NAVINST for guidance on weapons):  OPNAVINST in addition to the MCRPs 
OPNAVINST 3591.1F   

6.3.1 S hipboard C ertification 
Shipboard certification includes: 

• 3-M (Maintenance and Material, Management System (NAVSEA 4790 Series)  

• Damage Control Qualifications 301-312  

• Basic Fire Fighting Training  

• Deck Watch Qualifications (Messenger of the Watch-MOOW, Petty Officer of the Watch-
POOW, Junior Officer of the Deck- JOOD, Officer of the Deck-OOD) 

6.3.2 F orc e P rotec tion  
Force protection may vary from civil disorder, terrorist actions to restrained combat. Additionally, there 
are three general environments that Foreign Humanitarian Assistance Operations are conducted in.  
They are: 

• Permissive 

• Uncertain 

• Hostile 
Force protection is a primary concern.  While the combat environment is chaotic and ever-changing, 
the RMT will be successful in bringing religious ministry to Marines and Sailors, if you stay focused on 
the mission and cognizant of your environment.   
Teamwork is extremely important.  Work as a team with those within your command, those outside 
your command, but, more importantly, work as a team between the chaplain and the RP.  The 
chaplain brings ordination to the team.  The RP brings force protection and administrative support, 
both in a combat and garrison environment.  Security for memorial ceremonies is a constant concern 

http://www.marines.mil/UNIT/MARFORRES/MFRHQ/CHAPLAIN/INSTRUCTION/MCRP6-12C%20COMMANDER'S%20HANDBOOK%20RELMIN%20SUPPORT.PDF�
http://doni.daps.dla.mil/Directives/03000%20Naval%20Operations%20and%20Readiness/03-500%20Training%20and%20Readiness%20Services/3591.1F.pdf�
http://doni.daps.dla.mil/DIRECTIVES/03000%20NAVAL%20OPERATIONS%20AND%20READINESS/03-500%20TRAINING%20AND%20READINESS%20SERVICES/3591.1F.PDF�
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while in the combat zone.  Even ceremonies conducted within an established base need to be 
concerned with security.  Insurgents, posing as civilian workers, could infiltrate and attack the 
ceremony.  The RP should work with the unit’s S-3 and Force Protection Officer, to provide security 
for the memorial ceremony. 

6.3.3 L and Navigation   
RP’s are required to understand military map and navigation to meet mission requirements.  Those 
requirements are: 

• Identify the purpose of a military map 

• Identify the five basic colors on a map 

• Identify the purpose of contour lines on a military map 

• Identify the parts of a lensatic compass 

• Given a military map, protractor, compass, and a set of eight-digit grid coordinates, locate a 
position on a map 

• Compute a back azimuth 

• Given a military map, a lensatic compass, and a minimum of an eight-digit grid coordinate, 
locate specific points on the land navigation course 

• Identify methods used to hold a lensatic compass 

• Identify the methods used to orient a military map 
Map Reading and Land Navigation, FM 3-25.26, Ch 2, 6, 9, 10, 11 ITS, (May 2001), Pgs 1-18-1 
through 1-18-42   

6.3.4 Weapons  Qualification  

6.3.4.1 M9 S ervic e P is tol F amiliarization 

RP’s are required to be familiar with service pistols.  Those include the need to:  

• Identify the characteristics of the M9 Service Pistol 

• Identify the four (4) safety rules for the M9 Service Pistol 

• Identify the safety features of the M9 Service Pistol 

• Identify the parts of the M9 Service Pistol 

• Identify the weapons conditions of the M9 Service Pistol 

• Given an M9 Service Pistol, a loaded magazine and the necessary equipment at an approved 
pistol range, fire the M9 Service Pistol without safety violations 

6.3.4.2 M16A2/M4 S ervic e R ifle F amiliarization 

In addition, M16A2/M4 Service Rifle Familiarization is required.  This includes the need to:  

• Identify the four (4) safety rules for the M16A2/M4 Service Rifle 

• Identify the parts of the M16A2/M4 Service Rifle 

• Identify the weapon conditions for the M16A2/M4 Service Rifle 

https://armypubs.us.army.mil/doctrine/DR_pubs/dr_c/pdf/fm3_25x26.pdf�
https://armypubs.us.army.mil/doctrine/DR_pubs/dr_c/pdf/fm3_25x26.pdf�
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• Identify the safety features of the M16A2/M4 Service Rifle 

• Given an M16A2/M4 Service Rifle, perform field stripping of the weapon 

• Given an M16A2/M4 Service Rifle, maintain the M16A2/M4 Service Rifle 

• Given an M16A2/M4 Service Rifle, a loaded magazine and the necessary equipment at an 
approved rifle range, fire the M16A2/M4 Service Rifle without safety violations 

6.4 DE P L OY ME NT  L OG IS T IC S  AND P L ANNING  

6.4.1 P re Deployment 

6.4.1.1 F orward P lanning – Holidays , S upplies  

It is always important to look forward to what holidays, holy days and other days of remembrance 
may be covered during your upcoming deployment.  This can be accomplished to a great extent by 
properly utilizing the interfaith calendar.  You can also check your local CMEO calendar as well, as it 
is not uncommon for the command to call upon the chaplain’s office for support and guidance for 
these important days of remembrance.  Forecasting these events and ordering your supplies and 
future planning will greatly enhance the success of an upcoming deployment.  

6.4.1.2 Needs  As s es s ment 

The RMT conducts a comprehensive needs analysis to identify the command’s religious ministry 
requirements and establish the commander’s religious ministry priorities.  Religious ministry 
requirements are identified in relationship to the commander’s legal responsibilities for religious 
accommodation and the command operational commitments. 
Marines’ religious preferences for a unit can be obtained from the S-1.  These are the religious 
preferences indicated by the Marine when he or she entered the service.  These preferences are 
sometimes inaccurate and out of date.  Time and resources permitting, a more thorough survey may 
be necessary.  Sailors’ religious preferences are not maintained in their service record.  The RMT will 
need to survey Sailors assigned to a Marine unit to obtain their religious preference. 
Having a list of the unit’s religious make-up, the RMT will then gather a list of Holy days that service 
members may want to observe during the operation.  Holy days for faiths that no unit members 
observe do not need to be included on the list.  A helpful resource for gathering holy day information 
is the interfaith calendar at  Interfaith Calendars.org..  After the RP has assessed the religious needs 
of the command, inform the commanding officer of the findings and seek the CO’s guidance 
regarding his religious ministry priorities before you develop the Command Religious Program (CRP). 

6.4.1.3 P lan P rogram  

The RMT develops a design for ministry with defined ministry, goals, program objectives, and support 
requirements based on the commander’s priorities, the identified needs, command mission, planned 
training and operations schedule, available assets, and possible contingencies.  This provides the 
commander with the basis for the CRP, the requirements, costs, implementation plan, and method of 
evaluation.  Establish the goals of the Command Religious Program.  This is the intent of what the 
RMT is trying to accomplish.  These should reflect the commanding officer’s priorities.  Out of your 
goals, set the objectives of the CRP.  These would be the tasks the RMT would like to accomplish.  
Objectives would keep in mind the unit’s religious needs. 
The CRP goals and objections will crystallize into a Religious Ministry Plan (RMP).  The RMP will be 
in support of command’s overall mission.  The RMT will need to coordinate its planning with the S-3 

http://www.interfaithcalendar.org/�
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shop to make sure the RMP fits within the operation plan, considering both mission goals and mission 
schedule. 

6.4.1.4 Determine S upport R equirements  

The RMT translates the planned programs into dollar amounts for the CRP budget request.  Program 
segments are divided into expense elements, such as supplies, equipment, purchased services, 
travel or printing.  The RMT will coordinate with S4 and supply for CRP requirements. 

6.4.1.5 T able of E quipment  

The RMT will check the Table of Equipment (T/E) to determine equipment allocated for the RMT.  
This includes items such as field desks, field chairs, a CP tent, a chapel tent, etc.  These items may 
then be drawn as part of the unit equipment list.  If mission needs require items that are not allocated 
for the RMT, the T/E may need to be modified or the items purchased. 

6.4.1.6 C ons umables   

Religious items are often a low priority in the supply system.  Order enough consumable items to 
cover the full length of the deployment. 

6.4.1.7 F unding 

Determine equipment and consumables to meet the religious needs of the unit and request funding to 
meet those mission requirements.  A detailed list of mission requirements, along with associated 
costs, will help the RMT make its case for adequate funding.  The RMT should not request funding 
without determining accurate mission requirements. 

6.4.1.8 S ourc e 

A helpful resource in determining equipment and consumable costs, as well as ordering information, 
is the Defense Logistics Agency Chaplain’s website. 

6.4.1.9 R eview with the C ommanding Offic er for Approval and F unding.   

The RMT is to brief the commander on the concept and design for ministry, including the RMPs, 
services, and initiatives for command approval and inclusion of the CRP budget in the command’s 
spending plan.  If all is in order, the commander then approves the design for ministry and associated 
budget expenses.  Keep in mind the Commanding Officer is very busy and needs briefs to be 
succinct.  Briefly state:  

• Needs  

• Goals  

• Objectives  

• Support requirements 
Also keep in mind that the CO is concerned with the overall mission.  Clearly state how the Religious 
Ministry Plan supports the command’s mission. 

6.4.1.10 Write R eligious  Minis try P lan Annex to the Operations  Order 

The format for the Religious Ministry Plan annex to the unit operations order is in MCRP 6-12A, 
annex A.  Be sure to work with S-1 and S-3 to submit the annex in the proper computer format. 

http://www.dla.mil/hqchaplain/�
http://www.marines.mil/news/publications/Documents/MCRP%206-12A%20Religious%20Ministry%20Team%20Handbook.pdf�
http://www.marines.mil/news/publications/Documents/MCRP%206-12A%20Religious%20Ministry%20Team%20Handbook.pdf�
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6.4.2 C hec klis ts   
Your preparation for combat begins long before the battle starts.  From the time report in, you need to 
engage in self-assessment.  The following is a basic check-off list to help the RMT conduct an 
internal combat readiness assessment: 

• Does the commander develop and input religious support plans for operations? 

• Does the RMT consistently provide regular ministry reports to the commander and the 
command reports to higher headquarters? 

• Does the RMT attend operational planning meetings that have bearing on the religious support 
plan? 

• Can the RMT brief the commander's religious support plan? 

• Does the RMT maintain a physical fitness standard? 

• Does the RMT effectively practice sound movement in a combat environment? 

• Does the RMT regularly evaluate and reevaluate the ministry plan in an operation? 

• Does the chaplain routinely establish coordination points in ministry areas? 

• Has the RMT developed a field SOP that addresses administrative and daily nonoperational 
details? 

• Has the RMT established a point of contact for messages when away from the base of 
operations and coordination points? 

• Has the RMT considered the religious needs of the unit when assisting the commander in 
developing the religious support plan? 

• Does the RMT ensure that information on religious services and education is disseminated? 

• Does the RMT have combat supplies ready? 

• Does the RMT know attached and operational control (OPCON) units? 

• Does the RMT regularly visit all units under the command's OPCON? 

6.4.3 C haplain K its  
Ensure that all chaplain kits are completely stocked and ready for deployment.  

6.4.4 Mount-Out B ox 
Each unit RMT will maintain an RMT mount-out box.  This is an inspection item for the Commanding 
General’s readiness inspection.  Composition of the mount-out box is shown in MCRP 6-12A, 
Appendix J.  Presently, the mount-out box is not included in unit T/Es, nor does it have a table of 
authorized materiel control number (TAMCN) assigned.  Action is in progress to establish the mount-
out box as unit T/E with an assigned TAMCN and an SL-3.  Until this action is completed however, 
commanders are encouraged to establish local T/E requirements for chaplain mount-out boxes 
presently used in the MEF.  MCRP 6-12A, Appendix J can be used for guidance in place of an SL-3. 

6.4.5 Mount-Out B ox Inventories  
The mount-out box will be maintained in a complete ready-for-use condition with all of its contents on 
hand at all times.  It provides a unit chaplain with on-hand supplies to be used in the event of a 
contingency.  During an operation it fills immediate day today needs and provides a supply stock until 

http://www.marines.mil/unit/marforres/MFRHQ/Chaplain/instruction/MCRP6-12A%20RMT%20HANDBOOK.pdf�
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replenishment can be obtained.  Unit operational religious supplies that are discussed below will 
accommodate the day-today and training exercise supply requirements.   

 

 
 

Authorized Standard MAGTF Chaplain Combat Supply Chest Requirements: 

• Item Unit of Identification Amount 

• Wine, sacramental 1/5 – 3 

• Wine, kosher 1/5 – 1 

• Grape juice; i.e., dehydrated powder package 64 ounces 

• Altar bread (small) carton (300) – 3 

• Altar bread (large) carton (50) – 1 

• Hymnal each – 1 

• Bible, New American Catholic (4 by 6 inches) each – 30 

• Bible, King James Version (4 by 6 inches) each – 30 

• Bible, New International Version (4 by 6 inches) each – 30 

• Book of Mormon (pocket size) each – 5 

• Jewish Scriptures (pocket size) each – 5 

• The Holy Qur’an (pocket size) each – 5 

• Catholic Sunday each – 5 

• Jewish Prayer Book (pocket size) each – 5 

• Yarmulke each – 5 

• Rosaries each – 100 

• Cruciform/medals each – 100 

• Cross, Protestant each – 100 

• Candles, votive each – 6 

• Field Devotional Guide Book each – 200 

• Memorial bulletins ream – 2 

6.4.6 R MT  L oad P lans  
Logistics support has numerous functions; e.g., supply transportation, maintenance, engineering, 
health services, and services.  This lesson identifies the RMT’s logistics support responsibilities while 

NOTE 

For all items listed below, avoid high heat (over 80° F), humidity, and 
direct sunlight.  They should be kept water-proofed for longer life. 
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in garrison and deployed.  The chaplain and the RP are normally assigned to a unit headquarters for 
administrative purposes.  Generally, the unit chain of command will be used when obtaining personal 
requirements; e.g., 782 gear or meals.  However, as a special staff officer of the unit commander, the 
RMT will be authorized direct liaison with the unit supply, G-4/S-4, G-3/S-3, and other unit logistics 
organizations to obtain materials needed for the CRP. 
The Table of Equipment (T/E) is the primary authorization document for ordering non-consumable 
supplies and equipment.  As RMTs discover adjustments to the T/E that would enhance their ministry 
capabilities, they should recommend official changes via the chain of command. 
Special Allowance letters are used when a situation requires special equipment or supplies (i.e., 
Kosher MREs) needed for a particular mission or location are not authorized on the T/E.  A special 
allowance letter is used to justify equipment while a recommended T/E change is being considered by 
higher authority. 
The unit chaplain or RP will be designated the responsible officer for equipment and supplies 
assigned to the chaplain section.  In their capacity as responsible officer, the chaplain or RP will be 
required to indicate acceptance of responsibility by initialing individual entries and signing the 
required paperwork.  These should not be signed without a prior inspection of the equipment to verify 
its existence, completeness, and serviceability. 

6.5 DUR ING  DE P L OY ME NT  
During operations or while deployed, RMTs should submit requisitions for resupply of ecclesiastical 
supplies to their supply officers.  This can be accomplished using the rapid request or other local 
format designated in the Logistics Annex to the unit’s OPORD.  Operational priorities may preempt 
supply channels, thus delaying the arrival of ministry supplies.  RMTs should anticipate such delays 
and allow for flexible and innovative solutions to shortages.  Supervisory chaplains should be 
especially alert to logistic problems in the CRP and proactive in finding solutions. 

6.5.1 P lanning for R eturn (

After deployments and operations, RMTs can assist reintegration of the individual Marine into family 
relationships and society at large.  Many religious ministry programs remain the same.  Expanded 
ministry may also include providing: 

R eturn and R eunion) 

• Worship events for the entire unit 

• Worship events for varied faith groups 

• Briefings that help Marines recognize, prepare for, and master the stressors of reunion with 
family 

• Structured events to assist Marines returning to family and civilian life.  An example of this 
would be the Warrior Transition workshops 

6.5.2 G oing Home R MT L oad P lans   
The RMT is responsible for its going home load plan. 

6.6 P OS T  DE P L OY ME NT   
The RMT will debark any equipment and supplies not used during the deployment.  They will make 
those supplies necessary for use during the return trip readily available and accessible.  All other will 
be packed with main unit’s debarkation load out. 
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6.6.1 S afety S tand Down  
The RMT will be actively involved with Safety stand downs providing counseling and seminars to 
include Suicide Awareness, Combat Stress/Post Traumatic Stress, Singles, Family, & Marriage 
Counseling, and Warrior Transition seminars 

6.6.2 P T S D C ouns eling  
The RMT will be a part of the PTSD Counseling process along with other professionals like Medical 
and Social workers. 

6.6.2.1 S tres s  

Any stimulus, such as pain, fear, strong emotions, that disturbs or interferes with the equilibrium of a 
person.  Stress is relative to a variety of variables, including heredity, the environment, as well as the 
physical, emotional, mental, and spiritual health of the individual. 

6.6.2.2 C ombat S tres s   

The conscious or unconscious experience in which a physical, emotional, or cognitive stressor related 
to combat initiates a dynamic state of events leading to stress.   

6.6.2.3 C ritic al E vent Debrief  

The RMT has a supportive role in combat stress control.  RMTs provide professional ministry to 
leaders in fulfilling their combat stress identification and intervention responsibilities.  RMTs can also 
assist in training leaders to recognize combat stress symptoms.  MCRP 6-11C, Combat Stress, 
provides techniques and procedures for small unit leaders in combat and combat related stress 
management. 

6.6.2.4 C are for the C aregiver 

Reserved for future use. 

6.6.2.5 R es ilienc y training  

Reserved for future use. 

6.7 R E L IG IOUS  MINIS T R Y  S UP P OR T  F OR  S P E C IAL  S IT UAT IONS   
RMTs perform the following seven religious ministry support functions:  

• Command advisory 

• Religious ministry 

• Outreach 

• Pastoral care and religious accommodation 

• Training and education 

• Supervisory; and administrative  

• Some of the special situations in which RMTs perform ministry support are: 

• Foreign Humanitarian Assistance and Noncombatant Evacuation Operations 
– The chaplain's experience and working relationship with NGOs and international 

organizations are vital assets for the commander during foreign humanitarian assistance 



6-13 

(FHA) missions.  As a principal advisor to the commander, the chaplain can facilitate 
support and working relationships with NGOs.  The command's civil affairs officer, not the 
chaplain, is tasked with coordination of military support to NUOs during FHA operations, 
noncombatant evacuation operations, and other military operations other than war 
(MOOTW).  Chaplains are excellent sources of information about the needs, requirements, 
organizational structures, and the support NOOs may be able to offer in the cooperative 
efforts involved in these operations. 

• Civil and Ecclesiastical Issues 
– Chaplains keep their commanders informed of all current local state, and national laws, 

regulations, and directives governing requirements for civil or ecclesiastical ceremonies 
and observances which may involve chaplains such as overseas marriages and 
annulments, etc. 

• Casualties 
– Whenever Marines and/or Sailors are injured, ministry to casualties becomes the RMT 

priority.  RMT movement to the wounded and dying is coordinated with corpsmen and fire 
team leaders (or equivalent) as the situation permits.  In today’s tactical maneuver 
scenarios, RMTs are most effective by traveling and remaining with the forward BAS.  This 
ensures all commanders know exactly where to find their RMT when their Marines are 
wounded or injured.  If under fire, the chaplain and RP stay in a defensive position with the 
RP providing security for the team. 

• Mass Casualties 
– RMTs coordinate their ministry efforts with medical personnel during mass casualty 

situations.  Corpsmen and medical officers use a system of prioritizing care for casualties.  
These medical categories can be used to prioritize ministry.  RMT teamwork and 
coordination are essential during mass casualty situations, Chaplains and RPs work 
together identifying the most critical ministry requirements to ensure the most effective 
ministry is provided.  RPs focus on identifying the next casualty for their chaplain's ministry 
by: 

o Recording the ministry provided by the RMT 
o Identifying any unique needs the casualty may have 
o Helping make the casualties as comfortable as possible 

– All the while, the RP ensures that the RMT, in no way, hinders the medical personnel in 
their work.  Chaplains focus on providing ministry to one casualty at a time.  A wounded or 
dying Marine or Sailor deserves the complete attention of their chaplain in this critical time.  
RMT ministry priorities during mass casualties are: 

• Ministry Priority I (Medical Category IV, Expectant) 
– These are casualties with very serious injuries and low chance of survival.  Expectant 

casualties are given supportive medical treatment until immediate and delayed categories 
have been treated and evacuated.  Ministry and sacraments for the dying are provided 
appropriate to the casualty's faith group, when possible. 

• Ministry Priority II (Medical Category III, Delayed) 
– These are casualties in need of time consuming major surgery, but with a general medical 

condition, which permits a delay in surgical treatment without unduly endangering life.  
Ministry appropriate to the casualty's physical condition and faith group is provided. 
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• Ministry Priority III (Medical Category II, Minimal) 
– These are casualties with relatively minor injuries that can be effectively treated with self-

care.  Ministry and support are provided. 

• Ministry Priority IV (Medical Category 4 Immediate) 
– These are casualties with a high chance of survival, if medical measures are accomplished 

quickly.  Religious ministry is provided after medical personnel have completed their 
treatments and the casualty has reverted to another category. 

6.8 NUC L E AR , B IOL OG IC AL , AND C HE MIC AL  E NV IR ONME NT  
Ministry to casualties in a nuclear, biological, and chemical (NBC) environment presents unique 
ministry challenges.  It is important to remember that every NBC situation has unique aspects and 
requires the utmost flexibility on the part of the RMT to respond effectually.  Limiting factors of the 
NBC environment call require special preparation. 

6.9 E NE MY  P R IS ONE R S  OF  W AR  (E P W), DE T AINE E S , DIS P L AC E D 
P E R S ONS , AND E V AC UE E S  

The commitment to provide proper care of detained persons is rooted in the Geneva Conventions.  In 
war, EPWs are readily identified as the detained persons.  Because chaplains are endorsed by faith 
groups and directly commissioned as military officers for the purpose of providing ministry for and 
ensuring the free exercise of religion by authorized personnel, the basis of providing care for detained 
persons was formed from a reciprocal understanding by the signers of the conventions.   
As the scope, circumstances, and intensity of MOOTW operations evolve, the need for clear 
definitions for detained persons poses a legal question for the commander.  Migrants, refugees, 
displaced persons, evacuees, host nationals, etc. may or may not be defined as detained persons.  
However, their human needs are real regardless of their legal status.  In determining the most 
efficient and effective religious ministry, the commander will continue to define appropriate care and 
needs with regards to the employment of available support personnel and assets.  The chaplain and 
the commander can coordinate a request for information to higher authority asking for clarification. 
The chaplain's knowledge of' the religious requirements of various faith groups and working 
relationship with religious bodies is valuable information for the commander.  As a principal advisor, 
the chaplain can provide liaison with those civilian clergy (missionary or indigenous) from within the 
displaced population.  When civilian clergies and religious leaders cannot be identified, the chaplain 
can help clarify the requirements and coordinate the required additional support with the combatant 
commander's staff or local religious bodies. 
Religious ministries perform ecclesiastic functions and provide both faith-based and 
nondenominational counseling and guidance for all personnel.  This support serves to promote the 
spiritual, religious, ethical, moral, corporate, and personal well-being of Marines, Sailors, and their 
family members thereby enhancing personal, family, and unit readiness of the Marine Corps.  
Chaplains are assigned as principal staff officers to provide commanders with professional advice 
and counsel on religious, spiritual, moral and ethical issues, as well as, indigenous and cultural 
customs that may impact planning and execution of an operation or campaign.  This task includes 
identifying professional assistance, program funding, and logistics requirements to support personnel 
within the MAGTF command element, establishing and coordinating a MAGTF Religious Ministry 
Plan that will provide the chaplain coverage to all elements.  Additional activities include providing 
required religious ministry assets to support planned or ongoing operations, assisting PVO/NGOs 
with HA/DR programs, and providing enemy of prisoners of war the appropriate religious Medical 
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personnel and chaplains are classified "detained personnel”.  Since chaplains are non- combatants, 
they are classified as “detained personnel” rather than a “prisoner of war,” and they may not take 
command.  Chaplains who are captured are not combatants and as such may expect, if the enemy 
chooses to acknowledge the Geneva Convention a different level of treatment than other POW's.  
Under the Geneva Convention chaplains are considered as "DETAINED” clergymen.  In this capacity, 
they must be utilized for ministry functions. 

6.9.1 Minis try to E nemy P ris oners  of War (E P W) P ers onnel and Detained 
P ers onnel 

RMTs are to ensure that EPWs and detained personnel: 

• Are permitted freedom of religious observances 

• Are allowed the possession of religious objects 

• Are allowed to worship services within the camp 

• Detained enemy clergy are supported with religious supplies and ecclesiastical needs 

• Detained enemy clergy are supported with transportation for ministry to working detachments 
or hospitals 

 

 
 

6.9.2 Monitor Morale 
The RMT will monitor morale of civilian detainees, evacuees, expellees, migrants, and refugees and 
provide pastoral care and support to evacuees (basic needs, reunite families and counseling).  
Recruit missionaries and other clergy to assist in providing pastoral care and support to evacuees: 

• Refugee – A civilian who, by reason of real or imagined danger, have left home to seek safety 
elsewhere.  Migrant is sometimes use with refugee; however, a migrant is a person who 
moves regularly from country, place or locality to find work  

• Evacuee – A civilian removed from a place of residence by competent authority or military 
direction for reasons of personal security or the requirements of the military situation 

6.10  S T AB IL IT Y  OP E R AT IONS   
The RMT may be involved in Stability Operations like Community Relations and Humanitarian 
Assistance Projects.  Civil Affairs, Goodwill, and Community Outreach Events like school restoration, 
medical facilities upgrades, and sporting events are part of stability operations as well.  The RMT may 
lead or assist in getting volunteers to be a part of the operations. 

NOTE 

U.S. personnel may not attend services with EPW's. 
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E ND OF  C HAP T E R  6  

E XP E DIT IONAR Y  MINIS T R Y S UP P OR T  
R eview Ques tions  
6-1.   According to Webster’s dictionary, what is the definition of “expeditionary?” 

A. To be sent on or designed for military operations aboard combat vessels 
B. To be ready for action; to be alert 
C. To be sent on or designed for military operations abroad   
D. An excursion, journey, or voyage made for some specific purpose 

6-2. How does the RMT bring religious ministry to a combat situation?  
A. Teamwork between the RP and corpsman 
B. Teamwork between  the chaplain and the RP    
C. Teamwork between the RP and administrative support personnel 
D. Teamwork between the chaplain and the corpsman 

6-3. When does the preparation for combat begin? 
A. When the deployment commences 
B. During the planning of operations 
C. Long before the battle starts  
D. Before the operation ends 

6-4. Which of the following is NOT one of the eight WORK SAFE principles of ministry?   
A. Sound management   
B. Responsive and persistent communication 
C. Appropriate and attainable tasks 
D. Economy of resources 

6-5. When is coordinated staff planning between various staff sections imperative? 
   A. The start of a deployment to the day the final pack-out is completed 

B. The beginning of the expedition to the date of return 
C. The first planning meeting to the expiration of the deployment 
D. The inception through the final debrief sessions of an operation plan    

6-6. What is the first and most important objective of ministry for a chaplain? 
A. To administer to all faiths equally 
B. To cultivate and maintain a reservoir of spiritual strength    
C. To provide sensitive ministry that focuses on pre-planned combat efforts 
D. To pursues access to pertinent ministry documents and information 
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6-7. What is the prime objective of the RMT in the preparation stages of an operational plan? 
A. The spiritual nurturing of Marines and sailors while in combat 
B. The spiritual nurturing of Marines and sailors preparing for combat   
C. Providing spiritual support one-on-one and ministry to casualties 
D. To practice how to open channels of communication to the various sections.  

6-8. What knowledge is required for the RMT to initiate and maintain open communication with the 
command about plans and movements?  
A. The operation’s tactical positions and objectives 
B. The exact number of participants in the operation 
C. An understanding of the operation’s final objective 
D. A working knowledge of communications equipment and procedures   

6-9. The WORKSAFE principle that assumes the RMT will continually assess their presence in a 
combat setting is called 
A. Responsive communication 
B. Appropriate and attainable tasks 
C. Keeping ministry appraised   
D. Sound movement 

6-10. What are the two important aspects of sound movement in the WORK SAFE principle of 
ministry?  
A. Movement should be only done when directed by higher authority 
B. Movement should be coordinated 
C. Movement should be in a collective manner 
D. Both b and c   

6-11. Which of the following ministry tasks is NOT typical in a tactical setting? 
A. Administration of Sacraments/Ordinances 
B. Keeping ministry appraised   
C. Consoling the fearful 
D. Teaching religion 

6-12. When is massing the troops for worship not appropriate? 
A. Prior to deployment 
B. In a forward tactical setting  
C. When at a casualty collection point 
D. While moving ministry locations 

6-13. What ministry is one of the most important while awaiting an oncoming battle? 
A. Counseling the troubled 
B. Administration 
C. Concise worship services 
D. Consoling the fearful   
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6-14. The Forward Thrust doctrine encourages 
A. a realistic expectation of what is logistically possible 
B. the concentrating of ministry efforts in forward combat areas 
C. the focusing of short services on small groups of people 
D. the RMT placing their own fears in perspective before reaching out to others 

6-15. The efforts to concentrate ministry in forward combat areas are influenced by 
A. The situation 
B. The mission of the command 
C. Common sense 
D. All the above   

6-16. As the RMT is making plans, what items should be kept in mind? 
A. Realistic expectations of what is logistically possible 
B. How things can change quickly in the combat environment 
C. The intent of the operation 
D. Both a and b. above   

6-17. When discussing the economy of resources, what characteristic of the RMT is very important? 
A. Must be able to travel fast and light   
B. Must be able to provide humanitarian assistance quickly 
C. Must be able to assist evacuees in a moment’s notice 
D. Must only administer to the wounded in a hospital setting  

6-18.   Humanitarian and civic assistance generally encompasses unplanned activities. 
A. True 
B. False   

6-19. Which of the following is NOT considered to be a humanitarian assistance  operation outside 
the United States?  
A. Medical, dental, and veterinary care provided in a country’s major city  
B. Construction of a rudimentary surface transportation system 
C. Rudimentary construction and repair of a small city’s public facilities 
D. Well drilling and construction of a rural city’s sanitation facilities  

6-20. Which statement is true concerning humanitarian assistance? 
A. They relieve or reduce the results of natural disasters 
B. They relieve or reduce conditions like human pain, disease and hunger 
C. They relieve or reduce adverse human condition primarily in rural America   
D. They reduce or relieve privation in countries or regions outside the United States  
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6-21. When discussing deceased personnel, what does the acronym PADD stand for? 
A. Personal disposal of the deceased’s directives 
B. Person authorized to determine disposal 
C. Program authority for deceased disposition 
D. Person authorized to direct disposition    

6-22. Who gives permission for mass burials of casualties? 
A. The Joint Military Affairs Office in the theater and the local mortuary officer 
B. The Joint Military Affairs Office in the theater and the unit’s CO 
C. The geographic combat commander and the nearest headquarters command 
D. The geographic combat commander and the Joint Military Affairs Office   

6-23. Religious Specialists are required to have basic combat, field, and expeditionary skills in order 
to be assigned by Individual Augmentation. 
A. True   
B. False 

6-24. Specific expeditionary training for an RP includes all but which of the following?   
A. Prepare a religious brief for a chaplain  
B. Facilitate ministry in combat 
C. Marine Corps martial arts program 
D. Traits and principles of Marine Corps leadership 

6-25. What damage control certifications are required for an RP in a Marine unit? 
A. Basic fire fighting 
B. Civil disorder qualifications 
C. Damage Control 301 – 312   
D. Damage Control 201 – 212 

6-26. When discussing force protection, what are the three general environments that foreign 
humanitarian assistance operations are conducted in? 
A. Patronizing, uncontrolled, and hostile 
B. Permissive, unusual, and hostile 
C. Permissive, uncertain, and hostile   
D. Permissive, uncertain, and heretic  

6-27. In Foreign Humanitarian Assistance Operations, what element does the chaplain being to the 
team? 
A. Control 
B. Completeness 
C, Ordination   
D. Order 
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6-28. When there is to be a memorial ceremony, with whom should the RP check to provide 
security? 
A. Local security forces 
B. S-3 and the Force Protection Officer  
C. S-2 and the Force Security Officer 
D. The Force commander and the Force Protection Officer 

6-29. How many safety rules are there for the M9 pistol? 
A. Two 
B. Three 
C. Four   
D. five  

6-30. When preparing for a forward deployment, where can the RP find a unit Marine’s religious 
preference? 
A. The S-1   
B. The S-2 
C. The S-3 
D. The S-4 

6-31. When compiling a list of holy days that service members may want to observe during an 
operation, which ones are included in the list?  
A. Only those of the faiths of the members in the unit    
B. All holy days that fall in the operation’s expected duration 
C. The ones most recognized and celebrated by the majority of the unit 
D. All those that are associated with the religious majority in the unit 

6-32. When developing the units Command’s Religious Program goals, what should be taken into 
account? 
A. The number of faith groups in the unit 
B. The commanding officer’s priorities  
C. The tasks the RMT does not have to be concerned with 
D. The safety features of the assigned arms 

6-33. What does the RMT design for ministry contain? 
A. Goals, needs, and costs  
B. Goals, program objectives, and support requirements  
C. Goals, implementation plan, and support requirements 
D. Goals, support requirements, and costs 
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6-34. For what reason(s) does a unit’s Religious Ministry Plan (RMP) need to be coordinated with 
the S-3?    
A. It fits within the operational plan 
B. It considers  the mission’s goals 
C. It considers the mission’s schedule 
D. All the above      

6-35. When the RMT translates planned programs into dollar amounts for the CRP budget request, 
program segments are divided into what elements? 
A. Equipment, purchased services, planned training, and possible contingency expenses 
B. Supplies, planned training, equipment, travel, and printing 
C. Supplies, equipment, possible contingency expenses, and printing 
D. Supplies, equipment, purchased services, travel, or printing   

6-36. What document does the RMT check to determine what equipment is allocated to it? 
A. Table of Consumables 
B. Table of Expenditures 
C. Table of Supplies 
D. Table of Equipment   

6-37. When planning for a mission, why should the RP order consumable supplies for the entire 
mission period? 
A. Supply has a difficult time trying to deliver consumables items to deployed units 
B. Religious consumables are often a low priority in the supply system   
C. Religious consumables are often expensive and difficult for supply to acquire 
D. Supply will not accept orders for religious consumables from a deployed unit    

6-38. Which of the following is true concerning unit mission religious needs funding? 
A. Estimate what will be needed for the mission and request funding to cover extras 
B. Determine what equipment will be needed for the mission, but estimate expected 

consumables 
C. Estimate what equipment and consumables will needed and what their costs will be 
D. Determine the mission requirements and the cost of the equipment and consumables 

before requesting funding  

6-39. When meeting with the commanding officer about the command’s religious ministry concept 
and design, what should be clearly stated concerning the RMP?    
A.   How many faith groups are in the unit 
B.  The chaplain’s specific mission needs 
C.  How it supports the command’s mission     
D.  How the RMTs funds are to be allocated  
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6-40. When preparing the RMP annex, what two officers should you work with to ensure it is 
submitted in the proper computer format?  
A.  S-1 and S-2 
B.  S-2 and S-3 
C.  S-1 and S-4 
D.  S-1 and S-3    

6-41. What is the purpose of the RMT self-assessment checklist? 
A.  To assess the number of faith groups you will have to administer to 
B.  To assess the command’s internal combat readiness   
C.  To determine the command’s supply requirements 
D.  To determine the amount of the chaplain’s budget  

6-42. Where will you find a list of what should be in an RMT mount-out box? 
A.  MCRP 6-12A, Appendix J     
B.  MCRP 6-12A, Appendix C 
C.  MCRP 6-12C, Appendix A 
D.  MCRP 6-12A, Appendix B 

6-43. What condition should a command’s mount-out box be when not on deployment?  
A.  Locked and in the chaplain’s office while awaiting replacement supplies 
B.  Locked and in the RP’s office waiting supplies for the next contingent 
C.  Complete and in a stand-by-for-contingents status 
D.  Complete and ready-for-use   

6-44. How many bibles of each faith are required to be in the Standard MAGTF Chaplain Combat 
Supply Chest? 
A.  10 
B.  20 
C.  30    
D.  40 

6-45. What document is the primary authorization document for ordering non-consumable supplies 
and equipment? 
A.  RMT Load plan 
B.  Table of equipment  
C.  Special allowance letter 
D.  Chaplain’s Combat supply chest list 

6-46. Who is the responsible officer for equipment and supplies assigned to the chaplain’s section?  
A.  The S-4  Officer, Chaplain, and RP 
B.  The Chaplain only 
C.  The RP only 
D.  Either the Chaplain or RP    
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6-47. One event that is designed to assist Marines returning home from deployment is called the/a  
A.  Warrior Transition workshop   
B.  Welcome Home briefing 
C.  Chaplain’s Post Deployment Counseling 
D.  Commander’s Post-deployment awards ceremony   

6-48. Post deployment counseling for PSTD can include 
A.  Stress, combat stress, marriage counseling, and care for the care-giver 
B.  Combat stress, care for the care-giver, critical event debrief, and marriage  counseling 
C.  Care for the care-giver, critical event debrief, stress, and marriage  counseling 
D.  Stress, combat stress, care for the care-giver, and critical event debrief    

6-49. A civilian who, by reason of real or imagined danger, has left home to seek safety elsewhere is 
called a/an  
A.  Refugee    
B.  Migrant 
C.  Expellee 
D.  Evacuee 

6-50. A chaplain who is captured and imprisoned in a combat situation by an enemy contingent is 
called a/an 
A.  Detained chaplain 
B.  Prisoner of War 
C.  Detained clergy   
D.  Special person  
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C HAP T E R  7 

F INANC E  AND AC C OUNT ING  

7.1 INT R ODUC T ION 
One of your more challenging roles as an RP is to by personally responsible for the appropriate 
maintenance and tracking of command expenditures.  This can come in the form of either 
appropriated or non-appropriated funding. 

7.2 S UP P L Y  F UNC T IONS  
The primary mission of the Navy supply system is to support the material needs of the Navy.  The 
system itself is composed of a group of activities which furnish most of the materials required to meet 
the supply needs of ships and ashore installations.  To achieve its objective of meeting the supply 
needs of the Navy, the system is responsible for the procurement, distribution, inventory control, and 
stowing of materials. 
It is important for Religious Program Specialists (RPs) to become familiar with the Navy’s supply 
system in order to enable them to meet the requirements of this system for obtaining the necessary 
support for the Command Religious Program (CRP). 
Procurement of ecclesiastical material or supplies in support of the CRP is handled through normal 
Navy and Marine Corps supply channels.  The RP will play an important role in the procurement of 
these materials.  It is imperative that the RP knows what material is authorized, where it is obtained, 
the forms used in procurement, and the correct preparation of these forms. 

7.2.1 National S toc k Number 
The RP must become familiar with and understand certain terms in order to properly use the Navy’s 
supply system.  The National Stock Number (NSN) is one such term.   
An NSN is a 13-digit stock number assigned by the Defense Logistics Services Center (DLSC), Battle 
Creek, Michigan, to identify an item of material in the supply distribution system of the United States.  
It consists of a 4-digit Federal Supply Classification (FSC) number, and a 9-digit National Item 
Identification Number (NIIN).  The FSC consists of a 2-digit FSC Group followed by a 2-digit FSC 
Class, and the NIIN consists of a 2-digit National Codification Bureau (NCB) Code number and 7 
digits which, in conjunction with the NCB Code, uniquely identify each NSN item in the Federal 
Supply Distribution System.  Figure 7-1 is an example of an NSN’s components. 
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Figure 7-1 — Example of an NSN’s Components. 

7.2.2 F ederal C atalog S ys tem 
The Defense Logistics Agency (DLA), under the general direction of the Assistant Secretary of 
Defense (Installations and Logistics), administers the Federal Catalog System which encompasses 
the naming, describing, classifying, and numbering of all items carried under centralized inventory 
control by the Department of Defense (DoD) and the civil agencies of the Federal Government.  Only 
one identifier may be used for each item for all supply functions.  The Federal Catalog System is also 
used by the North Atlantic Treaty Organization (NATO) countries. 

7.2.2.1 Material C las s ific ation  

The Federal Supply Classification (FSC) System has been designed to permit the classification of all 
items of supply used by the Federal Government.  It provides a common language so that one 
service or agency can use available materials held in stock by another component.  This common 
language serves as an economy measure for both DoD members and the civil agencies.  Instead of 
the Army, Air Force, Navy, and civil agencies each purchasing and maintaining large stocks of 
material, all of these agencies make use of centralized stocks. 

7.2.2.2 F S C  G roup 

The FSC System divides all materials into numbered groups consisting of 2 digits.  These groups or 
categories are shown in Table 7-1. 

Table 7-1 — The most commonly used FSC codes by an RMT 

Federal Supply Classification (FSC) Codes 

67 – Photographic Equipment 
70 – ADP Equipment Software, Supplies and Support Equip 
71 – Furniture 
74 – Office Machines 
75 – Office Supplies and Devices 
76 – Books, Maps, and Other Publications 
77 – Musical Instruments, Phonographs, and Home-Type Radios 
79 – Cleaning Equipment and Supplies 
80 – Brushes, Paints, Sealers, and Adhesives 
83 – Textiles, Leather, Furs, Apparel and Shoes, Tents, Flags 
99 – Miscellaneous 
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7.2.2.3 F S C  C las s   

Stock groups cover rather broad categories of material.  Therefore, they are divided into classes to 
differentiate types of material within a stock group.  These classes consist of a 2-digit number.  Table 
7-2 shows the class breakdown for FSC Group 99.  Note that ecclesiastical equipment, furnishings, 
and supplies are listed under FSC number 9925. 

Table 7-2 — The breakdown of Group 99: Miscellaneous classification 

Group 99: Miscellaneous 

9905 Signs, Advertisement Displays, and Identification Plates – Includes Electric Signs; Sign 
Boards; Display Stands; Mannequins and other display forms; Printed Signs; General Purpose 
Identification Tags and Blanks, Non-personal; Plates and Tags for specific applications 

9910 Jewelry – Includes Jeweler’s Findings; Precious Stones, Cut; Costume Jewelry; Natural Gems 
and Ornamental Stones, Cut.  Excludes Watches; Clocks; Tableware; Scientific Instruments; 
Toilet Articles; Smoker’s Articles 

9915   Collectors/Historical Items – Includes Stamps; Rare Books; Works of Art; Coins;  Antiques 

9920 Smokers Articles and Matches – Includes Cigarette Lighters; Lighter Fluid; Pipe Reamers; Ash 
Trays; Tobacco Humidors; Packaged Cigarette Paper 

9925 Ecclesiastical Equipment Furnishing and Supplies – Includes Vestments; Altars; Communion 
Sets; Ecclesiastical Candelabra; Chalices; Patens; Altar Cloths; Ecclesiastical Statuary; 
Sacramental Wine 

9930 Memorials - Cemetery and Mortuary Equipment and Supplies – Includes Grave Markers; 
Burial Vaults; Burial Urns; Caskets; Burial Boxes; Mortician’s Supplies; Monuments; Casket 
Shipping Cases. 

9998 Nonfood Items for Resale 

9999 Miscellaneous Unclassifiable Items – Includes only those items which cannot conceivably be 
classified in any existing classes. 

7.2.2.4 National C las s ification B ureau C ode 

A National Codification Bureau (NCB) Code is a 2-digit code which is included as the fifth and sixth 
digits of a National Stock Number or NATO Stock Number.  It identifies the country that assigned the 
stock number or it indicates that the stock number is used by two or more countries.  The NCB codes 
currently assigned are listed in Afloat Supply Procedures, NAVSUP P-485.  The NSNs assigned by 
the United States use NCB codes “00” and “01”. 

7.2.3 National Item Identific ation Number  
As stated previously, the National Item Identification Number (NIIN) is a 9-digit number which 
identifies each item in the Federal Supply Distribution System.  The NIIN is especially important when 
ecclesiastical supplies are ordered.  Table 7-3 shows the same item (Candle, votive) under three 
distinct NSNs.  The FSC (9925) is the same, but the NIIN is quite different, indicating that the items 
are unique with respect to each other.  To place an order, the RP would need to know exactly what 
type of votive candle was needed.   

https://www.navsup.navy.mil/ccpmd/air_card/policies/P485%20CHAP%203%20PART%20C%20AVIATION%20FUEL_FINAL%20101405.pdf�
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Table 7-3 — Votive candle under three distinct National Stock Numbers 

NSN ITEM DESCRIPTION 

9925-00-
202-4416 

 

CANDLE, VOTIVE: FIIG A23900: GENERAL CHARACTERISTICS ITEM 
DESCRIPTION 51 PCT BEESWAX: 15 HRS MIN BURNING TIME: PKG PER 36 BX: 
SPEC/STD CONTROLLING DATA, MANUFACTURERS CODE 81349, NON-
DEFINITIVE GOVERNMENT SPEC/STD REFERENCE MILC40638, 
MANUFACTURERS CODE 81349, NON-DEFINITIVE GOVERNMENT SPEC/STD 
REFERENCE TYPE2CLASS1SIZE2 

9925-00-
202-4417 

 

CANDLE, VOTIVE: FIIG A23900: GENERAL CHARACTERISTICS ITEM 
DESCRIPTION CONSISTS OF ENTIRELY OF WAX: 10 HRS MIN BURNING TIME: 
PACKAGE DATA: 36, UNIT OF QTY, BOX: SPEC/STD CONTROLLING DATA, 
MANUFACTURERS CODE 81349, NON-DEFINITIVE GOVERNMENT SPEC/STD 
REFERENCE MILC40638 

9925-00-
202-9857 

CANDLE, VOTIVE: FIIG A23900: GENERAL CHARACTERISTICS ITEM 
DESCRIPTION CONSISTS OF ENTIRELY WAX, 7 DAY MIN BURNING TIME: 
FURNISHED IN GLASS CUP: PACKAGE DATA: 12, UNIT QTY, BOX: SPEC/STD 
CONTROLLING DATA, MANUFACTURERS CODE 81349, NON-DEFINITIVE 
GOVERNMENT SPEC/STD REFERENCE MILC40638 

7.2.4 C ommand R eligious  P rogram Material 
Besides office supplies listed under FSC Group 75, the command chaplain and RP are primarily 
concerned with the FSC groups and specific classes shown in Table 7-4.  Most of the supplies that 
are used in support of the Command Religious Program are ordered under FSC 9925.  The 
personnel in the supply department should be consulted when an order is placed for any supplies.  
They maintain the most up-to-date publications and documents which provide current prices as well 
as other pertinent ordering information. 

Table 7-4 — FSC groups and specific classes of primary concern to the Religious Program 
Specialist 

GROUP 71: Furniture 

7195 – Miscellaneous Furniture and Fixtures: Includes Stone, Clay and Concrete Furniture; 
Auditorium and Theater Furniture; Library Furniture; Cashier Stands.  NOTE: Chapel bulletin 
boards are ordered under this FSC. 

GROUP 77: Musical Instruments, Phonographs, and Home-Type Radios 

7710 – Musical Instruments: NOTE: Organs are ordered under this FSC. 

GROUP 83: Textiles, Leather, Furs, Apparel and Shoe Findings, Tents, and Flags 

8345 – Flags and Pennants: Includes Signaling Flags, Flagstaffs; Signal Shapes; Flagpoles; 
Flagstaff Trucks; Speed Cones; Flagstaff Belts; Semaphore Flags.  NOTE: Church pennants are 
ordered under this FSC. 

GROUP 99: Miscellaneous 

9925 – Ecclesiastical Equipment, Furnishings and Supplies: Includes Vestments; Altars; 
Communion Sets; Ecclesiastical Candelabra; Chalices; Patens; Altar Cloths; Ecclesiastical 
Statuary; Sacramental Wine: NOTE: The majority of the supplies in support of the Command 
Religious Program (CRP) are ordered under this FSC. 
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7.3 S UP P L Y  P UB L IC AT IONS  AND DOC UME NT S  
In order to properly use the Navy’s supply system, it is necessary for the RP to become familiar with 
certain supply publications and documents.  Most of these publications and documents are 
maintained by the personnel in the supply department.  However, the RP should have a basic 
understanding and knowledge of the publications pertinent to meeting the needs of the Command 
Religious Program.  In the next few sections, a number of publications and documents will be 
explained briefly.  Be sure to consult the personnel in the supply department for more detailed 
information when necessary. 

7.3.1 Operating P roc edures  Manual MIL S T R IP /MIL S T R AP  (NAV S UP  P -437) 
Naval Supply Publication 437 (NAVSUP P-437) promulgates policy and procedures related to the 
Military Standard Requisitioning and Issue Procedures (MILSTRIP) and the Military Standard 
Transaction Reporting and Accounting Procedures (MILSTRAP).  This publication serves as a 
comprehensive reference for those personnel involved in the preparation of MILSTRIP documents.  
Examples of MILSTRIP requisitioning related to the ordering of ecclesiastical supplies in support of 
the CRP will be provided later in this chapter.  NAVSUP P-437 is not distributed to afloat units.  This 
publication is maintained in the supply department. 

7.3.2 MIL S T R IP /MIL S T R AP  Des k G uide (NAV S UP  P -409) 
Since NAVSUP P-437 is such a comprehensive publication, the MILSTRIP/MILSTRAP Desk Guide 
(NAVSUP P-409) is published for usage by department and division personnel as a handy reference 
in the preparation of MILSTRIP and MILSTRAP documents.  This small booklet contains formats and 
code definitions used on a daily basis.  The RP should ensure that a copy is maintained in the office 
of the chaplain at all times. 

7.3.3 Afloat S upply P roc edures  (NAV S UP  P -485) 
Naval Supply Publication 485 (NAVSUP P-485) establishes policies for the operation and 
management of afloat supply departments and activities operating under afloat procedures.  Since 
NAVSUP P-437 is not distributed to afloat units.  NAVSUP MILSTRIP/MILSTRAP procedures for fleet 
usage as MILSTRIP/MILSTRAP SUP P-485 is maintained in the ship’s supply department. 

7.3.4 F leet Us e of MIL S T R IP  (NAV S UP INS T  4235.3) 
Fleet Use of MILSTRIP (NAVSUPINST 4235.3) serves the same purpose as NAVSUP P-409.  It is 
designed for usage by department and division personnel of afloat units because of the bulkiness of 
NAVSUP P-485.  In addition, it is designed to be used for the indoctrination and training of fleet 
personnel in MILSTRIP procedures.  It is larger than the MILSTRIP/MILSTRAP Desk Guide and 
contains illustrations and explanations.  The RP should ensure that a copy of this instruction is 
maintained in the office of the chaplain as a handy reference. 

7.3.5 Defens e L ogis tics  Agenc y C ataloging Handbooks  
The Defense Logistics Agency Cataloging Handbooks are documents which contain a complete 
listing of assigned FSC groups and classes.  These numbered handbooks (H2-1, H2-2, and H2-3) are 
maintained in the supply department.  The illustrations shown in Tables 7-1 and 7-2 were extracted 
from these handbooks. 

http://www.fmo.navy.mil/docs/REPORTING/dcm/NAVSUP_Publ-409_Condition_Codes.pdf�
https://www.navsup.navy.mil/ccpmd/air_card/policies/P485%20CHAP%203%20PART%20C%20AVIATION%20FUEL_FINAL%20101405.pdf�
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7.3.6 Navy Interes t Identific ation L is t (IL ) 
The Navy Interest Identification List (IL) is a document which provides technical characteristics and 
other identifying data for all items contained in the Federal Supply Classification System.  This list is 
maintained in the supply department.  If detailed information is needed on specific items, the RP 
should consult the personnel in the supply department.   
The Religious Program Specialist should consult the personnel in the supply department whenever 
the Identification List (IL) is utilized to ensure that a proper interpretation is made when supplies are 
ordered.  This is especially important when ecclesiastical supplies are ordered in support of the CRP. 

7.3.7 G eneral S ervic es  Adminis tration (G S A) C atalog 
The General Services Administration (GSA) is responsible for cataloging nonmilitary items in general 
use by both military and civil agencies of the United States.  This administration publishes the GSA 
Supply Catalog which is a handy reference used in identifying numerous supply items.  This catalog 
is designed to be used primarily by the civil agencies, but is available to the RP if necessary.  
Because of the numerous, unrelated items in stock, the GSA Supply Catalog is published in five 
volumes which are listed below:  

• GSA Supply Catalog Guide 

• GSA Furniture Catalog 

• GSA Industrial Products Catalog 

• GSA Office Products Catalog 

• GSA Tools Catalog 
The GSA Supply Catalog Guide serves as a master reference for the four commodity-oriented 
volumes.  These volumes are maintained in the supply department and are used when an item 
cannot be found in the previously mentioned IL or when additional information is required on a 
specific item.  Also, the GSA Guide provides information on the regional offices and their individual 
areas of responsibility.  Remember, this segment of the supply system is designed primarily for use 
by the civil agencies.  The RP should use normal Navy supply channels if at all possible. 

7.3.8 C ivilian E c cles ias tic al S upply C atalogs   
These catalogs, which provide a comprehensive list of church goods, vestments, and articles of 
devotion, are published by private companies.  Normally, items ordered from these companies cost 
more than the same items carried in the Federal Supply Classification System.  If an item is needed, 
and cannot be procured using the FSC System, then these companies are sources of supply.  The 
personnel in the supply department can explain how an order is placed with these companies when 
necessary. 

7.4 MIL S T R IP  R E QUIS IT IONING  
The Military Standard Requisitioning and Issue Procedures (MILSTRIP) System was developed to 
provide a common language for requesting and supplying material within the Army, Navy, Air Force, 
Marine Corps, and the General Services Administration (GSA).  NAVSUP P-437, NAVSUP P-409, 
NAVSUP P485, NAVSUPINST 4235.3 and the GSA Catalog, which were previously explained, 
establish guidelines and procedures for using the MILSTRIP System. 
A vital and integral part of the MILSTRIP System is the Uniform Material Movement and Issue Priority 
System (UMMIPS).  UMMIPS was established to ensure that material requests are processed in 
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accordance with the military importance of the requesting activity and the urgency of that activity’s 
needs.  This system provides the method of assigning priorities for the issuing and movement of 
material.  Most of the items that need to be acquired for use in the CRP are obtained on a routine 
basis.  Therefore, the chaplain and RP need to plan program requirements well in advance to ensure 
that ecclesiastical supplies are available when needed. 
The Logistics Specialist (LS) in the supply department is extensively involved with the preparation 
and processing of MILSTRIP documents.  A Religious Program Specialist need not become an expert 
in using this system.  However, it is important for the RP to know how to properly prepare a 
requisition form.  The RP should study and learn how to use MILSTRIP procedures and codes as 
they pertain to fulfilling the requirements of the Command Religious Program.   
MILSTRIP requisitioning is based upon the use of a coded, single line item document for each supply 
transaction.  The documents listed below are some of the forms that are used for MILSTRIP 
requisitioning: 

• DD Form 1348 – Department of Defense Single Line Item Requisition System Document 
(Manual) 

• DD Form 1348m – Department of Defense Single Line Item Requisition System Document 
(Mechanical) 

• NAVSUP Form 1250-1 – Single Line Item Consumption/Requisition Document (Manual) 
The manually-prepared DD Form 1250-1 is a consumption document used primarily by all non-
automated ships of the submarine forces as a MILSTRIP requisition document.  DD Form 1348m is a 
standard electric accounting machine (EAM) card which is used by automated ships with computer 
card punch equipment.  This mechanically produced form is similar to the manually produced DD 
Form 1348 except for a few minor differences.  DD Form 1348 is the requisition form that most RPs 
will be preparing when ecclesiastical supplies are ordered.  Therefore, this form will be used for 
explanation purposes in the next few sections.  

 

 
 

The personnel in the supply department will assist the RP in determining when it is necessary to use 
a DD Form 1149.   

7.4.1 P reparation of the DD F orm 1250-1 
The manually prepared DD Form 1250-1 is a consumption document used primarily by all non-
automated ships of the submarine forces as a MILSTRIP requisition document.  DD Form 1348m is a 
standard electric accounting machine (EAM) card which is used by automated ships with computer 
card punch equipment.  This mechanically produced form is similar to the manually produced DD 
Form 1348 except for a few minor differences.  DD Form 1348 is the requisition form that most RPs 
will be preparing when ecclesiastical supplies are ordered.  Therefore, this form will be used for 
explanation purposes in the next few sections.   
The personnel in the supply department will assist the RP in determining when it is necessary to use 
a DD Form 1149.   

NOTE 

The Requisition and Invoice/Shipping Document, DD Form 1149, is 
used as the procurement document for items excluded from MILSTRIP. 
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7.5 INV E NT OR Y  F UNC T IONS  
The term “inventory” is defined as either the quantity of stock on hand for which stock records are 
maintained; or, the function whereby material on hand is physically inspected and counted, and stock 
records are reconciled accordingly.  The RP plays a vital part in accounting for supplies and material 
once they have been procured.  However, advisory assistance for inventorying the material in the 
custody of the office of the chaplain should always be, obtained from the personnel in the supply 
department.   
The next few sections will be devoted to defining certain inventory terms; and, to explaining some of 
the requirements and procedures for conducting an inventory of supplies and material. 

7.5.1 E quipage 
Equipage is a term applied to items that are not consumed in use, and are usually of greater value 
and have a longer life than supplies.  There are two types of equipage: controlled equipage and other 
equipage. 

7.5.1.1 C ontrolled E quipage 

Controlled equipage consists of items which require increased management control due to high cost, 
vulnerability to pilferage, or importance to the command’s mission.  Tape recorders, calculating 
machines, and typewriters, either manual or electric, are a few examples of controlled equipage.  The 
personnel in the supply department maintain a master list, by department, of all controlled equipage 
for each command.  The RP should keep accurate records to ensure that the controlled equipage 
maintained in the office of the chaplain matches the master list maintained in the supply department.  
This can be accomplished through the maintenance of an index card file system or by other similar 
methods.  Table 7-5 illustrates an example of an Excel Spreadsheet method of accounting for 
controlled equipage.  The RP should check all the items of controlled equipage in the index card file 
for the Command Religious Program with the master list maintained in the supply department to 
ensure that these two lists reflect the same information. 

Table 7-5 — Sample controlled equipage inventory 
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7.5.1.2 Other E quipage 

Other equipage consists of items which are not controlled and are procured in the same manner as 
other operating space items (consumable supplies).  Requests for other equipage items are 
submitted directly to the supply activity as in the case of the “Candle lighter and Snuffer” which was 
ordered from the Defense General Supply Center, Richmond, Virginia. 

7.5.1.3 C onduc ting the Inventory 

Inventory schedules are prepared for a full year by the supply officer prior to the commencement of 
each fiscal year.  The command chaplain and RP should know well in advance when an inventory of 
supplies and equipage will be conducted in their spaces.  Prior to the scheduled date of the inventory, 
the RP should check and see that all controlled equipage in the office of the chaplain is accounted for 
prior to the actual inventory.  Also, consumable supplies should [always] be neatly arranged to 
expedite counting of items. 
The key to an efficient inventory is to be prepared in advance.  This advanced planning enables the 
Command Chaplain and RP, working with the personnel in the supply department, to ensure that the 
office of the chaplain meets the Navy’s established inventory requirements. 

7.6 HOW T HE  NAV Y  G E T S  IT S  MONE Y  
Supply functions and inventory procedures were covered in the preceding segment.  This segment 
will be devoted to explaining how the Navy gets its money, the system used to account for it, and the 
part that the Command Religious Program (CRP) plays in utilizing its portion of the command’s 
budget. 
Each year the Navy must have billions of dollars to carry out its mission and this money comes from 
the taxpayers of the United States as determined by Congress.  Therefore, the Navy must keep 
detailed accounts to show the receipt and expenditure of public funds; the amount of Government 
money, materials, and property on hand; and, the cost of all operations.  These accounts are broken 
down by projects, programs, and various other functional categories.  All of these categories are a 
part of financial management and are necessary to ensure that Government property and money are 
used economically in the public interest. 
The RP needs to become familiar with various budgeting and accounting procedures in order to 
assist the command chaplain in utilizing that portion of the budget which is allocated to the CRP.   

7.6.1 Appropriations  
An appropriation is an authorization by an Act of Congress to incur obligations for a specified time 
and purpose, and to make payments out of the Treasury of the United States.  It is in this manner that 
the Navy receives money to pay for ships and the cost of their operation and maintenance; the cost of 
training and paying the personnel who operate them; and, the money to operate the shore 
establishment needed to support the fleet. 
As previously stated, the Navy must keep detailed accounts to show the receipt and expenditure of 
public funds.  This is accomplished by observing a yearly accounting cycle.  The accounting period 
for the Navy is the fiscal year which differs from the calendar year in that it begins on 1 October and 
ends the following 30 September.  Thus, fiscal year 2010 began on 1 October 2009 and ended on 30 
September 2010. 
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7.6.2 T ypes  of Appropriations  
Three types of appropriations may be used in the Navy depending on the purpose for which they are 
issued.  Most appropriations are for one year and are used to finance the normal operating costs of 
the Navy.  Other types may be granted without a time limitation or for a specific period of time of more 
than one year’s duration.  RPs will normally work with appropriations which are for one year only.  
The next few sections will be devoted to explaining the three types of appropriations: 

• Annual 

• Continuing 

• Multi-year 

7.6.2.1 Annual Appropriation 

An annual appropriation, which is of primary concern to the RP, generally covers the current 
operating and maintenance expenses of the Navy.  This appropriation becomes available at the 
beginning of the fiscal year stated in the appropriation act.  Once the act is passed, funds may be 
either directly expended or obligated throughout the fiscal year. 
After the end of the fiscal year, each command must return any unobligated funds to the United 
States Treasury through proper Navy channels.  Prudent management by the command chaplain and 
RP of the CRP allocation will ensure that the various programs conducted throughout the year have 
sufficient money to operate.  Also, continuity from one fiscal year to the next will be maintained if 
careful planning and close adherence to the budget is observed. 

7.6.2.2 C ontinuing Appropriation 

A continuing appropriation is available for incurring obligations until the purpose for which the 
appropriation was made is accomplished.  This type of appropriation is often referred to as a “no-
year” appropriation.  Construction projects such as the building of a new chapel complex would 
probably be financed by this type of appropriation. 
Continuing appropriations become available at the beginning of the fiscal year following the passage 
of the appropriation act or may become available immediately when specified in the act.  Each 
command must return any unobligated funds to the United States Treasury through proper Navy 
channels once the purpose of the continuing appropriation has been accomplished.   

7.6.2.3 Multiple-Y ear Appropriation 

A multiple-year appropriation is generally made for purposes which require a long lead time in 
planning and execution.  Procurement of aircraft/missiles and shipbuilding/conversion are examples 
which require multiple-year appropriations. 
This type of appropriation becomes available for obligation and expenditure at the beginning of the 
fiscal year designated in the appropriation act unless otherwise stated in the act.  A multiple-year 
appropriation is available for incurring obligations only during the fiscal years specified in the act. 
Each command must return any unobligated funds to the United States Treasury through proper 
Navy channels at the end of the last fiscal year included in the multiple-year appropriation or when 
the appropriation expires for obligation purposes. 
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7.6.3 S tatus  of Appropriations  
Appropriations are referred to as current, expired, or lapsed.  The personnel in the supply department 
will provide the RP with assistance in determining the status of any appropriation.  A brief description 
of the three status terms: 

• Current Appropriation – An appropriation which is available for incurring obligations and 
making disbursements during the current fiscal year. 

• Expired Appropriation – An appropriation which is no longer available for incurring obligations, 
but which remains available for disbursements to liquidate existing obligations. 

• Lapsed Appropriation – The undisbursed balance of an appropriation which by law is no longer 
available for disbursement. 

7.7 F UNDS  
Funds are sums of money or other resources which are established for a specific purpose.  Two 
types of funds are used extensively throughout the Navy and RP’s need to understand how and why 
they are used.  The two types of funds are revolving and trust. 

7.7.1 R evolving F unds  
A revolving fund is established to provide working capital for the Navy.  Money is paid for the 
procurement of materials and services; and, is reimbursed when these materials and services are 
received or sold to local Navy commands.  There are various types of revolving funds.  A brief 
description of several types will be provided in the following sections. 

7.7.1.1 Navy S toc k F und (NS F ) 

It is not practical for each activity in the Navy to purchase all of its operating requirements directly 
from commercial suppliers.  The Navy Stock Fund (NSF) exists for this reason.  It provides the 
necessary capital to finance the purchase and maintenance of stocks of common supply items which 
are required for the support and operation of the entire Navy.  Basic capital (money) for the NSF is 
made available by Congress in much the same manner as appropriations.  The total value of the NSF 
is reviewed annually by Congress and is adjusted accordingly to meet current operating 
requirements. 
The RP needs to be familiar with certain charges and credits which are applied to the NSF.  Although 
record keeping of the charges and credits for each command is the primary responsibility of the 
storekeeper in the supply department, a basic understanding of NSF financial responsibilities will 
enhance the RP’s understanding of the Navy supply system. 

7.7.1.1.1 Navy S toc k F und Us e 

The NSF fulfills its role as a revolving fund by purchasing designated supplies from commercial 
sources, the Defense Logistics Agency (DLA), the General Services Administration (GSA), and the 
Departments of the Army and Air Force.  These supplies may be charged against a specific 
appropriation or sold for cash.  The NSF is reimbursed for supplies when they are issued or sold.  
While these supplies are being held (waiting to be sold), they are maintained in the Navy Stock 
Account (NSA). 
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7.7.1.1.2 Navy S toc k Ac c ount 

The Navy Stock Account is an inventory account and is an integral part of the NSF.  It serves as the 
“holding account” for NSF-procured supplies until they are sold.  Thus, the total value of the NSF 
actually consists of money on hand plus the value of the supplies maintained in the NSA. 

7.7.1.1.3 Navy S toc k F und Operation 

Figure 7-2 shows the basic operation of the NSF.  A brief description of the numbered steps in this 
figure is shown below: 

 

Figure 7-2 — Navy stock fund operation. 

• Phase 1 – Material is purchased by the NSF from commercial suppliers, the Defense Logistics 
Agency (DLA), the Departments of the Army and Air Force, and the General Services 
Administration (GSA)  

• Phase 2 – The suppliers in step 1 deliver material to designated naval supply activities where it 
is held in the inventory account (Navy Stock Account) until requested-by a Navy customer 

• Phase 3 – An organization in the Navy (a ship in this explanation) needs to replace material 
which has been used in its operations.  A requisition (DD Form 1348) is submitted to the 
appropriate supply activity requesting the material   
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• Phase 4 – The ship in step 3 forwards a copy of the requisition document to the appropriate 
Fleet Accounting and Disbursing Center (FAADC) for use in performing the ship’s official 
operating target (OPTAR) accounting.  The FAADC reduces the ship’s budget by the amount 
of the DD Form 1348.  Operating targets will be explained later in this chapter 

• Phase 5 – The material is issued to the ship by the appropriated supply activity 

• Phase 6 – The supply activity submits a “Report of Fund Authorization” (NAVCOMPT Form 
2074) with a supporting “Financial Detail Card” (NAVSUP Form 1162) to the appropriate 
FAADC authorizing the FAADC to charge the ship’s OPTAR the amount of the material which 
was requested.  This provides the FAADC with a cross-check mechanism to compare the 
amount on the ship’s DD Form 1348 with the amount on the NSA’S NAVCOMPT Form 2074 
and NAVSUP 1162 

• Phase 7 – The NSF is credited the amount of the requisition, thus completing the cycle 
Religious Program Specialists should realize that they play an important role in the proper utilization 
of the Navy Stock Fund (NSF).  The information which is inserted in the data blocks and card 
columns provides the NSF with pertinent information which aids it in keeping material readily 
available.  All of the information on DD Form 1348 is important.  However, the most critical 
information to both the customer and the NSF is contained in card column 44 (DEMAND).  This 
section informs inventory managers at the various stock points which items must be replenished for 
the next year.  As stated previously, the two codes which the RP will use the most often are “R” and 
“N.”  

7.7.1.2 Navy Indus trial F und (NIF )*  

The Navy Industrial Fund (NIP) is a revolving fund which is used to finance the cost of maintaining 
and operating industrial commercial-type activities such as naval shipyards.  Basically, the NIF serves 
the same purpose as the Navy Stock Fund which was explained earlier in this chapter.  The major 
charges that are credited to this fund are:  

• Civilian labor 

• Material purchases 

• Travel of personnel 

• Transportation of material 

• Cost of utilities 

• Equipment/property rental  
* The RP will not be directly involved with this type of fund but should be aware that it exists. 

7.7.1.3 Naval Working F und (NWF ) 

The Naval Working Fund (NWF) provides a single permanent revolving fund for financing all work 
which is not chargeable to some current naval appropriation.  Advance funds are deposited to the 
NWF for work or services that are to be furnished by the Navy.  For example, the pay and allowances 
for sailors from an allied government which are embarked aboard U.S. Navy ships for training are 
deposited by their government in the NWF.  The sailors are then paid their salaries out of this fund.  
The RP will probably not be involved in using this fund.   
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7.7.1.4 Navy Management F und (NMF )  

This fund is used for the economical and efficient completion of Navy operations which are financed 
by two or more appropriations when the costs of these operations cannot be credited immediately to 
the specific appropriations.  Paying for the shipment of household goods is an example of a charge 
which would be financed by the NMF.  The RP should know that this fund exists even though the 
CRP will not be directly involved with using this fund. 

7.7.2 T rus t F unds  
Trust funds are used in accordance with the guidelines specified by an Act of Congress; or, under the 
terms of a special agreement with private contributors.  Public contributions which are received for the 
purpose of maintaining the USS Arizona Memorial at Pearl Harbor, Hawaii, Figure 7-3, is an example 
of a trust fund. 
Another very important trust fund with which the RP should be familiar is the fund that receives its 
money from the sale of merchandise in the ship’s store.  This fund helps provide recreation and 
entertainment for enlisted personnel from the profits which are accumulated through sales of 
merchandise.  Therefore, the RP should purchase items in support of the CRP from the ship’s store 
whenever possible.   

 

Figure 7-3 — USS ARIZONA Memorial located at Pearl Harbor, Hawaii. 

7.7.3 Nonappropriated F und 
This type of fund will be explained more fully in Chapel Fund Accounting.  However, a brief 
explanation here will show the difference between appropriated and nonappropriated funds.  A 
nonappropriated fund differs from an appropriated fund in that it comes from sources other than 
congressional appropriation.  The Command Religious Program chapel fund is usually the only type 
of nonappropriated fund with which a chaplain and the RP are associated.  Chapel funds are 
established by authority of the commanding officer and are to be used for projects of a religious and 
humanitarian nature.  Normally all expenditures will reflect the desires of the donors.  However, it 
should be noted that the commanding officer reserves the right to approve or disapprove any 
expenditure from these funds. 

7.7.4 S ourc es  of R evenue 
Voluntary offerings and contributions received at religious services constitute the major source of 
revenue for CRP chapel funds.  Other sources of revenue are: 

• Designated contributions from individuals or organizations for the support of religious 
programs, projects, or charitable causes 
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• Proceeds from the authorized sale of CRP chapel fund property 

• Grants from the Chief of Chaplains fund or other nonappropriated funds 

7.7.5 Dis burs ements  
Disbursements of CRP chapel funds will be made for purposes consistent with the desires of the 
commanding officer and the intentions of the contributing group as mentioned previously.  
Organizations such as Protestant and Roman Catholic advisory councils usually represent their 
particular groups in determining the expenditure of funds.  Appropriate expenditures include, but are 
not limited to, the following: 

• Donations to missions and religious outreach projects 

• Donations to charitable and relief projects 

• Expenses incurred in connection with social service and community service enterprises 
sponsored by the CRP 

• Expenses incurred in connection with fellowship activities such as dinners and outings  
Logistical support for the Command Religious Program is provided through the use of appropriated 
funds.  CRP chapel funds WILL NOT be used for paying salaries of support personnel, the purchase 
of literature and material, printing costs, administrative expenses, or any other expense for which an 
appropriated fund exists.  Supplementary items and services required for the CRP and not available 
from official sources may be purchased through the use of command chapel funds.  However, the 
following expenditures or obligations are specifically prohibited: 

• Loans to individuals 

• Purchases of motor vehicles 

• Purchases of stocks, bonds, or other such investments 

• Oblations or commitments in excess of current cash assets of the fund 
The accounting procedures for a nonappropriated CRP chapel fund are explained in section 1.10, 
Religious Offering Fund Accounting. 
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Figure 7-4 — NAVCOMPT Form 2155 Requisition / OPTAR Log. 

7.8 OP E R AT ING  T AR G E T S  
The term “Operating Target” (OPTAR) is defined as an estimate of the amount of money which will be 
required by a ship, staff, squadron, shore installation, or other unit, to perform its assigned mission.  
An OPTAR has to do specifically with the purchase of supplies and equipage and is available for 
spending during a single fiscal year.  As stated previously, a fiscal year starts on 1 October and ends 
the following 30 September.  Therefore, the OPTAR for a specific year expires when that year ends 
on 30 September.  This means that new orders for material may not be placed using the OPTAR for 
the expired fiscal year.  The Command Chaplain and RP should check periodically throughout the 
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fiscal year with the personnel in the supply department to ensure their accounting records are in-line 
with the Supply/ Budgeting Office financial records for the current fiscal year. 
Commanding officers are responsible for the proper and effective utilization of OPTAR funds.  The 
supply officer is responsible for maintaining OPTAR records and submitting status and transaction 
reports to the commanding officer.  In discharging this responsibility, the supply officer relies on the 
storekeeper who performs the task as the OPTAR record keeper.  This designated individual 
maintains the Requisition/OPTAR Log (NAVCOMPT Form 2155) (Figure 7-4).  It is very important 
that all departments aboard ship or at a shore installation maintain a close liaison with both the supply 
officer and OPTAR record keeper to ensure that accurate records are kept.  The command chaplain 
must assume responsibility for the proper utilization of the OPTAR funds which are allocated to the 
office of the chaplain. 
The RP will be expected to oversee the expenditures within the office of the chaplain or, at least, will 
be assigned accounting responsibilities for the CRP OPTAR.  Through careful planning and strict 
adherence to locally established OPTAR procedures, the RP will be able to contribute significantly to 
the overall mission of the ship or command.  The RP should seek advice from the personnel in the 
supply department whenever needed. 

7.9 C OMMAND R E L IG IOUS  P R OG R AM (C R P ) B UDG E T ING  
The preceding sections of this chapter were devoted to explaining congressional appropriations, 
revolving and trust funds, nonappropriated funds, operating targets, and the use of civilian clergy in 
fulfilling the needs of the CRP.  Although this financial overview was important, the chaplain and RP 
need to remember that the CRP receives its direct support, both facilities and operating funds, from 
the local command.  It is the responsibility of the Command Chaplain to manage the assets which are 
allocated for the Command Religious Program.  Therefore, it is imperative that the RP keep the 
Command Chaplain informed on matters relating to expenditures which are incurred in carrying out 
the functions of the CRP.  This action could be the key to ensuring that a successful program is 
established and maintained. 
Navy and Marine Corps commands utilize local operation and maintenance funds for the support of 
the CRP.  These funds are often limited and adequate money to satisfy all requirements normally are 
not available.  Consequently, priorities could change and certain projects may have to be eliminated 
altogether.  This means that detailed attention must be given to the determination of need, the 
selection of goals, and the establishment of priorities to bring the Command Religious Program into 
line with available resources. 
The CRP operates within the framework of a three-stage planning, programming, and budgeting 
system.  These processes will be explained in the next few sections. 

7.9.1 P lanning P roc es s    
Planning is the conscious process of selecting and developing the best course of action in order to 
accomplish an objective.  A viable program requires that the chaplain and RP develop realistic plans 
and programs.  Planning in the Department of Defense system is normally projected five years in the 
future.  This advanced planning requires that planners carefully study anticipated trends and 
changes, make an assessment of needs, and prepare a broad-scoped plan which defines specific 
goals. 

7.9.2 P rogramming P roc es s   
Programming is the process of translating program support requirements into personnel and material 
resource requirements.  The office of the chaplain must operate within the management system used 
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by a command in order to function effectively.  This can be done most easily by maintaining close 
contact with the Commanding Officer, supply officer, comptroller, and others who are key planners in 
the budgeting cycle. 

7.9.3 B udgeting P roc es s   
Budgeting is the process of translating approved resource requirements, both personnel and material, 
into time-phased financial requirements.  The overall budgeting process consists of the following 
steps: 

• Determine the needs – It is important at this point to show that the requirements of the 
Command Religious Program are basic to the needs of the station or unit.  This relates the 
mission of the CRP to the mission of the command 

• Plan the program – This includes the beginning of the planning stage, which involves the 
tedious assembly of facts, and the realistic setting of goals which frequently will have to be 
developed within a limited budget figure 

• Match goals with funds – This is the translation of the planned program into actual dollar 
figures.  Program segments are subdivided in this step into expense elements such as travel, 
purchased services, supplies, equipment, printing, etc. 

• Submit the budget – The budget should be submitted well in advance of the command’s 
established time schedule.  Early submission enables the Commanding Officer to carefully 
scrutinize the CRP budget without having to “rush” through the data 

• Implement the program – This involves putting the funded program into operation.  A 
continuous review must be performed throughout the fiscal year; and, reprogramming must be 
implemented when required 

• Study the results – The office of the chaplain is provided a clear image of future directions by 
keeping abreast of the present situation.  A carefully planned budget serves as a constant 
reminder of the necessary steps to accurately forecast future requirements   

• Maintain a diary – Actual item expenditures should approximately match those originally 
planned and programmed.  The CRP’s budget diary is developed from this matching process 
and assists in supporting future requests 

7.10 R E L IG IOUS  OF F E R ING  F UND (R OF ) AC C OUNT ING  
In the preceding segment, many aspects of the budgeting process were discussed.  The command 
chaplain and RP are normally involved with monetary management of the Command Religious 
Program (CRP) chapel fund which is a nonappropriated fund established by authority of the 
commanding officer.  Donations to the chapel fund may come from a number of different sources.  
Since the major portion of these funds comes from voluntary contributions, this segment will be 
devoted primarily to a discussion of the appropriated fund accounting procedures utilized to manage 
these contributions.   
General policy guidance for accounting for CRP chapel funds is provided in NAVSO P-3519 
(Nonappropriated Fund, General Financial Management, Policies and Principles).  Specific 
accounting procedures are in accordance with NAVSO P-3520 (Nonappropriated Fund Accounting 
Procedures, Chapter VI).  SECNAVINST 7010.6A (Religious Offering Fund) details instructions which 
are peculiar to chapel funds. 

http://doni.daps.dla.mil/Directives/07000%20Financial%20Management%20Services/07-00%20General%20Financial%20Management%20Services/7010.6A.pdf�
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7.10.1 Adminis tration of C hapel F unds   
The chapel fund is a nonappropriated fund.  Administration and supervision of this fund is a command 
function, consequently commanding officers have the same responsibility for the proper 
administration of nonappropriated funds as for any other fund of the command. 
The Religious Program Specialist, in support of the command chaplain, will be able to help ensure 
that the CRP chapel fund is efficiently administered.  This is true even if the RP is not assigned duties 
as the administrator of the fund or does not perform duties as an account custodian for one of the 
religious groups that participates in the fund.  It is important for the RP to understand that the 
command may have numerous nonappropriated fund activities to administer besides the CRP chapel 
fund.  Examples of some other activities which use nonappropriated funds are: Civilian Recreation 
Services, Marine Corps Miscellaneous Funds, Recreation Funds Afloat, and Messes Afloat.  
Therefore, the job of maintaining accurate records for the CRP chapel fund is a MUST and the RP 
can be a vital part of the administration of this highly important element of the Command Religious 
Program. 

7.10.2 P urpos e of C hapel F unds  
Chapel funds provide a vehicle for religious expression.  Every American religious group or 
organization recognizes the importance of the stewardship of money as an aspect of religious life.  
The making of voluntary contributions is therefore a customary part of religious behavior.  Such 
contributions from Navy and Marine Corps personnel are organized into chapel funds. 

7.10.3 T ype of F und 
As stated before, the chapel fund is a nonappropriated fund.  This type of fund differs from an 
appropriated fund in that it comes from sources other than congressional appropriations.  The 
command chaplain and the RP MUST ensure that the CRP chapel fund is NOT used for purchases 
that should come out of appropriated funds. 

7.10.4 Number of C hapel F unds  per C ommand 
Only one chapel fund will be established aboard any ship, station, or base.  Particular religious 
groups or categories will be authorized to be members of the chapel fund by the commanding officer.  
No religious group will receive or disburse funds apart from the chapel fund.  However, a separate 
account will be maintained for each group that is authorized to be a member of the fund. 

7.10.5 Management R es pons ibilities  
Management of money in the Navy involves many people.  Even though the commanding officer is 
responsible for the overall administration of the chapel fund, many other personnel also get involved 
with managing this fund.  The following sections will briefly explain some of the specific 
responsibilities of the individuals who are involved with the management of the chapel fund. 

7.10.5.1 C ommanding Offic er 

A chapel fund is established and administered by authority of the commanding officer.  When the 
Command Religious Program serves more than one command located at a single installation, the 
CRP chapel fund will be administered under the authority of the commanding officer of the 
housekeeping command.   
Chapel funds which are established with the approval of the commanding officer are used for projects 
of a religious nature, easily recognizable as coming within the desires of the donors.  The 
commanding officer has final approval on any expenditure recommended by the donors.  However, 
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the command chaplain, chapel fund administrator, and/or account custodians are normally delegated 
the authority by the commanding officer to approve expenditures up to a certain limit.  The CRP 
chapel fund is a “COMMAND “NONAPPROPRIATED FUND” and must therefore be managed as any 
other nonappropriated fund aboard the ship or station. 

7.10.5.2 C hapel F und Adminis trator  

Command Chaplains fulfill department head or division officer responsibilities at most Navy and 
Marine Corps commands.  In this capacity, they function like any other officer aboard the ship or 
station.  In regards to the CRP chapel fund, the Command Chaplain, as the command’s senior 
chaplain, serves as the Chapel Fund Administrator, and is delegated the authority by the 
Commanding Officer to approve expenditures out of this fund up to a certain limit.   

7.10.5.2.1 C hapel F und Adminis tration 

The chapel fund administrator has overall management responsibilities for the chapel fund and will be 
designated in writing by the Commanding Officer who has jurisdiction over the fund.  A sample letter 
of appointment is shown in Figure 7-5.  If no chaplain is present due to a gapped billet, the 
commander may assign the Executive Officer or the Chief of Staff as the Acting Fund Administrator 
until the relieving chaplain arrives.  Individuals who are responsible for the receipt and expenditure of 
appropriated funds will not be appointed as Administrator of chapel funds (Custodians).  As a general 
rule, assistant chaplains will not assume duties as a Chapel Fund Administrator; however, they may 
perform this task if necessary.  The Chapel Fund Administrator will have primary responsibility for 
managing the chapel fund.  This includes: 

• Periodic training on ROF procedures for CRP personnel 

• Report to respective major manpower Claimant Chaplain regarding the status of the ROF 

• Approve disbursements 

• Review ROF receipts, disbursements, ledgers, bank statements, accounting procedures, and 
safeguards with the Custodian on a monthly basis 

• Reconcile monthly checking account bank statement(s) to the checkbook and ROF ledger (or 
appoints and individual, other than the ROF Custodian or an ROF Audit Board member) 

• Ensuring that financial reports are prepared as required: 
If the Administrator is absent due to leave, Temporary Additional Duty, or hospitalization, 
commanders may appoint in writing the next senior chaplain to serve as alternate 
Administrator under the terms specified in the Administrator’s letter of appointment  
If only one chaplain is assigned to a command, approve disbursements in the absence of the 
Administrator or delegate this authority to the Executive Officer/Chief of Staff (in the same 
manner as if the billet were gapped) 



7-21 

 

Figure 7-5 — ROF Administrator appointment letter. 

7.10.5.3 Des ignated F aith G roup R epres entative  

The Designated Faith Group Representative is the senior chaplain of that faith group at the 
command.  The fund administrator may not serve as a Designated Faith Group Representative 
unless the administrator is the only chaplain of that faith group assigned to the command.  Contract 
and auxiliary clergy shall not serve as Designated Faith Group Representatives.  When a faith group, 
which has a ROF sub-account, does not have an assigned chaplain, the command may appoint a Lay 
Leader, to serve as the Designated Faith Group Representative. 
The Designated Faith Group Representative is the primary advisor to the administrator on that faith 
group's sub-account.  The Designated Faith Group Representative shall: 

• Initiate sub-account disbursements in accordance with this instruction and the intent of the 
donors.  These disbursement requests are forwarded to the Chapel Fund Account Custodian 
for action 

• Issue monthly notification to the faith group members of all ROF disbursements 

7.10.5.4 C hapel F und Ac c ount C us todian 

Custodian and Alternate Custodian are responsible to the Administrator for the efficient and effective 
operation of the ROF.  The custodian and alternate custodian must be members of the command, 
and are by default, primarily Religious Program Specialists.  Chapel fund account custodians are 
designated in writing by the Commanding Officer having jurisdiction over the fund.  A sample letter of 
appointment is illustrated in Figure 7-6.  The account custodian may be a chaplain, a Religious 
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Program Specialist, or some other designated individual.  Neither the custodian nor alternate may 
serve as Administrator or as a Designated Faith Group Representative.  As a general rule, command 
or assistant chaplains will not assume duties as an account Custodian; however, they may perform 
this task if necessary.  ROF Custodians perform the following tasks: 

• Ensure ledgers for each sub-account and the consolidated fund are kept in accordance with 
SECNAVINST 7010.6A 

• Maintain a complete and accurate audit trail for all transactions 

• Provide for the counting, certification, safeguarding, expeditious depositing and accounting for 
all ROF monies and assets 

• Assist Designated Faith Group Representatives in preparing disbursement request and 
reporting forms 

• Review disbursement requests for completeness, appropriateness and availability of funds 
before forwarding the request to the Administrator for approval 

• Disburse approved expenditures 

• Maintain files showing command approval for the collection, solicitation and disbursement of 
designated offerings 

• Ensure monthly sub-account reports are prepared 

• Maintain ROF files for a minimum of 4 fiscal years 

• Keeping additional records as may be required or deemed appropriate by the Commanding 
Officer, the Command Chaplain, or the Chapel Fund Administrator 

 

Figure 7-6 — ROF Custodian appointment letter. 

http://doni.daps.dla.mil/Directives/07000%20Financial%20Management%20Services/07-00%20General%20Financial%20Management%20Services/7010.6A.pdf�
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7.10.5.5 Ac c ounting G uidelines  

Whenever a Command Religious Program chapel fund is established, the Chief of Naval Operations 
(OP-OIH) will be notified.  A letter from the command will be sent to the following address: 

Chief of Naval Operations 
Navy Department 
Washington, DC 20370 

As previously mentioned in this chapter, general policy guidance for accounting for CRP chapel funds 
is in accordance with NAVSO P-3519.  Specific accounting procedures are in accordance with 
NAVSO P-3520, Chapter VI, and SECNAV 7010.6A details instructions which are peculiar to chapel 
funds.  These will not be the only publications that are used in accounting for chapel funds, but these 
three are considered to be the most important policy documents.  Some of the other publications that 
are used in chapel fund accounting will be mentioned later in this chapter. 

7.10.5.6 G eneral Ins truc tions  

The Chapel Fund Administrator, as assisted by the Custodian, will maintain a set of books, records, 
and documents to support the financial transactions of the CRP chapel fund.  Check stubs, canceled 
checks, bank deposit slips, bank statements, monthly vouchers, audit reports, and miscellaneous 
correspondence are retained as supporting documents.  These documents may be destroyed four 
years after any audit in accordance with SECNAVINST P-5212.5, (Disposal of Navy and Marine 
Corps Records). 
Accounting records will be maintained for each religious group in the CRP chapel fund with 
transactions and disbursements limited to available cash balances in each account.  The assets of a 
particular religious group will be used only for purposes authorized by the Chapel Fund Administrator 
and the Commanding Officer, Expenditures which benefit more than one religious group may be 
prorated among the beneficiaries when written approval is given to the Custodian by the Chapel Fund 
Administrator, after consultation with the Designated Faith Group Representatives. 

7.10.5.7 R ec eipts  

Donations will be counted and recorded on a ROF Receipt Voucher immediately after they are 
received (Figure 7-7).  Two [non-related] adults designated by the Custodian will perform this function 
for the receipts of each religious group.  The ROF Receipt Voucher will be signed by the counters and 
certified by the account Custodian.  After the donations have been counted, they will be secured in a 
locked receptacle until deposited.  All cash receipts and checks payable to an account of the chapel 
fund will be promptly deposited in a bank account under the official designation of the fund.  
Chapel fund receipts, apart from regular worship service donations, will be handled according to the 
procedures outlined above and a ROF Receipt Voucher will be prepared for each transaction.  These 
receipts require only one receiving signature along with certification by the account Custodian. 
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Figure 7-7 — Sample religious offering fund receipt voucher. 
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All chapel fund receipts will be recorded in a Receipts and Expenditures Record (Figure 7-8) under 
the appropriate account by the Chapel Fund Custodian.  Each receipt entry will indicate the date of 
entry, brief description of the source, amount, and resulting balance.  The Chapel Fund Custodian will 
forward all chapel fund receipt vouchers to the Chapel Fund Administrator for information purposes.   
 

 

Figure 7-8 — Sample Receipts and Expenditures Record. 

7.10.5.8 E xpenditures  

Designated Faith Group Representatives will initiate all expenditures by preparing a Purchase Order 
on NAVCOMPT Form 2213 (Figure 7-9) and submitting it to the Custodian who will verify that there 
are sufficient funds in the account to pay for the requested goods or services.   
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F igure 7-9 — P urc has e Order P art 1 (NAV C OMP T  F orm 2213). 
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7.10.5.8.1 Initializing the P urc has e Order 

The Custodian will then initial the Purchase Order and forward it to the supplier after the Command 
Chaplain has reviewed the Purchase Order.  Purchase Orders are numbered sequentially for each 
fiscal year by a system which identifies the account.  In this chapter, and in Chapter 5, Purchase 
Orders will be numbered C-1, C-2, and so forth for the Roman Catholic account, and P-1, P-2, and so 
forth for the Protestant account.   

7.10.5.8.2 S upplies  and S ervic es  R eceived 

When supplies or services are received, the chapel fund account Custodian will submit the 
authorization for payment to the Chapel Fund Administrator on a copy of the original Purchase Order.  
This authorization includes the date the goods were received, the annotation “Authorized for 
Payment” and the printed name and signature of the account Custodian.  All supporting evidence 
including the dealer’s invoice will be attached to the Purchase Order when it is submitted for payment.   

7.10.5.8.3 P ayments  

Payments out of the chapel fund will be made by printed, pre-numbered bank checks.  All checks will 
bear the name of the chapel fund and be secured in a locked receptacle.  The Commanding Officer 
may authorize other individuals in addition to the Chapel Fund Account Custodian to sign checks.  
These individuals must also be designated in writing.  All expenditures will be recorded in the 
Receipts and Expenditures Record by the Chapel Fund Account Custodian under the account of the 
particular religious group or religious category.  Each entry will indicate date of payment, description 
of expense, check number, purchase order number, amount paid, and resulting balance.   

7.10.5.8.4 S tatement of Operations  and Net Worth 

At the end of each quarter, a chapel fund Statement of Operations and Net Worth (Figure 7-10) will 
be prepared by the Chapel Fund Account Custodian and posted for viewing by participants in the 
CRP. 

 

Figure 7-10 — Statement of Operations and Net Worth. 
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7.10.5.8.5 Annual R eport 

An annual chapel fund Statement of Operations and Net Worth will be prepared using the same form 
displayed in at the close of each fiscal year for audit and will be posted with the audit report.  Both of 
these reports summarize the activity of the chapel fund for a designated time frame (quarterly and 
annually). 

7.10.5.9 P etty C as h F und 

Petty cash funds are prohibited under SECNAVINST 7010.6A. 

7.10.5.10 P roperty and E quipment 

When accounting for property and equipment, the cost of a particular item must first be considered in 
order to determine what steps, if any, need to be taken for accounting for that item.  Accounting for 
expendable and nonexpendable property/equipment will be explained in the next two sections. 

7.10.5.10.1 E xpendable P roperty and E quipment 

Expendable property and equipment is property or equipment which has a unit value of less than 
$100 and/or supplies and materials which are immediately consumed in use or become incorporated 
in other property, thus losing their separate identities.  

7.10.5.10.2 Nonexpendable P roperty and E quipment 

Nonexpendable property and equipment is property or equipment which ordinarily retains its original 
identity during use, has a unit acquisition value of $100 or more, and a life expectancy of more than 
one year. 

7.10.5.10.3 P roperty and E quipment R ec ord 

The chapel fund administrator will account for all nonexpendable property and equipment acquired by 
the chapel fund on a Property and Equipment Inventory Record.  Figure 7-11 is an example of such a 
record. 

 
Figure 7-11 — Property and Equipment Inventory Record. 
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This form must show a running dollar balance of all nonexpendable property on hand.  Separate 
entries will be made for purchases and disposals.  Disposal of nonexpendable property requires that 
a Certificate of Disposition on NAVCOMPT Form 2212 (Figure 7-12) be prepared by the Chapel Fund 
Administrator and be submitted to the Commanding Officer via the Command Chaplain for approval.  
This form will also be used when property has been damaged, lost or destroyed.  Annotation will be 
made on the form indicating the cause of the present condition, and substantiating documents, 
including custody receipts, will be attached to the form.  An annual inventory of all nonexpendable 
property will re-conducted; usually in the last month of the fiscal year.  A sample of this form is 
available via the link provided in the “Accounting Forms” section of this chapter. 
The chapel fund administrator must ensure that nonexpendable property and equipment purchased 
by the CRP chapel fund is accounted for separately from appropriated fund purchases. 
Those nonexpendable items purchased through an operating target (OPTAR) allocation are not to be 
included with nonexpendable items purchased with nonappropriated chapel funds. 

 

Figure 7-12 — Certificate of Disposition (NAVCOMPT Form 2212). 
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7.10.5.11 Audits  

An audit of chapel fund accounts and records will be conducted at the following times: 

• Annually, at the close of the fiscal year 

• When the chapel fund administrator is relieved 

• When a chapel fund account custodian is relieved 

• When the chapel fund is dissolved 
The commanding officer will appoint an auditor to perform the chapel fund audit.  Chapel funds of 
Marine Corps commands will be audited each quarter by the area auditor. 

7.10.5.12 F inanc ial R eports  

As stated earlier in this chapter, a Statement of Operations and Net Worth will be prepared at the 
close of each quarter, and a cumulative report will be prepared annually for the fiscal year. 
A copy of the Statement of Operations and Net Worth will be posted in a place which is accessible to 
participants in the CRP.  Also, a copy of the annual statement will be forwarded to the commanding 
officer, the command auditor, and the Chief of Naval Operations (OP-01H) as a part of the command 
chaplain’s annual report.  The form used for this report is entitled Religious Ministry Report Format 
(OPNAVINST 1730.1D, Enclosure (1).  An example of this form is displayed in the Figure 7-13. 

 

 

Figure 7-13 — Religious Ministry Report Format. 

http://doni.daps.dla.mil/Directives/01000%20Military%20Personnel%20Support/01-700%20Morale,%20Community%20and%20Religious%20Services/1730.1D.pdf�
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7.10.5.13 Dis s olution of F unds  

When an installation is deactivated or a chapel fund is dissolved, the commanding officer will 
authorize disposition of the chapel fund property and liquidation of all outstanding indebtedness.  
Remaining cash and proceeds from the sale of fund-owned property, together with the closing 
Statement of Operations and Net Worth, and a terminal audit report will be forwarded to the Chief of 
Naval Operations (OP-01H) for deposit in the Chief of Chaplains Fund. 

7.10.5.14 Ac c ounting F orms  

Prescribed forms for chapel fund accounting are illustrated in Chapter VI of NAVSO P-3520 
(Nonappropriated Fund Accounting Procedures and Enclosure (1) of OPNAVINST 1730.1D 
(Religious Ministry in the Navy).  These forms may be modified or expanded as required to meet local 
command operating conditions.  However, any modification or expansion must accomplish the 
intended control of those items listed in NAVSO P-3520 and OPNAVINST 1730.1.  If a standard form 
exists that is used throughout the Navy, then that form should be utilized.  In this chapter some of the 
forms have been modified to standardize and simplify their use. 
All forms, other than the quarterly and annual “Statements of Operations and Net Worth,” MUST be 
either typed or filed out in permanent blue, black, or blue-black ink.  The use of ballpoint pens is 
acceptable.  The quarterly and annual “Statements of Operations and Net Worth” MUST be typed. 

http://doni.daps.dla.mil/Directives/01000%20Military%20Personnel%20Support/01-700%20Morale,%20Community%20and%20Religious%20Services/1730.1D.pdf�
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E ND OF  C HAP T E R  7 
 

F INANC E  AND AC C OUNT ING  
R eview Ques tions  
7-1. What is the primary mission of the Navy’s supply system?  

A. To support the operating forces 
B. To support the material need of the Navy   
C. To provide provisions to ships in combat 
D. To support all the joint ground forces 

7-2.   An NSN normally consists of what total number of digits? 
A. 11 
B. 12 
C. 13   
D. 14 

7-3. In the NSN 9925-00-202-4416, which numbers identify the Federal Supply Classification (FSC) 
class? 
A. 99 
B. 00 
C. 25   
D. 00-202-4416 

7-4. In the NSN 9925-00-202-4416, which numbers identify the FSC Group? 
A. 99   
B. 00 
C. 25 
D. 00-202-4416 

7-5. In the NSN 9925-00-202-4416, which numbers identify the National Item Identification Number 
(NIIN)? 
A. 99 
B. 00 
C. 25 
D. 00-202-4416   

7-6. In the NSN 9925-00-202-4416, which numbers identify the National Codification Bureau (NCB) 
Code Number? 
A. 9925 
B. 00   
C. 202  
D. 4416 
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7-7.  Which organization administers the Federal Catalog System? 
A.  Defense Logistics Agency  
B. Defense Logistics Services  
C. Navy Supply Systems Command  
D. Naval Material Command   

7-8. What is/are the purpose(s) of the NCB Code in a National Stock Number? 
A. It identifies the country that assigned the stock number 
B. It indicates that the stock number is used by two or more countries 
C. Both 1 and 2 above  
D. It indicates whether an item is obsolete or out of stock 

7-9. Sacramental wine is ordered using what FSC class? 
A. 8345 
B. 9925   
C. 7710 
D. 7195 

7-10. Which FSC class would you use when ordering a bulletin board?   
A.  7195   
B. 7710 
C. 8345 
D. 9925 

7-11.   Which of the following publications serves as a comprehensive reference for those personnel 
involved in the preparation of MILSTRIP documents? 
A. NAVSUP P-409 
B. NAVSUP P-437   
C. GSA Catalog 
D. NAVSUPINST 4235.3 

7-12.   Policy for the operation and management of afloat supply departments is contained in which of 
the following publications? 
A.   NAVSUP P-409 
B. NAVSUP P-437 
C. NAVSUP P-485   
D. NAVSUPINST 4235.3 

7-13.  Which, if any, of the following publications is published as a handy reference for department 
and division personnel in the preparation of MILSTRIP documents? 
A. NAVSUP P-409   
B. NAVSUP P-437 
C. NAVSUP P-485 
D. None of the above 
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7-14. The “Operating Procedures Manual for MILSTRIP/MILSTRAP” publication is not distributed to 
afloat units. 
A. True   
B. False 

7-15. Which of the following documents/publications is designed to be used primarily by civil 
agencies? 
A.   Chaplains Program Support guide 
B.   Defense Logistics Agency Cataloging Handbooks 
C.   Defense Interest Identification List  
D.   General Services Administration (GSA) Supply Catalog   

7-16. Which of the following publications/documents provides a complete listing of assigned FSC 
groups? 
A.   Chaplains Program Support guide 
B.   Defense Logistics Agency Cataloging Handbooks   
C.   Defense Interest Identification List 
D.   General Services Administration (GSA) Supply Catalog   

7-17. Which document/publication provides technical characteristics for all items in the FSC system?  
A.   Chaplains Program Support guide 
B.   Defense Logistics Agency Cataloging Handbooks 
C.  Navy Interest Identification List   
D.  General Services Administration (GSA) Supply Catalog   

7-18.  Most of the items used in the Command Religious Program are acquired under what UMMIPS 
basis? 
A.  Immediate  
B. Priority  
C. Routine   
D. Predetermined 

7-19.   Which of the following individuals would be extensively involved with the preparation and 
processing of MILSTRIP documents?  
A.   Command chaplain 
B. The RP  
C. The LS in the supply department   
D. All of the above 

7-20. Inventory is defined as 
A. The quantity of stock on hand for which records are maintained 
B. The items which are not consumed in a fiscal year 
C. The function whereby material is physically inspected and counted   
D. Both 1 and 3.   
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7-21. Equipage which requires increased management control due to high cost is called 
A. Inventory 
B. Supplies 
C. Controlled equipage   
D. Other equipage 

7-22. An item which is not controlled and is procured in the same manner as consumable supplies is 
called  
A.   Controlled equipage 
B. Excess equipage  
C. Other equipage   
D. Unused equipage 

7-23.  Inventory schedules for supplies and equipage are prepared for a full year by the command 
chaplain prior to the beginning of each fiscal year. 
A. True 
B. False 

 7-24 An annual appropriation  
A.   Is of primary concern to the RP 
B. Covers the current operating and maintenance expenses of the Navy 
C. Finances the construction of a new chapel 
D. 1 and 2 above.   

7-25. What type of appropriation is often referred to as a “no year” appropriation? 
A.   Annual 
B. Continuing   
C. Multiple-year  
D. Closed 

7-26. Procurement of missiles would be financed by what type of appropriation? 
A.   Continuing 
B. Closed 
C. Annual 
D. Multiple-year   

7-27.  The undisbursed balance of an appropriation that is no longer available for disbursement is 
known as a/an  
A.    Closed appropriation 
B.   Current appropriation 
C.   Expired appropriation 
D.   Lapsed appropriation   

 



7-36 

 7-28.   Necessary capital to finance the purchase of common supply items that are required for the 
support and operation of the entire Navy is provided by which revolving fund? 
A.   Navy Stock Fund  
B.   Navy Industrial Fund 
C.   Naval Working Fund 
D.   Navy Management Fund 

7-29.   All EXCEPT which of the following statements is true concerning the operation of the Navy 
Stock Fund (NSF)? 
A. Basic capital for the NSF is made available by Congress in much the same manner as 

appropriations 
B. Recordkeeping of the charges and credits applied to the NSF for each command is the 

primary responsibility of the personnel in the supply department 
C. The NSF exists because it is not practical for each activity in the Navy to purchase all of 

its operating requirements directly from commercial suppliers 
D. Supplies may not be sold for cash  

7-30. The Navy Stock Account is a holding account and is an integral part of which revolving fund? 
A. Navy Stock Fund   
B. Navy Industrial Fund  
C. Naval Working Fund 
D. Navy Management Fund 

7-31.  Which fund serves basically the same purpose as the Navy Stock Fund? 
A.   Navy Industrial Fund   
B.   Naval Working Fund  
C.   Navy Management Fund  
D.   Navy Trust Fund 

7-32.   Which type fund helps provide recreation entertainment for enlisted personnel from the profits 
of ship’s stores?  
A.   Navy Stock Fund 
B.   Trust Fund   
C.   Navy Management Fund 
D.   Naval Working Fund 

7-33.   Which of the following funds is used for public donations to maintain the USS Arizona 
Memorial? 
A. Navy Industrial Fund 
B. Trust Fund   
C. Naval Working Fund 
D. Navy Management Fund 
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7-34.   Which of the following officials is responsible for the establishment of a CRP chapel fund 
aboard ship or at a shore command? 
A.   Chief of Chaplains 
B.   Commanding officer 
C.   Command chaplain  
D.   Senior RP 

7-35.  Revenue for CRP chapel funds is derived from what major source(s)? 
A. The sale of chapel fund property 
B. The Chief of Chaplains fund in the form of grants 
C. Voluntary offerings and contributions received at religious services 
D. All of the above  

7-36.  Which of the following expenditures CANNOT be covered by CRP chapel funds?  
A.  A donation to religious outreach projects 
B. The payment of expenses for fellowship activities 
C. A loan to an individual   
D. Both 2 and 3 above 

 
7-37. Which of the following statements is/are TRUE concerning an Operating Target (OPTAR)? 

A.  It is utilized in the purchase of supplies 
B. It is utilized in the purchase of equipage 
C. It is defined as an estimate of the amount of money which will be required by a 

command to perform its assigned mission 
D. All of the above   

7-38.   Maintenance of OPTAR records is the responsibility of which person? 
A.   Commanding Officer 
B. Supply officer   
C. Command Chaplain  
D. Religious Program Specialist 

7-39. The person responsible for overseeing the expenditures in the CRP is the 
A.  Logistics Specialist  
B. Religious Program Specialist   
C. Supply officer 
D. Command chaplain 

7-40.   Planning in the Department of Defense system is projected how many years in advance? 
A. 1 year 
B. 2 years 
C. 3 years 
D. 5 years   
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7-41.   Programming is the process of 
A. Establishing the needs of the CRP 
B. Studying anticipated trends and changes 
C. Creating CRP priorities  
D. Translating program support requirements into personnel and material resource 

requirements   

7-42. The translation of approved resource requirements into time-phased financial requirements is 
called 
A.   Contracting 
B. Planning 
C. Programming 
D. Budgeting   

7-43.   Which of the following is the selection and development of the best course of action in order to 
accomplish an objective? 
A.   Programming  
B. Contracting 
C. Planning   
D. Budgeting 

7-44.   Which step of the budgeting process relates the mission of the CRP to the mission of the 
command? 
A. Determining the needs   
B. Matching goals with funds 
C. Program implementation 
D. Studying the results 

7-45   What kind of fund is the chapel fund? 
A.  Appropriated Fund 
B. Nonappropriated Fund   
C. Designated Fund 
D. Trust Fund  

7-46 Making voluntary contributions is/an 
A. Indication of individual wealth 
B. Exhibit of religious preference 
C. Customary part of religious behavior  
D. Necessary aspect of religious behavior 
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7-47 How many chapel funds are permitted in a multi-command base? 
A. One for the entire base   
B. One for each religious denomination  
C. One for each command  
D. One for each department  

7-48. What individual has overall management responsibilities for the chapel fund? 
A. Command Chaplain 
B. Assistant Fund Custodian 
C. Chapel Fund Administrator   
D. Senior Religious Program Specialist  

7-49. When can a lay leader be appointed to serve as a Designated Faith Group Representative? 
A. When the command is on deployment 
B. When there has been a natural disaster 
C. When the command chaplain is on leave 
D. When a faith group does not have an assigned chaplain   

7-50. As a general rule, which persons only assume the duties of an ROF Account Custodian when 
absolutely necessary? 
A. The command chaplain and/or the assistant chaplain   
B. The leading Religious Program Specialist  
C. The most senior Designated Faith Group Representative 
D. The chapel fund administrator 
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C HAP T E R  8 

T HE  S HIP B OAR D L IB R AR Y  

8.1 INT R ODUC T ION 
One of the main purposes of the Command Religious Program is to maintain the morale of command 
personnel.  Shipboard libraries, which are maintained by Religious Program Specialists (RP), are a 
very important factor in this effort.   Shipboard libraries may range in size from a small paperback 
book collection aboard a minesweeper to a 5,000 volume library collection aboard a giant nuclear 
powered aircraft carrier.  

8.2 T HE  S HIP B OAR D L IB R AR Y  
The Navy’s General Library Program (NGLP), under the control the Commander Naval Installations 
Command (CNIC) Fleet and Family Readiness Program, provides for 422 afloat and 32 ashore 
libraries with an inventory of more than 2½ million books.  

8.3 HIS T OR IC AL  B AC K G R OUND 
The first ship’s library was placed aboard the warship USS Franklin in 1821.  This venture was 
initiated by Mr. William Wood, a New York philanthropist.  Just before the Franklin, under the 
command of Commodore Charles Stewart, sailed for a three-year cruise of the Pacific, Mr. Wood, 
with the permission of the Commodore, addressed the crew on the subject of a “Seaman’s Library.”  
Mr. Wood’s remarks were enthusiastically received by the crew and the officers and crew immediately 
subscribed approximately $800.00.  With this money, 1,500 books were selected and procured by Mr. 
Wood who later performed a similar service for the United States and the Erie.  The Commodore 
promptly set aside a compartment aboard the Franklin as a library and appointed a librarian.  Upon 
the return of the ship, the books that remained from the Franklin’s collection became the nucleus of 
the Seaman’s Library at the Brooklyn Navy Yard. 
The shipboard libraries of that era were among the first projects sponsored by Navy chaplains to 
improve the social and moral condition of naval personnel.  Similarly, the promotion of learning was 
among one of the chaplain’s earliest collateral duties.  One chaplain serving aboard a ship during this 
period wrote of “forty men aboard who could read (only) poorly or not at all,” Concerning this situation, 
the same chaplain wrote: “To remedy in some degree this gross neglect, several of us obtained such 
books as we were able to get, and, at Gibraltar, we purchased for the crew, at their request and at 
their own expense, schoolbooks, for subjects such as Geography, Grammar, Arithmetic, etc., to the 
value of $100.00.  Thus, were many of them furnished with the means of improving their minds; and, 
so important is the influence of books in making seamen peaceful, contented, and happy, that it 
would be a good policy on the part of our government to furnish every ship of war with a well-selected 
and appropriate library for the use of the crew.  Some of our larger ships have had libraries of several 
hundred volumes purchased by the men on board, and great good has resulted from them; but, from 
having no system on the subject, the books have been disposed of at auction, or by lot, at the end of 
a cruise, or left to mold and waste away at some naval depot, instead of being carefully preserved 
and transferred to some other ship, where they might be useful.” 
Since 1828, when the Navy assumed official responsibility for the provision of shipboard libraries from 
appropriated funds, the Navy’s General Library Program has been an essential element in meeting 
the educational, information, communication, professional, and recreational needs of commands and 
of individual personnel. 
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Figure 8-1 shows the shipboard library on the USS Massachusetts around 1898.  Note the distinctive 
garb worn by a chaplain of that era.  

 

Figure 8-1 — Shipboard library on the USS Massachusetts around 1898. 

Chaplains were instrumental in the establishment of the Navy’s first shipboard libraries.  Contrast the 
view of the shipboard general library found on USS Massachusetts in 1898 with that found on board a 
modern warship of today’s Navy (Figures 8-2 and 8-3).  Despite their differences, the purpose of the 
shipboard library of yesteryear and today remain very much the same.  

 

Figure 8-2 — A chaplain’s lounge library. 
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Figure 8-3 — Shipboard library aboard USS Ronald Reagan. 

Shore libraries were added as wooden ships gave way to steel ships which required an extensive 
shore establishment.  During and since World War I, the General Library Program has been 
professionally directed.  Naval regional librarians are stationed at major fleet activities to assist in the 
development and maintenance of ship and shore libraries. 

8.4 P R IMAR Y  MIS S ION 
The primary mission of the NGLP is to assemble, organize, preserve, and make easily available to all 
naval personnel afloat balanced, unbiased, and uncensored collections of library materials, print and 
nonprint, and accompanying library services specifically adapted to the interests and requirements of 
naval personnel and to the missions and tasks of commands so that naval personnel may:  

• Have information systems and technology available for use of increasing their professional 
knowledge with specialized, approved software (i.e., Maintenance, Materials and 
Management)  

• Access the internet for use of off-duty education and quality of life purposes (i.e., using online 
commercial and vendor websites while on deployment) 

• Educate themselves continuously to keep pace with progress in all fields of knowledge 

• Become better members of home and community 

• Discharge political and social obligations 

• Appreciate and enjoy works of art and literature to continue to develop their creative and 
spiritual capacities 

• Make use of leisure time in ways that will promote personal and social well-being 

• Develop an esprit de corps in the naval service 
To achieve these ends, a central staff office is maintained for the NGLP to guide and support naval 
general libraries afloat.  

8.5 OR G ANIZAT ION AND R E S P ONS IB IL IT IE S  WIT HIN T HE  NAV Y ’S  
G E NE R AL  L IB R AR Y  P R OG R AM 

RPs normally provide library service onboard naval aircraft carriers and other seagoing vessels to 
which they are assigned.  While on deployments, RPs who are assigned to other commands may 
also be called upon to provide advice and assistance to the library officers in commands that does not 
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have a RP assigned to them.  In order to provide library services afloat, it is necessary for the RP to 
acquire a basic understanding of overall library support responsibilities, technical guidance and 
assistance from the Commander Naval Installations Command Program Director of the NGLP.  
Additionally, the RP must understand the responsibilities of the following individuals and activities for 
Learning Multimedia Resource Centers (LMRC).  

8.5.1 S ec retary of the Navy 
The Secretary of the Navy (SECNAV) serves as Navy resource sponsor for the NGLP.  Under 
SECNAV, the Department of the Navy’s Chief Information Officer (CIO) is assigned responsibility to 
coordinate and align policies for Naval library and information centers throughout the Department of 
the Navy (DON). 

8.5.2 T he L ibrarian of the Navy 
The Librarian of the Navy will carry out oversight responsibilities for Naval library and information 
centers (guidance, policy and inspections) on behalf of the DON CIO.   

8.5.3 C ommander Naval Ins tallations  C ommand, and C ommander, Naval 
Ins tallations  C ommand (C NIC ) F leet and F amily R eadines s   

CNIC Fleet and Family Readiness maintains the NGLP which establishes and promulgates policies 
and requires reports which are needed for the successful management of the library program and its 
resources.  Through the use of Morale, Welfare and Recreation (MWR) funds, the NGLP centrally 
budgets for and supports Navy general libraries through the selection, procurement, and regular 
distribution of newly published books and other materials, print and nonprint, normal to general library 
collections and services.   
CNIC serves as inventory manager for library materials in the NGLP, and directs and coordinates 
within the naval service the redistribution of collections, furnishings, and equipment of libraries being 
consolidated or closed.  Library personnel, facilities, equipment, furnishings, supplies, bindings, and 
library materials not available from CNIC are provided by activity commanders.  Facility needs of 
general libraries must be accommodated in military construction and ship construction planning and 
budgeting and in habitability improvement plans.  Commissioning libraries for new and converted 
ships are provided by CNIC.  Their costs met from funds budgeted for the outfitting of ships.   
CNIC provides technical direction of the NGLP and develops and establishes standards, criteria, and 
procedures required for general library facilities, collections, operations, and services.  CNIC also 
provides administrative and technical guidance to ashore and afloat commands maintaining general 
libraries as well as to commands having responsibilities related to the general funding, equipping, or 
staffing of general library facilities.  These libraries may be operated as in-house or as contract 
activities.  Professional library services provided by CNIC include: 

• Review, selection, and procurement of new books to be distributed to Navy general libraries 

• Development and justification of requests for funds to centrally support Navy general libraries 

• Preparation and distribution of professional information such as newsletters, bibliographies, 
and publicity items 

• Directing the distribution and redistribution of library materials and equipment, to include 
information systems within the general library system 

• Designing and assuring the availability in stock of forms and publications useful in library 
operations 
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• Management studies to plan, evaluate, and develop the general library program 

• Liaison with services, commands, departments, and offices in and out of the Navy, Department 
of Defense (DoD), and Federal Government on library matters 

• Advice and counsel on general library administrative and management elements such as 
budgets, staffing, facilities, collection development, public relations, and public services 

• Arranging and participating in workshops, conferences, seminars, and other training programs 
for library personnel 

• Collecting and evaluating data on general libraries and applying results in planning, budgeting, 
policy formulation, and in developing standards and criteria 

8.5.4 C ommanding Offic ers  
Library staffing, facilities, equipment, furniture, binding, materials, supplies, library materials not 
available from NGLP are provided by commanding officers of afloat activities.  Higher echelons of 
command have the same responsibilities for the proper administration of naval general libraries afloat 
as they have for all elements of their commands. 

8.6 F AC IL IT IE S  
Facility needs of general libraries afloat must be met in ship construction (SCN) planning and 
budgeting, and habitability improvement plans for personnel support facilities.  Commanding officers 
of Navy afloat activities, in coordination with NGLP, are responsible for expanding shipboard general 
library collections, facilities, information systems and technologies as required to support the needs of 
the crew (See OPNAVINST 5450.339 and OPNAVINST 5720.2M . 

8.6.1 Delegation of R es pons ibility for S hipboard L ibraries  
Commanding officers may delegate staff responsibilities for the General Library Program as a 
collateral duty.  These duties may be assigned to a chaplain, or in the absence of a chaplain, to a RP 
or another qualified person. 

8.7 R E G UL AT OR Y  INS T R UC T IONS  F OR  S HIP B OAR D L IB R AR IE S  
Commanding Officers issue local library directives and require reports of library activities which are 
deemed appropriate to ensure the best use of library facilities, materials, and services, the following 
points should be covered in all library directives: 

• The location of the library, the days and hours of operation, and telephone numbers 

• Personnel authorized to use the library and requirements for use of the information systems 
and technologies 

• Rules for establishing borrower identification, the loan of library materials, including the length 
of the loan periods, number of books loaned to individuals at one time, etc. 

• Rules for interlibrary loan service, if needed  

• Overdue notice procedures and action to be taken to ensure the return of library materials 
within the time period specified 

• Policy on reimbursement procedures for library materials lost, damaged, or destroyed 

http://doni.daps.dla.mil/Directives/05000%20General%20Management%20Security%20and%20Safety%20Services/05-400%20Organization%20and%20Functional%20Support%20Services/5450.339.pdf�
http://doni.daps.dla.mil/Directives/05000%20General%20Management%20Security%20and%20Safety%20Services/05-700%20General%20External%20and%20Internal%20Relations%20Services/5720.2M.pdf�
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• Policy on use of music rooms, audio/video materials and equipment in a shipboard library 
compartment, where applicable 

• Other matters such as appropriate dress, behavior, etc., may be included 

8.8 B AS IC  L IB R AR Y  P R OC E DUR E S  
The RP must understand how the general library afloat is organized, staffed, operated, and 
maintained in order to provide quality library service afloat.  The provision of quality library service will 
do much to enhance and maintain the morale of personnel afloat.  Providing this type of library 
service will require that the RP have a fundamental understanding of each of the following areas: 

• Use of information systems and technologies 

• Staffing the shipboard library 

• Training of shipboard library personnel to include volunteers 

• Commissioning shipboard library collections 

• Acquiring additional shipboard library material 

• Controlling shipboard library material 

• Simplified processing procedures for shipboard library material 

• Simplified circulation procedures for shipboard library material 

• Interlibrary loan policies (when needed) 

• Resource management for shipboard libraries 

• Shipboard library facilities 

• Shipboard library supplies and equipment 

• Funding for shipboard libraries 

• Technical support visits 

• Predeployment scheduling 

8.8.1 T he S hipboard L ibrary Offic er 
Aboard ship, the commanding officer is responsible for the maintenance and operation of the 
command’s general library program.  In most instances, the commanding officer will delegate the 
functions of library officer to a qualified person within the command as a collateral duty.  These 
functions include organizing, planning, and administering the shipboard library.   
The duty of shipboard library officer can be performed by a warrant, commissioned warrant, chief 
petty officer (CPO), or in some instances, by highly motivated and qualified petty officers (PO).  
Aboard deep-draft vessels, RPs maintain the shipboard library and senior RPs may be assigned the 
duty of shipboard library officer by virtue of their library experience and the library training which they 
have received.   
The basic functions, duties, responsibilities, authority, and organizational relationships of the library 
officer are specified in OPNAVINST 3120.32(series), Article 305.10, Standard Organization and 
Regulations of the U.S. Navy (SORM).  These duties require the library officer to: 

http://doni.daps.dla.mil/Directives/03000%20Naval%20Operations%20and%20Readiness/03-100%20Naval%20Operations%20Support/3120.32C%20CH-7.pdf�
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• Assure training of tasks to enlisted personnel who have been assigned to the unit’s library by 
the administrative assistant.  Where assigned, RPs  normally maintain shipboard general 
libraries 

• Receive monthly shipments of books from the CNIC’s NGLP.  Note any discrepancies and 
take necessary actions to resolve them 

• Supervise the processing, cataloging, and circulating of all library books and material in 
accordance with recommended procedures.  Maintain inventory records of additions to and 
withdrawals from library collections 

• Review the content of the library’s collections of materials (books, magazines, sound 
recordings, etc.) and take action to dispose of unneeded or damaged materials and to acquire 
additional materials.  See to the provision of necessary supplies, equipment, and furnishings 
and to their installation, upkeep, and repair 

• Recommend library rules and procedures regarding the hours of service, lending of books, and 
so forth to encourage greater use of the library.  Assure that the command’s library directive 
(SECNAVINST 5070.2 (series) is current and comprehensive 

• Supervise the overall library operation, assume accountability for all library materials and 
furnishings, and carry out general library policies and procedures established for library 
operations and maintenance.  Submit recommended changes in policy through channels for 
approval 

• Ensure that the library facility/space is well-lighted, quiet, attractive, clean, and comfortable 
with adequate provision for shelving, library use and reading, catalogs of materials, and staff 
work 

• Publicize library services and collections and otherwise work to increase library use.  Maintain 
liaison with other offices and programs such as education, drug and alcohol abuse, overseas 
diplomacy, et. al., to coordinate library collection development and services 

• Maintain substantive contact with the NGLP.  The library officer reports to the executive officer 
regarding matters pertaining to the administration of the LMRC.  The size of the general library 
staff is determined by the population served  

8.8.2 S hipboard L ibrary Attendants  
Ship libraries are staffed in a variety of ways, such as assigned duty station, assigned  watches, paid 
library attendants (when the appropriate fleet commander in chief has granted a waiver to the ship), 
and volunteers.  Junior RPs and library attendants perform library duties and carry out library 
procedures under the supervision of the library officer who provides, or arranges with a regional 
librarian, for the necessary indoctrination and training.  The library duties of junior RPs and library 
attendants include: 

• Ensuring navy-wide and local command policies regarding usage of information systems and 
technology is routinely enforced 

• Keeping the library and its collection physically clean and neat 

• Checking books, periodicals, and other materials in and out of the library and maintaining the 
necessary files and statistical records 

• Preparing overdue notices and following up on missing books 

http://doni.daps.dla.mil/Directives/05000%20General%20Management%20Security%20and%20Safety%20Services/05-00%20General%20Admin%20and%20Management%20Support/5070.2D.pdf�
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• Processing books received, maintaining the shelf-list and card catalog, and conducting 
inventories as required 

• Securing the library space after operating hours, taking necessary precautions to protect the 
library against fire, water, and damage when in inclement weather and heavy seas 

• Advising readers of the traditional and electronic multi-media devices that can be used 

• Recording and informing the library officer in regard to requests made for particular books and 
periodicals which are not available in the collection and of shortages and needs for library 
supplies and equipment 

• Maintaining order in the library and reporting unacceptable conduct to the library officer 

• Seeing to the maintenance of equipment and training operators to use them 

8.8.3 T raining 
The NGLP assists in the training of library officers and attendants through publications, consultations, 
and through the provision of training aids.  Use of NGLP services and training materials is a vital facet 
of library officer and attendant training.  Considerable personal effort will still be required, however, to 
reach and maintain a satisfactory level of competence in library science.  These efforts might include 
visits to Navy and other general libraries ashore to observe facilities and operations; visits to other 
ship libraries; enrollment in courses in library science, particularly courses in library reference book 
selections and technical processes; and self-study through such means as reading and attendance at 
library meetings.  

8.9 C OMMIS S IONING  S HIP B OAR D L IB R AR Y  C OL L E C T IONS  
RPs must understand how shipboard library collections are established.  General libraries afloat are 
permanent facilities established at the time of commissioning.  The optimum number of general 
libraries and collections required to satisfy the library needs of naval personnel is maintained.  The 
establishment or disestablishment of library collections unrelated to official changes in the naval 
establishment must be approved by the NGLP prior to implementation.  

8.9.1 S hips  
General libraries are located and maintained aboard each ship in commission, aboard reserve force 
ships electing to maintain a library, and aboard military sealift command ships for use of assigned 
naval contingents.  Commissioning library collections of newly-constructed and converted/modernized 
ships are provided as a scheduled part of outfit supply.  The key elements in the procedure for 
commissioning library collections are approximately as follows: 

• Prior to the commissioning date ─ 9 months ─ CNIC NGLP requests that the outfit supply 
activity for the ship set aside funds for the library and issue a work request to NGLP in that 
amount 

• Prior to the commissioning date ─ 6 months ─ NGLP selects the books for the collection to 
issue from the library book stocks 

• Prior to the commissioning date ─ 2 to 4 months ─ NGLP issues the collection selected.  RPs 
will process the collection ─ cataloging, classification, and physical preparations.  At each 
critical point, the prospective commanding officer is advised of the action being initiated.  
Participation with NGLP at CNIC in the selection of the collection is encouraged as is early 
planning for command support of the ship’s library 
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8.9.2 T he B as ic  S hipboard C ollec tion 
The basic collection of books provided is generally based on 1.5 clothbound books per authorized 
billet.  Nonfiction books make up approximately 65% of the total.  The type ship, probable home port, 
and like factors influence the selection process.  The clothbound collection is supplemented by an 
initial bulk shipment of paperbound books equal to approximately one book per authorized billet with 
adjustments for smaller ships.  
Small ships without an RP in ship’s company generally receive a substantial paperback collection 
augmented by a selection of standard general and naval science reference books.  If equipment for 
listening is to be available in the library, digital audio books may be ordered as a part of the 
commissioning library.  Commissioning library collections are not issued in whole or in part to 
precommissioning crews or details.  In the case of reactivated ships, the same procedures apply, 
except that CNIC bears the cost of the library. 

8.9.3 B ook Dis tribution and S upplemental Materials  
Distributions of books which are provided by CNIC are the primary supplement to the ship’s library 
collection.  As needed, a shipment of paperback and/or clothbound books is mailed to each ship in 
commission from the NGLP and other sources.  Library officers should establish a schedule of 
anticipated receipts so that necessary follow-up actions can be taken if book shipments are not 
received within a reasonable time after the expected date of receipt. 

8.9.4 L ibrary Material S toc ks  
Any ship’s general library collection can and may be augmented from the library material stocks 
maintained by the NGLP.  The library officer or the RP is responsible for the preparation of the actual 
letter request for submission to CNIC.  The timing of stock requests is critical.  A minimum of 8 weeks 
from time of receipt of the request to shipment from contracted vendors is normally required.  
When stock lists are not available, stock requests need only identify categories of books needed 
(Mathematics, Language, American History, detective stories, paperback books, etc.).  The General 
Library Service’s staff will then select the appropriate books from stocks on hand or select and 
procure books for delivery direct to the ship. 

8.9.5 S pec ial P urc has e R eques ts  
Books needed in ship libraries which are not available from stock may be requested from CNIC.  If 
funds are available, and ships’ libraries have the highest priority, CNIC will order the books.  Copies 
of the order with a letter of instruction will be sent to the ship by CNIC.  It is essential that the RP note 
all discrepancies between what was ordered, what was received, and what the supplier said was 
shipped and report them promptly to the supplier, via letter, with a copy to CNIC. 

8.10 C ONT R OL  OF  S HIP B O AR D L IB R AR Y  MAT E R IAL S  
RPs must be aware of procedures used to control shipboard library materials.  The control of library 
materials is divided into several distinct phases:  

• Addition to the inventory 

• Circulation  

• Removal from the inventory 

• Decommissionings and deactivations  
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8.10.1 Addition to the Inventory 
When possible, commanding officers should outfit database software on the LMRC’s information 
systems as a means for recording (cataloging), organizing and tracking all the inventory of traditional 
books and multi-media devices.  All hardback, cloth-bound, paperback, audio books, and multi-media 
items to include laptops, handheld and video game consoles and other items which are purchased for 
LMRC usage from CNIC or local command funds are property of the U.S. Government, regardless of 
their source or value.  They will be processed into library inventory in accordance with procedures 
given in NGLP Manual NAVEDTRA 38021, Chapter 9.  Paperbound books received as part of 
monthly clothbound distributions, special distributions, or through special request orders must be fully 
processed into inventory.  Mass-market paperbound books are not normally processed into cataloged 
inventory.  However, such books and other materials of the sort remain Federal property and should 
be stamped with the library property stamp.  
Library books and multi-media devices are not minor account property, nor are they entered on lists 
of minor property in use.  Inventory records are internal to the library.  Each naval general library must 
maintain an inventory database or a separate General Library Inventory Record (NAVEDTRA 5070/4) 
sheet for each type of material held and must enter in the record the quantities of materials on hand, 
added, and dropped from holdings with such notes as may be required for clarity.  (See Appendix C 
of the General Library Manual.)  Shelf lists of various categories of materials must be maintained and 
must serve as the complete official, detailed inventory record of the current holdings of libraries. 

8.10.2 C irc ulation 
Circulation as a procedure includes all operations, records, and rules for the loan and return of library 
materials, whether circulated only within the library or outside the library.  Library patron files, or 
borrower files, are maintained by the RP as approved files under the Privacy Act.  Information in the 
files must be used strictly in accordance with the provisions of the Privacy Act (SECNAVINST 5211.5 
(series). 

8.10.2.1 Overdue Materials  

Library directives establish the basic command policy in respect to return of materials under which the 
library operates.  In general:  

• First overdue notices should be sent 3 to 5 days after the date materials were due 

• Second notices should be sent 3 to 5 days after the first notice 

• Third notices should be sent 3 to 5 days after the second notice and normally are directed to 
division officers for action 

Personnel checking out of a command should also checkout through the shipboard library.  It is 
strongly recommended that a command with a LMRC have the LMRC on their checkout sheet.  

8.10.2.2 F ees  and F ines  

Fees may not be charged for use of naval general libraries.  Disciplinary procedures relating to 
overdue materials must be those imposed for other misuse or misappropriation of Government 
property. 
Monetary fines or penalties must not be imposed or collected for overdue materials.  However, when 
materials in circulation are lost, damaged, or destroyed by means other than natural disasters and 
like incidents, person(s) responsible must replace the lost materials or reimburse the Government for 
the value of the materials.  Payment may be made by check, money order, or through an allotment at 
the option of the individual. 

http://doni.daps.dla.mil/Directives/05000%20General%20Management%20Security%20and%20Safety%20Services/05-200%20Management%20Program%20and%20Techniques%20Services/5211.5E.pdf�
http://doni.daps.dla.mil/Directives/05000%20General%20Management%20Security%20and%20Safety%20Services/05-200%20Management%20Program%20and%20Techniques%20Services/5211.5E.pdf�
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Regardless of the method of payment, the money becomes that of the Department of the Treasury, 
and is not immediately available to replace the materials lost.  Money should not be collected by the 
RP.  Money should be collected in the presence of the library officer and/or the RP by the Disbursing 
Officer or designated representative for deposit, and should be recorded on a DD Form 1131, “Cash 
Collection Voucher.”   The Disbursing Officer will also give guidance on which organization the check 
or money order will be made payable to. 

8.10.2.3 L os s  R ates  

Library materials are a significant cost item.  Losses to shipboard library collections must be held to a 
minimum.  While circumstances must be taken into consideration, excessive losses to inventory in 
general libraries afloat should be investigated.  Physical inventories of all LMRC inventoried materials 
(books, multi-media devices, etc) must be completed when a new library officer has been appointed, 
when there is a change of RP senior leadership, or when directed when assuming responsibility for a 
shipboard library. 

8.10.3 R emoval from the Inventory 
The RP may withdraw library materials from the active collections of shipboard general libraries for 
any of several reasons.  However, materials withdrawn from shipboard collections remain 
Government property and must not be disposed of  by means that are officially prescribed.  
Specifically, such materials may not be sold, donated to, nor placed on permanent loan in non-
Federal agencies, schools, or institutions, by libraries or their commands, and may not be given to 
any persons whether military or nonmilitary.  The following appropriate procedures are to be taken by 
the RP: 

• Excess Materials ─ Current materials in sound, clean physical condition may be transferred to 
other naval service or military libraries at the direction of the installation Commanding Officer.  
The NGLP should be advised when materials of significant value, either intrinsic or extrinsic, 
are to be disposed of and they will assist in locating libraries having a requirement for the 
materials 

• Worn, Soiled, and Obsolete Materials ─ Worn or soiled materials not fit for reissue and 
obsolete materials must be surveyed by the RP and physically disposed of locally in 
accordance with current disposal regulations.  Physical destruction is preferred.  These 
materials must not be allowed to accumulate in libraries or elsewhere 

• Records of Disposal ─ Records of disposal need state only the number of items given or 
received, the activity(ies) involved, and the date and method of disposal 

8.10.4 Dec ommis s ionings  and Deac tivations   
Commanding officers of ships being decommissioned or deactivated will be instructed in advance by 
CNIC to send general library collections to another activity within the general system or to the nearest 
exchange collection.  Prior to deactivation, an onboard visit by the naval regional librarian should be 
scheduled to review the library collections before shipment is made. 
Where large collections are being dispersed, the library officer will notify the NGLP which will identify 
high value or high demand items (current encyclopedias, reference materials, art books, audiobooks, 
indexes, naval and military history, local history files, etc.) that should be retained within the Navy.   
The NGLP may arrange with naval service activities within the assigned geographical area to select 
books from such collections for their general libraries.   The receiving activity is responsible for 
transportation arrangements.  Materials which cannot be utilized by naval libraries within the 
geographical region should be reported to the NGLP for instructions as to their disposition. 

http://www.dtic.mil/whs/directives/infomgt/forms/eforms/dd1131.pdf�
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8.11 S IMP L IF IE D P R OC E S S ING  P R OC E DUR E S  
All materials (traditional books and multi-media devices) procured for the shipboard general library 
from any source, must be processed and prepared for library use.  Processing begins with the receipt 
of material and is complete when the material is shelved for use by patrons.  Each RP working in the 
shipboard library needs to perform the basic processing steps described in this section to assure the 
proper control and use of library materials and to maintain uniformity within the General Library 
Program. 

8.11.1 P roc es s ing S upplies  
Some processing supplies (book cards, book card pockets, catalog cards) are centrally furnished with 
the books in the monthly clothbound distributions.  Library materials received from other sources 
(library book stock, special requests, local procurement, gifts, etc.) do not generally include 
processing supplies.  Each command, therefore, needs to furnish the library with a supply of the basic 
processing materials.   
Stock numbers are given for supplies available through Cog 01 inventory and General Services 
Administration (GSA) stock.  Many of the GSA items are carried in local SERVMARTS or Navy 
Exchange Depots.  Consult the GSA Stock Catalogs for additional items.  The RP should consult the 
naval regional librarian for assistance in determining quantities of supplies needed and for information 
on procuring materials available from library supply houses.  Materials required by the RP for 
processing shipboard library materials include: 

• Book Cards – (NAVEDTRA 5070-1) Cog 01 Stock Number 0115-LF550-7010 

• Book-Card Pockets – (NAVEDTRA 5070/2) Cog 01 Stock Number 0115- LF-050-7022 

• Catalog Cards (white, unlined 3 x 5” with hole punched in bottom) GSA NSN- 7530-00-491-
2270 

• Filing Cabinets (for card catalog and shelf-list files) 

• Drawer unit GSA NSN-7110-00-273-8770 

• Drawer unit GSA NSN-7110-00-273-8774 

• Filing Guide Cards – Alphabetical A-Z (for card catalog and shelf-list files) – GSA NSN-7530-
00-249-5969 

• File Guide Cards, Dewey Decimal Classification series (for shelf-list file)-procure from library 
supply house 

• File Guide Cards, Calendar, daily 1-31 (for circulation file) – GSA NSN-7530- 00-861-1275 

• File Guide Cards, Calendar, monthly (for circulation file) – GSA NSN-7530-00- 574-7172 

• Rubber Stamp, Day, Month, Year (for circulating materials) – GSA NSN-7520- 00-286-5791 

• Rubber Stamps: (Procure locally) 
– PROPERTY OF U.S. NAVY 
– NAME OF SHIP 
– TAKE ONE, LEAVE ONE (for use with paperbacks) 

• Inking Pad for Rubber Stamps: 
– GSA NSN-7510-00-526-1748 black inked 
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– GSA NSN-7510-00-526-1745 red inked  

• Periodical Check-in Cards — procure from library supply house 

• Plastic Book Covers – Federal Supply Schedule Group 75, Part II, Section A 

• Book Spine Labels.  Pressure Sensitive – procure from library supply house 

• Lettering Pen and Ink (for marking book spines) – procure from library supply house 

• Audiovisual Labels.  Pressure Sensitive (for marking Compact Discs, etc,) – procure from 
library supply house 

• Library Paste or Adhesive – procure locally or from library supply house 

• Magazine Binders – Federal Supply Schedule Group 75, Part I, Section A 

• Continuation Sheet (Standard Form 36) GSA NSN-7540-00-634-3994 

• Miscellaneous: (GSA or library supply house) 
– Bookends 
– Paste brushes 
– Book repair materials, etc. 

• Label Making Machines  
 

 
 

8.11.2 P roc es s ing Mas s  Market P aperbac ks  
Mass market paperbacks are furnished monthly by CNIC to ships to supplement the clothbound 
library collection.  In library terms, these materials have a relatively short life span and are not 
intended as permanent material for the collection; therefore, no processing by the RP is required.  In 
order to publicize the General Library Program, however, it is recommended that the first or last page 
of the paperbacks be stamped with the identification: “Take One, Leave One”.  Mass market 
paperbacks are usually shelved by the RP in random order apart from the classified cloth collection. 

8.11.3 P roc es s ing C lothbound and Quality P aperbac ks  
Information needed by the RP to process books for circulation is provided by The Navy General 
Library Program for books in the monthly book distribution and for books requested from the Library 
Book Stock.  Books received from other sources should be processed by the RP with the assistance 
of the Navy General Library Program personnel.  When such assistance is not available, the library 
officer can determine the author, title, and category (fiction or nonfiction) of a book and consult 
General Library Manual, Appendices Cb and Cc, “Dewey Decimal Classification,” and “Subject 
Heading Index” of the General Library Manual to assign class numbers for nonfiction books. 

NOTE 

Plastic book covers and magazine binders which are easily flammable 
or produce thick, toxic smoke should be avoided. 
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The 10 major Dewey decimal subject classes with an explanation of the type of material each 
includes are:  

• 000 Generalities ─ Comprehensive materials giving an overview of knowledge and materials 
which are not included in the other major classes 

• 100 Philosophy and Psychology ─ Study of the truths and principles of being, knowledge, 
and conduct; man’s attempts to understand himself and his experiences 

• 200 Religion ─ Beliefs, attitudes, practices of individuals and groups concerning nature and 
purpose of the universe including the worship of God or gods 

• 300 Social Sciences ─ Material dealing with social activities and institutions, including 
governments; behavioral sciences 

• 400 Language ─ Science and structure of oral and written communication 

• 500 Natural Sciences and Mathematics ─ Laws of nature 

• 600 Technology (Applied Sciences) ─ Applications of the laws of nature 

• 700 The Arts ─ Tine, decorative, performing, and recreational arts 

• 800 Literature and Rhetoric ─ Works of literature (fiction, poetry, plays, essays, etc.) and 
works about literature 

• 900 Geography and History ─ Narrative and analysis of events of the distant or immediate 
past in the life of mankind; history and description of countries of the world; the life stories of 
noted people 

The following processing steps should be taken before any hardback or paperback are loaned to any 
crew member: 
Each book received should be checked against those marked on the packing list as being shipped to 
the library.  Discrepancies should be reported immediately as per instruction on the packing list.  
When unpacking the books, later processing will be easier if the books are separated into fiction and 
nonfiction.  Refer to the packing list (Figure 8-4) to determine a book’s category.  Nonfiction books are 
listed on the list by Dewey decimal class number. 
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Figure 8-4 — Sample clothbound book distribution packing slip. 

Each book should be accompanied by a book card, book-card pocket, and a set of catalog cards, and 
should be stamped along the top edge of the book ─ PROPERTY OF THE U.S. NAVY.  Any books 
received unstamped are to be stamped immediately. 
Prepare a book card by typing the author’s last name and book title on the designated lines of the 
book card.  This information is readily available from the packing slip, the catalog cards, and the 
book. 
Affix the book-card pocket to the page facing the back cover of the book (Figure 8-5).  Pockets which 
are not pressure sensitive should be glued or pasted.  They should not be taped or stapled to the 
page.  Place the book card in the pocket.  Stamp the pocket with the ship’s property stamp. 
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Figure 8-5 — Position of book card pocket in book. 

Prepare a spine label for each book.  Labels for fiction books should include the letter “F” and the first 
three letters of the author’s last name.  As desired, “SF” may be used to designate science fiction 
books, ‘‘W“ for westerns, and “M” for mysteries to assist patrons in identifying these types of books.  
Nonfiction book labels should include the Dewey Decimal class number as given on the packing slip 
or catalog cards and the first three letters of the author’s last name (Figure 8-6).  The finished label 
should be affixed (at a uniform height) to the lower portion of the book’s spine or the book’s paper 
cover.  Labels for books which are housed on a shelf with lips should be placed approximately 2” 
above the bottom of the book so the label can be easily seen.  Occasionally, due to the texture of a 
book’s binding, pressure-sensitive spine labels will not adhere to the spine.  In such cases, the spine 
identification should be printed directly on the book’s spine with a library marking pen designed for 
this job.  

 

Figure 8-6 — Position of class number on spine of book. 

Books should be protected by encasing them in plastic book jackets.  The book’s paper cover in the 
plastic jacket adds colorful eye appeal to the library and preserves vital cover illustrative and printed 
information to assist the library user in selecting books.  When plastic jackets are not used, the 
information printed on the back and inside flaps of the paper cover should be pasted inside the front 
cover of the book.  Instructions for applying plastic jackets are provided by the suppliers. 
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If an electronic database will not be used in the LMRC, the LMRC staff will prepare catalog and shelf-
list cards for each book.  Each fiction book is accompanied by three catalog cards, two author cards 
(author is printed on the top line) (Figure 8-6), and a title card (title is printed on the top line).  Each 
nonfiction book is accompanied by at least three cards ─ two or more author cards and a title card.  
Verify that the information on the catalog cards ─ author and title ─ matches that on the book.  
Temporarily set aside any book and cards which do not match.   
For fiction books, no additional card preparation is needed except separation of the cards for filing.  
Place one author card aside for the shelf-list file.  Place the other author card and the title card aside 
for the card catalog file.  For nonfiction books it is necessary to add the subject heading(s) information 
for the subject card(s).  Subject headings are listed at the bottom of the author card by Arabic 
number.  Each heading listed should be typed in CAPITAL LETTERS at the top of one author card.  
When this is completed, separate the cards for filing: one author card for the shelf-list file; one author 
card, the title card, and the subject card(s) for the card catalog file.  Catalog cards should be typed for 
any books received without cards or with incorrect cards.  Figure 8-7 shows the spacing and 
information to be included on these locally typed cards. 

 

Figure 8-7 — Spacing used in preparing catalog cards. 

The books and cards are now ready for use in the library.  The final steps in making them available 
for use are shelving the books and filing the cards are: 

a.  Shelving.  Fiction books are shelved alphabetically by the author’s last name; 
nonfiction books are filed in numerical order by the Dewey Decimal class number.  
Shelving is facilitated by referring to the book’s spine label (Figure 8-8).  Whenever 
possible one shelf in the library should be set aside to display the new books received 
and processed each month.  Additionally, posting a copy of the packing slip in the 
library and/or publishing a list of processed books in the POD will keep the crew 
informed about new library books.  
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. 

Figure 8-8 — Shelf arrangement of books. 

b.  Filing catalog cards.  Filing catalog cards will be used and when an electronic 
database with barcode scanning technology is not available.  The card catalog (see 
Figure 8-9) is the patrons’ index to the library collection.  It lists each book in the library 
by author, title, and also by subject for nonfiction books and gives the shelf location for 
each book in the upper left-hand corner of the card.  The card catalog should be located 
so that it is readily available to library users.  All catalog cards ─ author, title, and 
subject ─ are interfiled alphabetically.  Catalog cards are to be filed when the processed 
book is put on the shelf.  In no case should the cards be allowed to accumulate for filing 
since they are of no use to patrons until they are filed. 

 

Figure 8-9 — Sample card catalog file. 

c.  Filing shelf-list cards.  Filing shelf-list cards should be used when an inventory list 
from an electronic database for the LMRC is not available.  The shelf list (see Figure 8-
10) is the official record of the library’s holdings.  It contains one author card for each 
book in the collection.  The shelf list is not for patron use and should be kept in a secure 
place.  Shelf-list cards for fiction books are filed alphabetically by author (see Figure 8-
11), and nonfiction books are filed numerically by class number (see Figure 8-12), in the 
order in which the books are shelved; therefore, it is called “shelf list.”  Shelf-list cards 
are to be filed when the processed books are shelved and are not to accumulate for 
later filing.  
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Figure 8-10 — Sample shelf-list file. 

 

  

Figure 8-11 — Sample alphabetical arrangement for fiction shelf-list cards. 

 



8-20 

  

Figure 8-12 — Numerical arrangement for nonfiction shelf-list cards. 

d.  Audiobooks.  Audiobooks shipped from the NGLP are shipped with an itemized 
packing list.  Receipt and verification of audiobooks must be carried out in accordance 
with the CNIC Letter of Instruction which is forwarded to the ship.  A library inventory log 
must be maintained for audiobooks collections.  Each audiobooks should be assigned a 
number (1, 2, 3, 4, etc.) and inventoried in the electronic or paper log by number with 
author, title, and date of receipt information.  Property marking of audiobooks is difficult 
due to their form.  Some audiobooks can also be marked with a label-making machine.  
No additional processing is needed for audiobooks to be used solely in the library.  
Libraries which loan audiobooks for use in other ship spaces should prepare a intra-
library loan card for each audiobook.  The card should list the audiobook’s author and 
title.  Audiobook cards should be kept on file.  Audiobooks are stored by log number in 
secured cabinets.  The library should post a list of audiobooks available.  The list may 
be a copy of the electronic or paper log record.  

8.12 S IMP L IF IE D C IR C UL AT ION P R OC E DUR E S  
Library materials are placed in the ship’s library to be used.  Circulation procedures and policies are 
established to govern the use of materials by personnel.  Their function is to assure equal access to, 
and fairness in, the use of all materials.  
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8.12.1 L oaning Materials  
A controlled “take one, leave one” system of circulation for mass market paperbacks is 
recommended.  Worn and obsolete mass market paperbacks should be physically disposed of locally 
by the RP.  Normal restocking of mass market paperbacks occurs through the monthly distribution.  
Prior to extended deployment, a ship can request a special issue of paperbacks from CNIC to ensure 
stocking of the paperback exchange collection during the deployment. 

8.12.1.1 L oaning P aperbac k or Hardback B ooks  

The usual loan period for books in the general library collection is 2 weeks with an option for renewal.  
Reference books are for use solely in the library and, therefore, do not circulate.  

8.12.1.1.1 C hec kout P rocedure 

If an electronic database is being used, the RP checks out the book(s) or multi-media devices using 
local procedures of the database.  For manual checkout, the borrower removes the book card from 
the book and prints name, rank, and division on the card.  The date due (day, month, and year) is 
stamped on the book card and book pocket.  The book card is filed alphabetically by the author’s last 
name behind the due date in the circulation file (See Figure 8-13).  Reference books are to be used 
only in the library.  Frequently, to control the use of expensive and highly popular reference books, 
such as encyclopedias, are shelved at the library attendant’s desk and are signed out for use in the 
library.  In such cases, the book card is not stamped with date due and filed in the circulation file.  
Instead the current date and time is entered on the book card along with the borrower’s name, rank, 
and division.  The library attendant keeps the card and assures that the book is returned to him 
before the user leaves the library.  

 

Figure 8-13 — Checkout records. 
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8.12.1.1.2 C hec k-In P roc edure 

If an electronic database is being used, the RP checks in the book(s) or multi-media devices using 
local procedures of the database.  For manual check-in, the library assistant notes the date due on 
the book pocket of the returned book, locates the book card in the circulation file, and replaces it in 
the book pocket.  If the book card is clipped, the assistant notifies the individual waiting for the book 
that it is available.  If no reserve is registered, the book is placed in its proper place on the shelf. 

8.12.1.1.3 R es erving T raditional and Audiobooks  

The important service of reserving for a prospective reader a book that is on loan to another person 
can be done by the RP with relative ease.  If an electronic database is being used, the RP reserves 
the traditional or audiobook(s) using local procedures of the database, if possible.  For manual 
reservations, on a 3 by 5 card, note the author and title of the book, the requestor’s name, rank, 
division, and the date of the request.  Locate the book card for the reserved book in the circulation file 
and attach the 3 by 5 request card to the book card with a paper clip.  When the requested book is 
returned, its reserve status will be readily evident upon locating the book card.  Notify the requestor 
that the book is now available. 

8.12.1.1.4 R enewal 

If a borrower wishes to extend the loan period for a book, the library assistant will first make sure that 
no one has reserved the book in question.  Books on reserve will not be renewed.  If no reserve is on 
file, recheck out the book again following local database instructions or the book card is filled in again 
by the borrower ─ name, rank, division ─ and a new due date is stamped on the card and the book 
pocket.  The book card is filed under the new due date.  A book should not be renewed verbally; it 
must be brought to the library for renewal.  

8.12.1.2 Audio B ooks  

Audio books borrowed solely for use in the library may simply be logged in and out by the RP.  The 
audio books log should list audiobooks number, name, rank, and division of borrower; and date and 
time borrowed.  When the audio books are returned, the time is logged in by the RP and the audio 
books are refiled in the cabinet according to its number. 
Audio books borrowed for use in other spaces aboard ship are checked out as a book.   
The borrower should print name, rank, and division on the audiobooks card (Figure 8-14).  The date 
due (day, month, and year) is stamped on the card which is then filed in the circulation file 
alphabetically by performer behind the date due.  Loan period for audio books should not exceed 3 
days, Check-in for audio books is handled the same as for a book except that the card is replaced in 
the card file in the audio books cabinet. 

NOTE 

It is strongly recommended that, if possible, an electronic database 
software program be used as a means for recording (cataloging), 
organizing, and tracking all inventory of traditional books and multi-
media devices. 
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Figure 8-14 — Checkout card for audio books and non-book materials. 

8.12.2 Interlibrary L oan P olic ies  
The RP should understand interlibrary loan policies and procedures.  Interlibrary loan and borrowing 
is a procedure for meeting needs of library patrons arising from serious research and study which 
cannot be met from the library’s collection or via the acquisition procedures of a library.  The 
procedures are for the exchange of materials between libraries.  The borrowing library is completely 
responsible for the prompt, safe return of materials to the loaning library.  The loaning library sets the 
conditions of the loan in terms of length, place of use such as “in library only,” means of providing the 
material whether in the original or by a copy, means of mailing or shipping including requirements for 
registration, certification, or insurance, and means or procedures of reimbursement for costs incurred.  
Naval general library policies and procedures generally follow the Interlibrary Loan Codes of the 
American Library Association and of the Federal Library Committee. 
Interlibrary Loan and Photocopy Request forms (SF 162) must be used in interlibrary transactions.  
Forms are available in GSA stock or may be purchased from commercial library supply sources. 
Copyright provisions relating to requesting and providing photocopies of copyright materials must be 
adhered to and appropriate records of requests for and receipts of photocopies must be maintained.  
Action to acquire materials in steady demand must be taken as need is indicated by records of 
photocopy requests and receipts. 
Restitution must be made by the individual borrower via the borrowing library as dictated by the 
lending library for lost, damaged, or destroyed materials and, when other arrangements are not 
possible, for the costs of photocopies, shipping, mailing, etc.  Failure of individuals to meet their 
obligations does not relieve the borrowing library of its responsibility to the lending library. 

8.13 S HIP B O AR D L IB R AR Y  R E S OUR C E  MANAG E ME NT  
RPs must be able to manage shipboard library resources effectively.  Effective library resource 
management can achieve maximum utilization of library spaces, equipment, facilities, collections, 
staff, and funds in military situations where change is a constant factor.  Planning at all levels for 
library development should reflect short- and long-range objectives, budget cycles, changes in activity 
mission and logistic support responsibilities, Navy information systems and technologies, 
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departmental-wide programs, and advances in professional library technologies, materials, and 
services. 

8.13.1 Management R ecords  
To ensure the effective use of library staff, to assist in establishing library program priorities, and in 
developing library collections and services, reliable data are required for the analysis and evaluation 
of library functions and internal controls.  Such data should be current and available for required 
management reports. 

8.13.1.1 S hipboard L ibrary R ec ords  

Commands afloat are encouraged to require regular management reports on operations and use of 
ship general libraries.  It is strongly recommended that RPs track personnel visiting the LMRC, using 
the information systems and checking in/out traditional and audio books by electronic means.  Basic 
simplified records and files for library operations and for managing library resources include: 

• Catalogs and inventory lists of library materials in the collection (see Chapter 9 of the General 
Library Manual)  

• Card shelf list of library materials (traditional and audio books along with other audiovisual 
materials) constituting the official inventory record of a library collection 

• Circulation records for library materials 

• Records of magazines and newspapers ordered and received 

• Copies of Naval General Library Manual (NAVEDTRA 38021), and a file of the Naval General 
Library Services News Memorandum 

• Files of technical guidance reports and other correspondence from the NGLP 

• Copies of stock and special order requests for library materials 

• Local ship’s library directive 

8.14 S HIP  L IB R AR Y  F AC IL IT IE S  
The library officer and the RP have a major role in the development of attractive, functional library 
facilities.  Assistance in this area may be provided by naval regional librarians.  The library should 
provide secure facilities for the library’s collections, adequate space for processing and administering 
the library’s resources, and pleasant and comfortable seating, study, listening, and viewing areas for 
library users. 

8.14.1 S hipboard L ibraries  
The importance of libraries aboard ships has been officially recognized since the early 1800s.  Today, 
the Department of the Navy, through habitability baseline criteria for all new ship designs and for 
major ship conversions, and through habitability improvement programs to upgrade library facilities on 
existing ships, is establishing guides for the physical layout and equipping of shipboard libraries.  The 
intent is to encourage better use of available space and to promote the library as a multimedia 
learning center. 
Requirements for shipboard libraries for new ships are included in NAVSHIPS 0902-001- 5000, 
General Specifications for Ships of the U.S. Navy.  Details on plans for libraries of newly 
constructed/converted ships are given in OPNAVINST 9330.5 series, Environmental Control 
Standards “Habitability Baseline Design Criteria.” 
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Hab Hints (NAVSHIP Pub 0900-007-8010) and Navy Shipboard Furniture Catalog (NAVSEA 0933-
LP-005-5050) include details for library planning, ship’s library layout, and library furnishings.  
Sketches and suggested arrangements for ships’ libraries of various sizes are included in Appendix 
Db of the General Library Manual.  

8.14.1.1 S hip’s  L ibrary S ize 

Afloat library space will vary with a ship’s type, class, and hull layout.  Table 8-1 should be used as a 
guide to minimum standards for a ship’s library area, seating, and shelving. 

Table 8-1 — Ship’s library minimum criteria for library area, seating, and shelving. 

Ship’s 
Compliment* 

Area (Sq. Ft.) Number of Seats Linear feet of vertically 
adjustable Shelving** 

(books and periodicals) 

Under 150 As available As available 50 to 60 

151 - 299 100 5 60 to 80 

300 – 450  145 6 -10 80 - 110 

451 – 1,000 260 10 115 – 225 

1,001 – 1,350 300 12 230 – 300 

1,351 – 1,750 350 15 305 – 400 

1,751 – 2,000 500 18 – 30 405 – 450 

Over 2,000 1,200 35 – 50 Up to 2,000 

*In determining library area, seating, and shelving requirements, include all crew 
members attached to the command in which the LMRC belongs to and all other 
personnel attached to other commands that routinely visits or embarks on 
deployments and may frequent the LMRC (I.e. Flag staff, air squadrons, etc). 

**Based on minimum initial collections of 1.5 hardbound books per uniformed billet.  
Shelving standards for hardbound collections allow seven books per running foot 
of shelving for clothbound books.  Periodical shelving, paperbound display, and 
storage for audiovisual materials are additional. 

8.14.1.2 S hip’s  L ibrary L oc ation 

Where options are available, the following requirements should be met: 

• Locate the library as far as possible from areas having high noise levels, such as machinery 
spaces, galleys, directly under flight decks, etc. 

• Ship’s library should not be adjacent to heat-producing spaces such as uptakes and fire rooms 

• The library should be located for convenient access by all the crew, preferably near ship’s 
store and other personal services areas  

• Library locations not too far forward or aft amidship are preferred to minimize the effects of 
ship motion 
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8.14.1.3 Internal Arrangement of the L ibrary 

The following factors should be considered in planning the library layout: 

• Seat Orientation ─ For small, unstabilized ships having pronounced rolling tendencies, seats 
should be oriented so that personnel face forward or aft.  On large ships; i.e., tenders, aircraft 
carriers, seat orientation is optional 

• Bookshelf Orientation ─ Shelves should face forward or aft to lessen the tendency for books to 
be ejected by roll 

• Circulation Desk ─ The library attendant’s desk should be placed at the library’s entrance and 
should allow a view of as much of the library as feasible 

• Work Area ─ A closed-off area with small worktable, supply cabinet, etc., should be provided 
for the book processing, etc. 

8.14.1.4 T ec hnic al R equirements  

Library air-conditioning, ventilation, humidity, the lighting system, and noise and vibration levels must 
conform to standards specified in OPNAVINST 9330.5 series, Environmental Control Standards; 
NAVSEA Pub 0964-000-2000, Lighting on Naval Ships; and NAVSHIPS 0902-001-5000, General 
Specifications for Ships of the U.S. Navy. 
Furnishings and materials used in outfitting ships’ libraries must conform to military standards 
approved for the safety of combustible habitability materials.  See the list of acceptable materials for 
habitability improvements, Appendix 1 to NAVSHIPS Pub 0900-007-8010, “Hab Hints”; NAVSEA 
0929-002-7010, Shipboard Color Coordination Guidance Manual; and NAVSEA 0933-LP-005-5050, 
Shipboard Furniture Catalog. 
Suspended ceilings should be provided in the library and bulkhead sheathing in areas not covered by 
bookshelves.  Sheathing and ceiling must conform to NAVSHIPS 0902-001-5000, General 
Specifications for Ships of the U.S. Navy. 
Considerations of color dynamics and color coordination should be met as indicated in OPNAVINST 
9330.5 series.  Color schemes should be selected from NAVSHIPS Pub 0978-000- 1000, NAVSHIPS 
Pub 0933-008-0010 (for submarines), and NAVSEA 0929-002-7010, U.S. Navy Shipboard Color 
Coordination Guidance Manual.  Also adequate security for library collections and equipment should 
be provided. 

8.14.1.5 S hips ’ L ibrary E quipment and F urnis hings  

Curtains and draperies of acceptable safety material are decorative, dampen noise, and should be 
selected as part of the color dynamics scheme of the library.  Library shelving, adjustable vertically, 
should be 8” to 10” deep, with some 12” shelves for oversized books. 
No unsupported span of shelves should be over 3 feet long.  A list of equipment useful in ships’ 
libraries is given in Appendix Dg of the General Library Manual.  For safekeeping of all electronic 
multi-media devices, it is strongly recommended that multi-media devices be kept in a locked area or 
in a space designated for only LMRC staff can enter and use. 

8.14.1.6 L ibrary P lanning As s is tanc e 

Design offices at most naval shipyards and regional offices are available for consultation and may 
have catalogs of standard library equipment and furnishings and will assist with library layout and 
planning. 
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8.15 L IB R AR Y  E QUIP ME NT  AND S UP P L IE S   
Supplies and equipment for general libraries are procured from local funds available to the command.  

8.15.1 L ibrary E quipment 
A basic equipment allowance list for general library operation is given in Appendix Dc of the General 
Library Manual.  To assure a functional and efficient library, nonstandard library equipment must be 
avoided, particularly for shelving and circulation desks: 

• Online or paper catalogs from commercial library supply houses should be used to establish 
specifications and descriptions for required items 

• The Federal Supply Schedule Group 71, Part XIII, Sections A and B, a mandatory multiple 
award schedule, covers many items of library furniture and shelving, both wood and metal 

• Consult the contractors’ catalogs and price lists for details on costs, delivery terms, warranties, 
etc. 

• Other Federal Supply Schedules covering items pertinent to library operation are listed in 
Appendix D of the General Library Manual  

8.15.2 L ibrary S upplies  
Many general office supplies are available through the Navy and Marine Corps supply systems and 
through GSA stores stock.  For information on GSA stores or NEX Depots stock and a list of general 
Government supplies useful for libraries, see Appendix Df of the General Library Manual. 
Library forms (library book cards and book pockets, etc.), DoD, and standard forms useful in libraries 
in the Navy publications and forms system (Cog 01) or in the GSA stock system are also listed in 
Appendix Dg of the General Library Manual.  These forms are procured in accordance with NAVSUP 
Pub 2002 series for Navy libraries. 
Special library supplies and forms not in general use (e.g., labels, book repair materials) are procured 
from commercial library supply sources. 

8.16 HOUR S  OF  L IB R AR Y  OP E R AT ION 
Library operating schedules must include adequate evening and weekend hours to assure military 
personnel access to library collections and services.  However, ships’ library operating schedules will 
vary.  Daily, regularly scheduled and posted hours are recommended and should be made in 
consideration to not interfere with religious services if the ship’s chapel is in close proximity to the 
LMRC. 

8.17 C R IT E R IA F OR  L IB R AR Y  S E R V IC E  
All aspects of library service are designed to facilitate the use of resources, to remove barriers, to 
invite use, and to guide reading and education toward the goals of the individual.  The normal 
services of the library include the following: 

• Well-organized collections of materials, classified, cataloged, and arranged for convenient use 

• Loan of materials and interlibrary loan arrangements as required 

• Information services and technologies designed for accessing the internet for online research, 
college courses, commercial websites, etc.  
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• Guidance to individuals in the use of reference, professional, educational, and recreational 
material 

• Assistance to the command and to military community organizations in locating and using 
materials for professional development, program planning, and other organizational needs and 
projects  

• Stimulation of use and interpretation of materials through publicity; display; reading lists; book, 
music, and film discussions; etc., either in the library or at meetings of shipboard organizations 

• Provision of bibliographic information on books and other materials 

8.18 F UNDING  F OR  S HIP B O AR D L IB R AR IE S  
RPs must be aware of how shipboard library operations are funded.  The Navy’s General Library 
Program is supported by CNIC’s Fleet and Family Readiness with Morale, Welfare and Recreation 
funds, and with local appropriated funds provided by naval activities.  Naval general libraries are 
identified as a special expenditure item in the command budget: cost account code 9964 (see 
NAVCOMPT Manual 024640).  Librarians and library officers coordinate with fund managers in 
preparing local library budget estimates and justification to be submitted as part of the normal 
budgetary requests.  

8.18.1 R es pons ibilities  of C ommanding Offic ers  for the P roc urement of B ooks  
and Other L ibrary Materials  

Local funds are needed in some areas of library collection development.  Commanding officers 
provide ship general library collections and facilities as needed to assure sound programs of off-duty 
education.  The general library’s function is to provide for reference needs and for the depth and 
scope in collections needed to enrich and extend the learning experience. 

8.18.1.1 Hardbac k/P aperback and Audio B ooks  

Commanding officers are responsible for the development and expansion of initial shipboard 
collections.  Commanding officers are supported by CNIC in this area.  Procurement of books 
required to provide a well-rounded general library program which are not available from CNIC will be 
funded locally. 

8.18.1.2 Other L ibrary Materials  

All LMRC items not provided by the NGLP needed to meet local requirements are procured with local 
funds.  For information on what is provided for LMRC usage, contact the NGLP.  Technical support 
visits do not normally result in written reports.  Oral reports and discussions with activity personnel of 
visit findings may be followed by memoranda for the record if there are areas of agreement or 
concern to be implemented or resolved.  Written reports and memoranda will normally be submitted 
only to the visited command and not to commands at higher echelons, nor to other technical offices, 
bureaus, etc., unless very serious problems are found to exist. 

8.19 P R E DE P L OY ME NT  S C HE DUL E   
Prior to deployment, the library officer is to follow the below time schedule to ensure the ship’s library 
is ready for deployment:   

• 120 days before deployment:  
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– Call in all overdue library materials and arrange books on shelves in accordance with Naval 
General Library Manual (NAVEDTRA 38021) 

– Locally dispose of worn, soiled, obsolete library materials unfit for reissue 

• 90-60 days before deployment: 
– Prepare and forward to the Commanding Officer, Naval Education and Training 

Professional Development and Training Center (NETPDTC), (Code AG), Pensacola, FL 
32509 via official letter, requests for hardbound fiction and nonfiction books.  The regional 
librarian can assist 

– Submit official letter request to the Commanding Officer, NETPDTC, for paperbound 
collection replenishment 

– Submit requests for audio library materials to CNIC 
– If supplies are low, requisition the following library forms from the nearest Cognizance 01 

stocking point in accordance with NAVSUP Pub 2002 series.  Report to CNIC any 
problems in securing library forms: 

o Book Card (NAVEDTRA 5070/1), Stock No. 0115-LF4I50-7010 
o Book-Card Pocket (NAVEDTRA 5070/2), Stock No. 0115-LF-050-7022 

– Check and requisition needed library office supply items from GSA supply system.  (See 
appendix Df of the Genera! Library Manual) 

– To improve the appearance of the library collections obtain plastic book jackets.  See 
Federal Supply Schedule, Group 75, Part I, 10-1/2” x 13-1/2” magazine size—NSN-7510-
00-202-9340 

• 30 days before deployment: 
– Process and prepare for circulation, library materials forwarded from the appropriate Naval 

Supply Center 

8.20 AP P E NDIC E S  
Refer to Appendix A for a simplified outline of basic library procedures.  That appendix outlines: 

• Charging books 

• Receiving books 

• Shelving and filing 

• Locating books 

• Processing new materials 

• Reserving books 

• Interlibrary loans 
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E ND OF  C HAP T E R  8  

S HIP B OAR D L IB R AR Y   
R eview Ques tions  
8-1.   The first shipboard library to be placed aboard a U.S. warship was placed on board (a) what 

ship, (b) in what year? 
A. (a) USS Constitution; (b) 1800 
B. (a) USS Franklin; (b) 1821   
A.  (a) USS Constellation; (b) 1828  
D. (a) USS Franklin; (b) 1898 

8-2.   In what year did the Navy assume official responsibility for shipboard libraries? 
A. 1800 
B. 1828  
C. 1889 
D. 1941 

8-3.  Which of the following goals is NOT included in the mission of the Navy General Library 
Program? 
A. To educate the crew 
B. To allow crew members to enjoy literature and art 
C. To develop esprit de corps 
D. To provide a place to escape shipboard regimentation   

8-4.   On aircraft carriers and other seagoing vessels where assigned, which of the following 
personnel normally provide library services?  
A. Volunteers 
B. Yeomen 
D. MWR employees 
D. RPs   

8-5.  Religious Program Specialists are trained to provide library services afloat. If assigned to a 
ship’s squadron staff, RPs may be required to provide advice and assistance to shipboard 
library officers in their squadron when requested. 
A. True   
B. False 

8-6. What command has overall operational responsibility for the Navy General Library Program? 
A. Commander, Naval Installations Command  
B. Commander, Navy Personnel Command 
C. Secretary of the Navy 
D. Commander, Naval Education Command 
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8-7.   Commanding officers may delegate staff responsibilities for the General Library Program to 
which of the following persons? 
A. A Religious Program Specialist only 
B. A chaplain only 
C. A qualified person only 
D. An RP, a chaplain, or a qualified person   

8-8. Which one of the following is NOT a point that should be covered in all library directives issued 
by local commanding officers? 
A. Personnel authorized to use the library 
B. Rules for establishing borrower information 
C. Policy on the use of music rooms, audio/video materials and  equipment 
D. Training of shipboard library personnel   

8-9.   Basic duties for the library officer are specified in what directive? 
A. OPNAVINST 1730.1 
B. OPNAVINST 3120.32   
C. OPNAVINST 5070.3 
D. SECNAVINST 5070.3 

8-10.   Which of the following library duties should NOT be performed by junior RPs and library 
attendants? 
A. Keeping the library and its collection physically clean and neat 
B. Seeing to the maintenance of equipment and training operators to use  them 
C. Processing books received, maintaining the shelf-list and card catalog,  and 
conducting inventories as required 
D. Submitting recommended changes in policy through channels for approval  

8-11.   Library officers and attendants are normally trained in which of the following manners? 
A. Visits to Navy and other general libraries ashore to observe facilities and  operations  
B. Visits to other ship libraries 
C. Enrollment in courses in library science 
D. Each of the above   

8-12.   The basic collection of clothbound books provided to shipboard libraries is based upon how 
many books per authorized billet? 
A. 1 
B. 1.5   
C. 2 
D. 2.5 
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8-13.   Nonfiction books normally make up approximately what percentage of the total shipboard 
collection? 
A. 75% 
B. 65%   
C. 55% 
D. 45% 

8-14. If books are needed in a ship’s library and are not available from stock, where does that ship 
make a request to in order to add them to its library? 
A. The nearest activity in that ship’s chain of command 
B. CNIC  
C. NETC 
D. The nearest GSA supply point  

8-15.   The control of shipboard library materials is divided into what distinct phases? 
A. Commissioning and decommissioning only 
B. Addition to the inventory and removal from the inventory only 
C. Commissioning, circulation, and decommissioning 
D. Addition to the inventory, circulation, and removal from the inventory   

8-16.   Physical inventories of all LMRC inventoried materials must be conducted for what reasons?  
A. When directed when assuming the responsibility of a shipboard library  
B. When there is a change in senior RP leadership 
C. When a new library officer has been appointed 
D. All the above  

8-17.   Information in library patron or borrower files must be used in accordance with the provisions 
contained in 
A. NAVEDTRA 5070/4  
B. SECNAVINST 5211.5   
C. General Library Manual  
D. NAVEDTRA 7000 

8-18.  In general, when is the first overdue notice sent to a borrower? 
A. One week after the due date  
B. Two weeks after the due date 
C. Three to five days after the due date  
D. The day after the due date 

8-19.   If loaned material is lost, the borrower must reimburse what official or authority?  
A. Library officer 
B. Commanding officer 
C. MWR 
D. Department of the Treasury  
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8-20.   Worn or soiled library materials should be treated in what manner? 
A. Given to any personnel who are interested in keeping them 
B. Mailed to the Library of Congress, Washington, DC 
C. Physically disposed of in accordance with current disposal regulations   
D. Mailed to nearest Defense Disposal Office 

8-21.   Where should mass market paperback books be stamped “Take One, Leave One”? 
A. On the front cover 
B. On the back cover 
C. On the first or last page   
D. On the top edge 

8-22.   When determining the classification of a book for circulation, what part of the General Library 
Manual should you consult? 
A. Chapters 1 and 2 
B. Chapters 4 and 5 
C. Appendixes Aa and Ab 
D. Appendixes Cb and Cc   

8-23.   How many major Dewey decimal subject classes are there? 
A. 5 
B. 7 
C. 8   
D. 10   

8-24.  Which Dewey Decimal classification is assigned to books about chemistry? 
A. 100  
B. 300 
C. 500    
D. 800 

8-25.   Which Dewey Decimal classification is assigned to books about philosophy? 
A. 100   
B. 300 
C. 500 
D. 800 

8-26.   What list should new books be checked against before they are processed? 
A. Invoice 
B. Shelf 
C. Packing   
D. Inventory 
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8-27.   What statement, if any, should be stamped on the top edge of a clothbound book for 
circulation? 
A. PROPERTY OF THE U.S. GOVERNMENT 
B. PROPERTY OF THE U.S. NAVY   
C. PROPERTY OF THE (your ship’s name) 
D. None 

8-28.   What information should appear on the book pocket? 
A. Book title 
B. Classification 
C. Author’s name 
D. Ship’s property stamp   

8-29.   Where should a book card pocket be attached? 
A. On the page facing the back cover   
B. On the back cover 
C. On the front cover 
D. On the second to the last page 

8-30.   What spine label designation would be used for an Old West fiction book? 
A. F 
B. M 
C. SF 
D. W   

8-31.   What spine label designation would be used for a book about a detective story? 
A. F 
B. M   
C. SF 
D. W   

8-32.   On a fiction book, what information should be included on the spine label along with the fiction 
classification symbol? 
A. Dewey decimal classification 
B. Shelf number 
C. First three letters of the author’s last name   
D. Author’s initials 

8-33.   Which of the following methods is used for protecting books?  
A. Lamination 
B. A plastic book jacket   
C. Physical arrangement 
D. Environmental control 

 



8-35 

8-34.   What is the purpose of a library’s shelf-list? 
A. To assist patrons 
B. To control the loan of books 
C. To keep an official record of the library’s holdings   
D. To aid in shelving books 

8-35. How are shelf-list cards filed for fiction books? 
A. Alphabetically by author  
B. Numerically by its Dewey Decimal system class 
C. By author, title, and subject 
D. By number with author, title, and date of receipt    

8-36.   Which of the following statements best expresses the purpose of shipboard library circulation 
procedures and policies? 
A. To assure equal access to and fairness in the use of all materials   
B. To ensure the safety and security of materials 
C. To restrict and control the access of materials to authorized patrons 
D. To ensure the accountability of materials at all times 

8-37.  What is the loan period for books in the general library collection? 
A. One week 
B. Two weeks   
C. One month 
D. Fifteen days 

8-38.   What is the loan policy for reference books?  
A. A one week loan period 
B. A one month loan period 
C. They do not circulate as they are to be used only in the library’s spaces   
D. Must be returned in fifteen days 

8-39.   When checking out a library book manually, the borrower should print all the following 
information on the book card EXCEPT which one? 
A. Name 
B. SSN   
C. Division 
D. Rank 

8-40.   Which of the following conditions represents the only time in which a borrower is NOT 
permitted to extend the loan period for a book? 
A. When the book is overdue 
B. When the book has been reserved   
C. When the borrower has too many books checked out 
D. When the book is new 
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8-41.   Which of the following forms must be used for interlibrary loans? 
A. SF 162   
B. DD 1301 
C. NAVPERS 1701 
D. OPNAV 1704 

8-42. Basic simplified records and files for library operations and for managing library resources 
include all but which of the following?  
A. Copies of stock and special order requests for library materials 
B. A local ship’s library directive 
C. A record of all disposals  
D. Circulation records for library materials 

8-43.   What publication gives details on plans for libraries of newly constructed ships? 
A. NAVEDTRA 38021 
B. NAVSEA 0933–LP–005-5050   
C. OPNAVINST 9640.1 
D. SECNAVINST 9650.2 

8-44. What amount of linear feet of vertically adjustable shelving would be required to accommodate 
a ship’s complement of 150 persons or less? 
A. 50 to 60 linear feet   
B. 60 to 80 linear feet 
C. 80 to 110 linear feet 
D. 115 to 225 linear feet 

8-45.   Which of the following guidelines for locating the library aboard ship is NOT a valid rule? 
A. The library should be located as far as possible from areas having high  noise levels  
B. The library should be located as far forward on the ship as possible 
C. The library should be located near other personal service areas 
D. The library should not be located adjacent to heat-producing spaces 

8-46. For small, unstabilized ships having pronounced rolling tendencies, how should the seats 
oriented? 
A. So personnel are facing forward and aft  
B. So personnel are facing each other 
C. The seating arrangement is optional 
D. So personnel can be easily observed by the RP 

8-47. Furnishings and materials used in outfitting ships’ libraries must conform to what standards? 
A. Military standards approved for the safety of combustible habitability materials  
B. Department of the Navy standards for outfitting shipboard habitability areas   
C. DoD standards for military installations and habitability   
D. OPNAV standards for recreational habitability  
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8-48. Curtains and draperies are not permitted in shipboard libraries. 
A. True 
B. False  

8-49. Where are special library supplies and forms not in general use procured from? 
A. GSA stores stock 
B. Special order catalogs only 
C. Commercial library supply sources  
D. Non-GSA supplies are not authorized for use in the library  

8-50. How are LMRC items not provided by the NGLP, but needed to meet local requirements 
procured? 
A. From normal supply channels 
B. By using local funds  
C. By special order using GSA funds 
D. By requesting additional funding from CNIC  
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AP P E NDIX A 

OUT L INE  OF  B AS IC  L IB R AR Y P R OC E DUR E S  

A.1. P UR P OS E  
Basic library procedures are presented in this appendix under the general headings of “Charging 
Books,” “Receiving Books,” “Shelving and Filing,” “Locating Books,” “Processing New Materials,” 
“Reserving Books, ‘‘ and “Interlibrary Loans.”  From time to time, you may want to refer to this outline.  
In fact, you may find this list of basic steps handy during the entire time that you serve in the library. 

A.2. C HAR G ING  B OOK S  
When charging out books, follow these steps: 

1. Make sure the book to be charged out is a circulating book.  All books in the fiction, nonfiction, 
and paperback sections may be circulated.  Those in the reference section may not. 

2. Compare the author, title, and copy number on the book card and the book-card pocket to be 
sure the right card is in the pocket. 

3. Have the borrower fill out the book card, if he has not already done so. 
4.   Ensure that the book card entries are complete and readable, and include the borrower’s 

name, rank/rate, and division. 
5.   Stamp the due date in the space to the left of the borrower’s name on the book card and in the 

first empty space on the book-card pocket. 
6.   File the book card in alphabetical order, according to the author’s last name, in back of the 

proper due-date tab in the circulation file. 

A.3. R E C E IV ING  B OOK S  
When receiving books back from a borrower, follow these steps:  

1.   Check the due date and author’s name on the book-card pocket. 
2.   Look for the matching book card in the circulation file behind the tab with the same due date. 
3.   Stamp the return date in the space with the borrower’s name on the book card. 
4.   Return the book card to the book-card pocket. 
5.   If there was a paper clip on the book card in the circulation file (to indicate a book reservation): 

a.   Remove the reserve card from the “Reserve” section of the circulation  file. 
b.   Notify the requester that he may now pick up the book. 
c.   Enter the notification date on the reserve card. 
d.   Insert the reserve card in the book, and 
e.   Set the book aside on the reserve shelf. 

6.   Check the book for wear or damage.  Repair minor damage, or set the book aside for the 
librarian’s attention if damage is major.  If the book is in good condition, shelve it. 
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A.4. S HE L V ING  AND F IL ING  
Shelving and filing books properly is extremely important.  A lack of attention to detail when shelving 
or filing books, etc. can lead to disruptions in the normal library flow of events.   

A.4.1 F ic tion 
Follow these steps for fiction books: 

1.   Shelve fiction books in the appropriate subsection of the fiction section according to the letters 
on the top line of their call numbers.  Shelve books with an “M” in the mystery subsection, 
those with “ W“ in the western subsection, those with “SF” in the science fiction subsection, 
and those with an “F” in the general fiction subsection. 

2.   Shelve books in each fiction subsection alphabetically from left to right by the three letters on 
the bottom of their call numbers, which are the first three letters of the authors’ last names. 

3.   If two or more books in the same fiction subsection have the same letters in the bottom line of 
their call numbers, shelve them according to the rest of the letters of the authors’ names, 
starting with the letters of the last names, then the first names, and finally the middle names or 
initials. 

4.   If two or more books in the same fiction subsection are written by the same author, shelve 
them alphabetically by title.  Ignore the words “a,” “an,” and of titles. 

A.4.2 Nonfic tion 
File nonfiction books in this manner: 

1.   Shelve books in “the” at the beginning the nonfiction section from left to right in  numerical 
order by the Dewey Decimal classification number in the top line of their call numbers.  

2.   If two or more books have the same Dewey decimal classification, shelve them alphabetically 
by the three letters in the bottom line of their call numbers, which are the first three letters of 
the authors’ last names. 

3.   If two or more books have the same Dewey decimal classification number and the same three 
letters on the bottom line of their call numbers, shelve them according to the rest of the letters 
of the authors’ names, starting with the letters of the last names, then the first names, and 
final] y the middle names or initials. 

4.   If two or more books with the same call number are written by the same author, shelve them 
alphabetically by title.  Ignore the words “a” “ “an,” and “the” at the beginning of titles.  

A.4.3 R eferenc es  and Des k R eferenc es  
Since reference books are never checked out, it is important that they be readily available at all times.  
Follow these steps when dealing with reference materials: 

1.   Shelve books marked “R” or “REF” in the reference section, according to their call numbers. 
2.   Shelve books marked “DESK REF” or “DESK REFERENCE” in the area set aside for them, 

according to their call numbers.  

A.4.4 Hard/P aperbac k B ooks  
Follow these procedures for quality paperback books: 
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1.   Quality paperback books with call numbers which were received with the monthly clothbound 
distribution should be shelved in the same way that hardback books are shelved, according to 
their call numbers in the fiction, nonfiction, or reference section as the case may be. 

2.   Shelve mass market paperbacks without call numbers in the paperback section.  (In most 
libraries, they need not be shelved in any particular order.) 

A.4.5 F iling Material in the P amphlet F ile 
Pamphlets are easy to lose sight of.  Follow these procedures and you should have no problems in 
your library:  

1.   File pamphlets alphabetically by title in pamphlet file folders, unless a subject has been written 
on the cover.  In the latter case, file the pamphlet alphabetically according to the subject 
indicated. 

2.   File folders with photographs, clippings, and the like alphabetically according to the subject on 
the file folder. 

A.4.6 P eriodic als  
Arrange periodicals neatly so that their titles can be seen without the need to shuffle them about. 

A.4.7 Audiovis ual Materials  
Follow your local library procedures for arranging and storing audiovisual material.  Since such 
collections vary from one library to another, methods also vary. 

A.5. L OC AT ING  B OOK S  
If your library is well-maintained, locating books should be a snap.  If not, personnel may keep away 
from the library because they know it is difficult locating a book.  Follow these steps when locating 
books:  

1.   To locate a book in the library’s permanent collection, look up its call number in the card 
catalog file.  All of the catalog cards in this file give the call numbers of the books they 
represent. 

2.   Each catalog card is filed alphabetically in the card catalog according to the information given 
on the top line of the card.  Cards with the book’s title on the topmost line are called “title 
cards”; cards with the author’s name on the topmost line are called “author cards”; and cards 
with the book’s subject on the topmost line are called “subject cards.” 

3.   For every book ─ fiction or nonfiction ─ the card catalog contains one author card and one title 
card.  Author cards are filed last name first, followed by the first name and middle initial.  When 
title cards are filed, the words “a,” “an,” and “the” are ignored if they are the first word of the 
title. 

4.   For most nonfiction books, the card catalog also contains at least one subject card.  
5.   If there is no card in the card catalog for a book that is wanted, the book is not in the library’s 

permanent collection.  In this case, the librarian may be able to obtain the book from another 
library through an interlibrary loan. 
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A.6. P R OC E S S ING  NE W MAT E R IAL S  
News travels fast and everyone is happy when here is news that a ship’s library has received new 
material, especially when at sea.  It is important to get those new items logged in and made ready for 
distribution to the crew as soon as possible.  

A.6.1 New B ooks  
Follow these steps for new books: 

1.  When new books for the library’s permanent collection arrive, each one is checked against the 
packing slip.  Preprinted cards that are received with books supplied through the Navy 
distribution system are checked to be certain the right cards have been sent. 

2.   A shelf-list card, an author card, and a title card are prepared in accordance with the librarian’s 
instructions for each fiction and nonfiction book that is to be cataloged.  In addition, one or 
more subject cards are prepared for each nonfiction book. 

3.   A book card, book-card pocket, and spine label are then prepared for each book.  
4.   The book-card pocket is pasted on the back of the last page, and the book card is inserted in 

it. 
5.   The spine label (bearing the book’s call number) is affixed to the spine of the book, and a 

plastic protective cover is put on the book. 
6.   “Property of the U.S. Navy” is stamped on the top and front edges of the book pages and 

inside the front and back covers.  The name and address of the library are stamped on the 
book card pocket and the title page. 

7.   The shelf-list file cards are filed in the shelf-list file by call number in the same order as the 
books appear on the shelf. 

8.   The catalog cards are filed in the card catalog alphabetically according to the information on 
the topmost line of each card. 

9.   The book is then shelved according to its call number. 
10.  Paperback books that are not going to be a part of the library’s permanent collection are 

simply stamped with “Courtesy of your ship’s library, share with a shipmate” and “Property of 
U.S. Navy” with the name and address of the library on the inside of the front and back 
covers.  They are then shelved in the paperback section. 

A.6.2 Other New Materials  
For other material, follow these steps: 

1.   All other new materials have to be checked against the shipping list when they arrive. 
2.   Various electronic and paper inventorying and cataloging methods are used - card files, 

ledgers, etc. - to keep a record of all new items received. 
3.   Each item is identified with a property stamp or an accounting label. 
4.   All materials are arranged systematically in the appropriate section of the library according to 

the library’s policy. 
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A.7. R E S E R V ING  B OOK S  
Follow these procedures for popular books that are prone to being reserved:  

1.   When a reader wants a book that is already on loan to someone else, reserve the book in the 
electronic database or find the book card in the circulation file and put a paper clip on the top 
to indicate that the book has been reserved. 

2.   On a book reserve card, enter the author, title, and call number of the book; the name, 
address, and phone number of the requester; and the date.  Also, enter the date by which the 
reader needs the book, if applicable. 

3.   Place the reserve card in the reserve file at the front of the circulation file. 
4.   When the book is returned and properly checked in, notify the requester that he may now have 

the book, write the date of notification on the card, insert the reserve card in the book,  and put 
the book on the reserve shelf, 

A.7.1 Interlibrary L oans  
You won’t always have what people want in your library.  Sometimes you have to borrow from 
another library.  When that is necessary, follow these steps:  

1.   To borrow a book from another library, on an interlibrary loan, prepare an interlibrary loan 
request form. 

2.   On the request form, enter the author and title of the book; the name, address, and telephone 
number of the requester; and the date.  Enter also the date by which the reader needs the 
book, if applicable. 

3.   Follow instructions on the forms.  Send an interlibrary loan request to a Navy library which is 
likely to hold the book that is needed. 

4.   File copies of the interlibrary loan request in a separate file. 
5.   When the book is received from the loaning library, note any restrictions, charges, etc., placed 

by the loaning library.  
6.   Notify the requester that the book is available.  Inform requester as to any restrictions, costs, 

and date due. 
7.   Place a book card with the author, the title of the book, and information as to its source and 

borrower in the appropriate “date due” section of the circulating file.  
8.   When the book is returned by the borrower, clear the circulation file and the interlibrary loan 

request file, Check the book for damage.  Return the book to the loaning library with the 
appropriate copy of the interlibrary loan request. 

9.   If books are not received after receipt of notice that the loaning library has sent them, take 
necessary follow-up informative action.  

10.  If books are received, but then lost or damaged aboard ship, take action to collect funds and 
to reimburse the loaning library.  

 
 

 



 

G L OS S AR Y  
 

Administrative office Located in the building or area where the day-to-day administrative 
processing takes place.  The administrative office consists of the reception 
area office of the chaplain(s), counseling area, and other chapel staff 
offices. 

Advent Within Christianity, it is a season of preparation observed for 4 to 6 weeks 
before Christmas.   

Activity calendar    Command Religious Program chapel facilities are used for a multitude of 
religious, command, and civil activities.  A chapel complex is used during 
normal duty hours, in the evenings, and on weekends. 

Aisle The architectural division of the worship center on either side of the nave.  It 
can be separated from the worship center by a series of columns or pillars. 

Alb A full-length white linen garment with sleeves worn by a Catholic priest. The 
word “alb” means “white.” 

American Red Cross 
(ARC) 

Headquartered in Washington, D.C., the ARC provides a means for military 
family members to communicate emergency or emergent matters to 
deployed Sailors and Marines.   

Annual appropriation This type of appropriation is of primary concern to the RP.  It generally 
covers the current operating and maintenance expenses of the Navy.  It 
becomes available at the beginning of the fiscal year stated in the 
appropriation act.  Once the act is passed, funds may be either directly 
expended or obligated throughout the fiscal year. 

Aron Hakodesh The “Holy Ark” in which the Torah Scroll is kept. 

Antimension An Orthodox piece of material, approximately 24 inches x 18 inches, 
bearing a representation of the figure of Christ laid out for burial. 

Appointment 
calendar   

RPs are normally tasked by command chaplains to coordinate the 
scheduling of these appointments.  It is imperative that the RP keep an 
accurate appointment schedule.  Ensure appointments are recorded on 
each chaplain’s desk calendar and scheduled with sufficient time between 
sessions 

Appropriation An authorization by an Act of Congress to incur obligations for a specified 
time and purpose, and to make payments out of the Treasury of the United 
States. 

Artophorion 
(Tabernacle) 

The Orthodox tabernacle stands at the back of the altar table, and often 
takes the form of a miniature church or cathedral.  It is used for the 
reserved sacrament (Orthodox communion elements). 

Baptistry The part of the worship center reserved for the administration of baptism. 



 

 

Bimah Jewish raised platform upon which the desk for reading the Torah and the 
Ark stands. 

Blessing Cross Cross used by the Orthodox priest to bless the congregation. 

Book of Gospels 
 

Contains the four Gospels and is used for Gospel lessons chanted by the 
Orthodox priest.   

Buddha An Indian Sanskrit word that means "The One Who Awakened."  Buddha is 
the title given to Siddhartha Gautama, the founder of the Buddhist religion. 

Buddhism Buddha is a Sanskrit word that means “to become enlightened.”   Buddha is 
the title given to Siddhartha Gautama, the teacher, founder, and leader of 
the Buddhist religion 

Bulletin The equivalent to a notice in the Marine Corps. 

Byzantine system Utilized by many of the churches of the Eastern Orthodox faith tradition.  
The Byzantine (Eastern) year begins with Easter and concludes with the 
following year’s Easter Vigil.  

Cassock  A long, close-fitting garment (usually black) reaching to the feet and worn 
by Protestant chaplains in preference to the cleric’s robe. 

Chalice The chalice is used by the Catholic priest to mix the water and wine which 
become sacred elements during the Mass. 

Challah A special holiday bread usually served on Sabbaths and festivals (except 
Pesach, of course). 

Chancel The area of the worship center assigned to the officiating clergy.  The 
chancel includes the area around the altar, and may even include the choir 
area. 

Change transmittal The medium used to transmit changes to an Instruction or, under 
extenuating circumstances, a Notice.  Each Change Transmittal describes 
the nature of the changes it transmits and gives directions for making them. 

Chapel A small room or area reserved for special purposes, such as the 
reservation of the Blessed Sacrament, a shrine, or a small place for service. 

Chapel Fund Account 
Custodian 

The Custodian and Alternate Custodian are responsible to the 
Administrator for the efficient and effective operation of the ROF.  The 
custodian and alternate custodian must be members of the command, and 
are by default, primarily Religious Program Specialists.  Chapel fund 
account custodians are designated in writing by the Commanding Officer 
having jurisdiction over the fund.   

Chapel Fund 
Administrator  

Has overall management responsibilities for the chapel fund and will be 
designated in writing by the Commanding Officer who has jurisdiction over 
the fund.  



 

 

Chasuble The chasuble is a large sleeveless outer garment.  Its appearance can best 
be described as a long rectangular decorative cloth with a hole in the center 
to allow it to be slipped over the Catholic chaplain’s head.  The word 
“chasuble” means a “little house. 

Choir The section in a chapel set aside for a musical choir.   

Christianity The religion stemming from belief in the life, teachings, death, and 
resurrection of Jesus Christ 

Chuppah A canopy under which the Jewish bride and groom stand during their 
wedding ceremony. 

Church Calendar  
(Liturgical year) 

Fixed days on the church calendar.  These include Christmas and such 
feasts as the Nativity of the Blessed Virgin.  These feasts were set 
according to the solar calendar.   

Cincture A long cord used as a belt to gather the alb at the waist of a Catholic priest. 

Cleric’s Robe    The Protestant chaplain’s robe. It is a loose, flowing, wide-sleeved robe that 
extends to the feet. 

Command Chaplain Fulfill department head or division officer responsibilities at most Navy and 
Marine Corps commands.  In this capacity, they function like any other 
officer aboard the ship or station.  In regards to the CRP chapel fund, the 
Command Chaplain, as the command’s senior chaplain, serves as the 
Chapel Fund Administrator, and is delegated the authority by the 
Commanding Officer to approve expenditures out of this fund up to a 
certain limit 

Combat stress Changes in physical or mental functioning or behavior resulting from the 
experience of lethal force or its aftermath.  These changes can be positive 
and adaptive or they can be negative, including distress or loss of normal 
functioning. 

Common Cup This method of communion is used by a number of Protestant 
denominations.   Prepare the chalice as modified by the officiating 
Protestant chaplain. 

CRP Command Religious Program 

Corporal In appearance, a piece of linen cloth approximately 1 square foot in 
dimension.  The corporal is folded twice, both vertically and horizontally, 
with the cross appearing on its lower, center piece.  Catholic. 

Conservative 
Judaism 

Originated in the middle of the 19th century.  The conservative movement 
in the United States began as a reaction against the radical stand of the 
Reform rabbis at the Pittsburg Conference in 1885.  Conservative Jews 
oppose extreme changes in traditional practice but permit certain 
modifications.   



 

 

Controlled equipage Consists of items which require increased management control due to high 
cost, vulnerability to pilferage, or importance to the command’s mission.     

Christmas (Feast of 
the Nativity) 

A Christian celebration commemorating the birth of Jesus Christ.  

Coding The process of writing the file number (SSIC) on the piece of 
correspondence to be filed.   

Combat and 
operational stress 
control 
 

Leader actions and responsibilities to promote resilience and psychological 
health in military units and individuals, including families, exposed to the 
stress of combat or other military operations. 

Confidential The designation which will be applied only to information or material in 
which the unauthorized disclosure should reasonably be expected to cause 
IDENTIFIABLE DAMAGE to the national security.   

Continuing 
appropriation 

Is available for incurring obligations until the purpose for which the 
appropriation was made is accomplished.  This type of appropriation is 
often referred to as a “no-year” appropriation. 

Cruets The containers which contain the water and wine which become sacred 
elements during the Catholic Mass. 

Current Appropriation An appropriation which is available for incurring obligations and making 
disbursements during the current fiscal year. 

Delayed The casualty requires medical attention within 6 hours.  Injuries are 
potentially life-threatening, but can wait until the Immediate casualties are 
stabilized and evacuated.  

Designated Faith 
Group 
Representative 

The senior chaplain of that faith group at the command.   

DHARMACAKRA 
 

Literally, “Wheel of Dharma.”  This image is of Indian origin, and represents 
the teachings of the Buddha, specifically the Eightfold Path 

Divine liturgy The term used to express the Eucharistic celebration in the Orthodox 
churches.  The Divine Liturgy is celebrated on Sundays and all major feast 
days. 

Du’a’ Individual Islamic private prayer to God which follows no prescribed form. 

Easter Within Christianity, celebrates the death, resurrection, and ascension of 
Jesus Christ.  Easter is a movable feast and falls within a 35-day period 
between March 22 and April 25.  The date of the Easter celebration among 
Eastern Orthodox churches may vary from that used among the Western 
churches. 



 

 

Epigonation  This is a piece of stiff material, about 12 x 10 inches, decorated with a 
cross.  It is worn on the right hip by an Orthodox Priest 

Epimanika These are liturgical cuffs which are placed over the sleeves of the Orthodox 
sticharion (cassock). 

Epitrachelion This is the distinguishing emblem of the Orthodox priesthood and is also 
referred to as the priestly stole.  It is worn around the neck, but it is not 
crossed as it is by Roman Catholic priests.   

Expectant The casualty is expected not to reach higher medical support alive without 
compromising the treatment of higher priority patients.  Care should not be 
abandoned, spare any remaining time and resources after Immediate and 
Delayed patients have been treated  

Expired Appropriation An appropriation which is no longer available for incurring obligations, but 
which remains available for disbursements to liquidate existing obligations. 

Finger towel A rectangular piece of linen measuring approximately 4 inches by 8 inches.  
It is folded once horizontally and once vertically and will usually have a 
cross on the lower edge.  It is used to dry the Catholic priest’s fingers after 
the ritual ablution at Mass. 

General Services 
Administration (GSA) 

Is responsible for cataloging nonmilitary items in general use by both 
military and civil agencies of the United States.  This administration 
publishes the GSA Supply Catalog which is a handy reference used in 
identifying numerous supply items.   

Federal Supply 
Classification (FSC) 
System 

Designed to permit the classification of all items of supply used by the 
Federal Government.  It provides a common language so that one service 
or agency can use available materials held in stock by another component. 

Fleet and Family 
Support Center 
(FFSC) 

Located at nearly every Navy and Marine Corps base, the FFSC provides a 
wide variety of programs which assist the military members and families 
with the skills necessary to cope with military life during deployment and on 
the homefront.   

Four Noble Truths The primary teachings of Buddha. 

For Official Use Only It is important to note that the caveat “For Official Use Only” is NOT a 
security classification.  However, FOUO material must be safeguarded in 
accordance with SECNAV M-5510.36 directives. 

“From-To” 
Memorandum 

Normally used for informal communications between subordinates within 
the same activity and may be directed to one or more addressees.  The first 
page of a “From-To” memorandum may be typed on plain bond paper, on 
the Department of the Navy Memorandum Form (OPNAV 5216/144) or on 
letterhead paper. 



 

 

FSC Consists of a 2-digit FSC Group followed by a 2-digit FSC Class, and the 
NIIN consists of a 2-digit National Codification Bureau (NCB) Code number 
and 7 digits which, in conjunction with the NCB Code, uniquely identify 
each NSN item in the Federal Supply Distribution System.  

FSC Class  Stock groups cover rather broad categories of material.  Therefore, they are 
divided into classes to differentiate types of material within a stock group.  
These classes consist of a 2-digit number. 

Future file A planning tool used to release religious program publicity information to 
the public affairs office and internal media in a timely manner.  

Grager A noisemaker used especially for the Jewish Purim service and the reading 
of the scroll of Esther.  Whenever wicked Haman’s name is mentioned, the 
grager is used to create a lot of noise. 

Green “Ready” Zone Service members functioning in this zone exemplify adaptive coping, 
optimal functioning, and personal well-being.  The Green Zone is not the 
absence of stress since the lives of Marines, Sailors, and their family 
members are seldom without stress.  Rather, it is an effective mastery of 
stress without significant distress or impairment in social or occupational 
functioning.   

Gregorian calendar    From the beginning of recorded time, calendar makers have used events 
great and small as a starting point for their date guides.  Early Christians 
dated events from the birth of Jesus, which they called “the year 1.”   All 
dates before that year are listed as B.C. or “before Christ.”   Dates after that 
year are listed as A.D. or Anno Domini, meaning in the year of our Lord.  
Non-Christians often write B.C.E. for before Christian era (B.C.) and C.E. 
for Christian era (A.D.). 

Immediate The casualty requires immediate medical attention and will not survive if not 
seen soon.  Any compromise to the casualty's respiration, hemorrhage 
control, or shock control could be fatal.  

HAJJ Pilgrimage.  The pilgrimage to Mecca (Makkah), the holy city of Islam in 
western Arabia.  

Hamantashen A three-cornered pastry eaten on Purim, supposed to resemble Haman’s 
hat. 

Hanifs The upright, monotheistic, and moral people who were neither Christian, 
Jewish, nor pagan, who upheld an idealized form of the Mesopotamian 
religious tradition. 

Haram The area encompassing Makkah, the plain of Arafat, and other sites visited 
during hajj. 

Hardware Includes the computer itself and consists of items such as the keyboard, the 
printer, and the monitor 



 

 

Hadith Tradition.  It consists of a number of authoritative collections of “Tradition” 
which record the way (Sunnah) of the Prophet Muhammad.   
A report handed down over generations, of the example of the Prophet’s 
actions that all Muslims should emulate. 

Hijab A scarf like cloth used to cover a Muslim females head.  Wearing of the 
hijab is a form of modest dress and is mandatory for women. 

Hijrah The emigration which refers to the escape of Muhammad from Makkah to 
Madinah.  It marks the beginning of the Muslim calendar and the founding 
of the Islamic state. 

Icon A distinguishing feature of the Orthodox church.  Icons are religious 
paintings of Jesus Christ, the Virgin Mary, and various saints of the 
Orthodox church.  Icons are painted in a definite style and used in Orthodox 
worship — not as decorations but as venerated objects by the Orthodox 
faithful. 

Iconostasis A movable wall or screen placed in the Orthodox sanctuary/chancel area.  It 
is used to display icons (religious paintings which are venerated, kissed, by 
the people).   

‘Id al Adha The feast of sacrifice which ends the ritual of hajj, commemorating 
Abraham’s sacrifice of his son Ishmael and indicating the Muslims’ 
willingness to sacrifice for God. 

‘Id al Fitr The feast which marks the end of the fast during Ramadan. 

Ihram The garment worn during hajj, consisting of two pieces of unsewn white 
cloth. 

Imam Leader. He is the chief officer in the Mosque. His main duty is to lead the 
people in prayer. 

Individual Cup When a chalice is not used in a Protestant communion service, the 
individual cup set may be used.  This set is composed of a round base, 
several metal trays each of which contains 40 small glass or plastic cups, a 
metal cover, and metal bread/wafer trays. 

The Intinction Cup   This method of communion is used when the Protestant chaplain takes a 
communion wafer from the cup, dips it into the wine or juice in the chalice, 
and places it into the mouth of the worshipper.  The intinction cup is the 
small metal container rounded on one side which fits into the chalice.  It fits 
over the cup rim and is used to hold the communion wafers (bread). 

Instruction A directive containing authority or information having continuing reference 
value, or requiring continuing action.  It remains in effect until superseded 
or otherwise canceled by the originator or higher authority.   



 

 

Islam The name of the religion, and Muslim, the name used to denote a follower 
of the religion, were both coined from the same root word – “aslama,” the 
Arabic word which means “to surrender.”   Islam means “to surrender to 
Allah.” 

Islamic calendar The calendar is dated from the Hegira (Hijra), or Muhammad’s flight from 
Mecca (Makkah) to Medina, and is represented as 1 A.H. (after Hegira), 
which is 622 A.D. by Gregorian computation. 

Islamic year The Islamic year is based upon the lunar cycle.  The year is divided into 12 
months, 30 and 29 days long alternately.  The Islamic calendar divides time 
into cycles 30 years long.  During each cycle, 19 years have the regular 
354 days, and 11 years each have an extra day.   

Jerusalem (Western) 
System 

The Jerusalem liturgical year (cycle) begins with the Nativity and ends with 
Pentecost.   

Isra’-Mi’raj The Islamic celebration which commemorates the Prophet’s night journey 
to Jerusalem and ascension to heaven.  It acknowledges that the Christian 
Jewish, and Islamic religions have one and the same God as their source. 

JIHAD Holy Struggle – The duty to wage holy struggle to defend Islam or achieve 
a goal is obligatory by the order of Muslim authorities.  A struggle waged to 
defend Islam or achieve a goal.  Broadly, the obligation to spread the 
teachings of Islam and to combat injustice. 

Judaism The oldest of the three major western religions.  For 4,000 years – first as 
Hebrews, then as Israelites, as Judeans, and finally as Jews. 

Jum’ah The obligatory Islamic congregational salat on Friday. 

Ka’bah The small stone building in Makkah that Islam holds was first built by 
Abraham and his son Ishmael for worship of the one God. 

Kasrut/Kosher Kashrut is the code of laws concerning ritually-fit foods and utensils.  

Khalifah An Islamic vicegerent, or one who manages matters on earth by fulfilling 
the commands of God.   

Khutbah The sermon delivered by the imam at the Friday congregational Salat. 

Kiddush  A prayer said over wine on Sabbaths and festivals. 

Kiddush Cup A cup similar to a wine chalice that is used at the conclusion of the service 
by the rabbi.   

Kufi Skullcap worn by Islamic men as a form of modest dress. 

Lavabo dish (and 
water container) 

Used during the Catholic Mass for a ritual ablution of the priest’s fingertips. 

Latkes Jewish potato pancakes usually served during Hanukkah. 



 

 

Lapsed Appropriation The undisbursed balance of an appropriation which by law is no longer 
available for disbursement. 

Lent The 40-day penitential period of fasting in preparation for Easter that is 
commonly observed by many Christian denominations.  In the West, 
because fasting was not observed on Sunday, the 6 weeks of Lent (42 
days) contained only 36 fast days.  Because of this circumstance, an 
additional 4 days were included before the first Sunday of Lent.  Lent 
commences in the West on Ash Wednesday.  In the East – where fasting is 
forbidden on both Saturday and Sunday – Lent is the eight weeks before 
Easter, beginning on Monday.  Palm Sunday, the last Sunday in Lent, 
marks the beginning of Holy Week.  

Liturgy A rite or series of rites prescribed for public worship in a Christian church in 
accordance with an authorized or stated form 

Masjid A Muslim house of worship.  The word passes into the English language, 
with slight change, as Mosque. 

Mazeltov Literally means good luck.  However, it may also be used to express 
congratulations.  Upon successful completion of studying Judaism fellow 
students may turn to one another and exclaim “Mazel tov!” 

Mecca (Makkah The valley of Mecca (Makkah) that God (Allah) ordained Abraham to build 
the Kaaba as the first purpose-built house of worship to an Omnipotent 
God.  At least once in a lifetime, the pilgrimage to Mecca (Makkah) is 
required of adult Muslims. . 

“Memorandum For” 
Memorandum 

Used for more formal communications between high level officials such as 
the Secretary of Defense, the Secretary of the Navy, or one of their 
executive assistants.  It is prepared on letterhead stationery. 

Mental health The absence of significant distress or impairment due to mental illness.  
Mental health is a prerequisite for psychological health. 

MILSTRIP The Military Standard Requisitioning and Issue Procedures System.  It was 
developed to provide a common language for requesting and supplying 
material within the Army, Navy, Air Force, Marine Corps, and the General 
Services Administration (GSA).   

Minaret The tower on a Mosque from which the call to worship is chanted. 

Minimal "Walking wounded," the casualty requires medical attention when all higher 
priority patients have been evacuated, and may not require stabilization or 
monitoring. 

Minyan  The quorum of Jewish worshipers required in order to recite the Kaddish 
and certain other prayers.  Each denomination within Judaism views the 
Minyan differently. 



 

 

Mohel  The specially trained person who performs ritual circumcisions. 

Mosque The Muslim place of worship is the most important building for Muslims.  
Mosque comes from the Arabic masjid, meaning a place of kneeling.   

Moveable feast A feast day that Dates that vary from year to year, according to the phases 
of the moon.   

Muazzin A person who chants the Muslim call to worship. 

Multiple-year 
appropriation 

Is generally made for purposes which require a long lead time in planning 
and execution.   

Narthex The vestibule, or porch, at the entrance of the church.  It is separated from 
the nave by a wall, railing, or screen. 

National Codification 
Bureau (NCB) Code 

A 2-digit code which is included as the fifth and sixth digits of a National 
Stock Number or NATO Stock Number.  It identifies the country that 
assigned the stock number or it indicates that the stock number is used by 
two or more countries.   

National Item 
Identification Number 
(NIIN) is 

A 9-digit number which identifies each item in the Federal Supply 
Distribution System.  The NIIN is especially important when ecclesiastical 
supplies are ordered.   

Nave The main body of the worship center.  As the area reserved for the 
worshipers, the nave consists of the central open space, including the side 
aisles, that extends to the rear of the facility. 

Navy Industrial Fund 
(NIP) 

A revolving fund which is used to finance the cost of maintaining and 
operating industrial commercial-type activities such as naval shipyards.   

Navy Management 
Fund (NMF)  

This fund is used for the economical and efficient completion of Navy 
operations which are financed by two or more appropriations when the 
costs of these operations cannot be credited immediately to the specific 
appropriations.   

Navy-Marine Corps 
Relief Society 
(NMCRS) 

Headquartered in Washington, D.C., NMCRS is private non-profit charitable 
organization which provides financial assistance to military members 
experiencing unforeseen financial disturbances.  NMCRS provides interest 
free loans or grants (depending on the circumstances) to the military 
member 

Navy Stock Account An inventory account and is an integral part of the NSF.  It serves as the 
“holding account” for NSF-procured supplies until they are sold. 

Navy Stock Fund 
(NSF) 

It is not practical for each activity in the Navy to purchase all of its operating 
requirements directly from commercial suppliers.  The NSF exists for this 
reason.  It provides the necessary capital to finance the purchase and 
maintenance of stocks of common supply items which are required for the 
support and operation of the entire Navy. 



 

 

Navy Stock Number 
(NSNS) 

A 13-digit stock number assigned by the Defense Logistics Services Center 
(DLSC), Battle Creek, Michigan, to identify an item of material in the supply 
distribution system of the United States.  It consists of a 4-digit Federal 
Supply Classification (FSC) number, and a 9-digit National Item 
Identification Number (NIIN).   

Naval Working Fund 
(NWF) 

Provides a single permanent revolving fund for financing all work which is 
not chargeable to some current naval appropriation.   

Needs Assessment The RMT conducts a comprehensive needs analysis to identify the 
command’s religious ministry requirements and establish the commander’s 
religious ministry priorities.   

Ner Tamid  The “eternal light” that is a symbol of God’s continuing presence.  It usually 
appears as a lamp, hung over the Ark.  The lamp is supposed to be on at 
all times. 

Niyyah The declaration of one’s intention to perform a religious duty; for example, 
salat (worship), hajj (pilgrimage to Makkah). 

Nonappropriated fund Differs from an appropriated fund in that it comes from sources other than 
congressional appropriation.  The Command Religious Program chapel 
fund is usually the only type of nonappropriated fund with which a chaplain 
and the RP are associated.   

Notice A directive of a one-time or brief nature which has a self-canceling 
provision.  It has the same force and effect as an Instruction.  It will usually 
remain in effect for less than 6 months, but is not permitted to remain in 
effect for longer than 1 year.  Any requirement for continuing action 
contained in a Notice, such as the submission of a report, use of a form, or 
following a specified procedure, is considered to be canceled when the 
Notice is canceled, unless the requirement is incorporated into another 
suitable document.   

Oneg Shahbat A Jewish celebration of the Sabbath following services on Friday night or 
Saturday morning.  Usually a Kiddush is said, everyone has some wine, 
and good food is shared by all. 

Operating Target 
(OPTAR) 

An estimate of the amount of money which will be required by a ship, staff, 
squadron, shore installation, or other unit, to perform its assigned mission.  
An OPTAR has to do specifically with the purchase of supplies and 
equipage and is available for spending during a single fiscal year. 

Operational stress Changes in physical or mental functioning or behavior resulting from the 
experience or consequences of military operations other than combat, 
during peacetime or war, and on land, at sea, or in the air. 



 

 

Operational (or 
occupational) stress 
control 
 

Leader actions and responsibilities to promote resilience and psychological 
health in military units and individuals, including family members, exposed 
to the stress of routine or wartime military operations in noncombat 
environments. 

Orange “Injured” 
Zone 

Defined as encompassing more severe and persistent forms of distress or 
loss of function that signal the presence of some kind of damage to the 
mind, brain, or spirit.  Whereas Yellow Zone reactions are like a tree branch 
bending with the wind – always capable of springing back into place once 
the wind calms – to some extent, Orange Zone injuries are like a branch 
breaking because it was bent beyond its limits 

Order The equivalent to an Instruction in the Marine Corps. 

Other equipage Consists of items which are not controlled and are procured in the same 
manner as other operating space items (consumable supplies). 

Orthodox main altar 
table 

A freestanding altar.  It stands in the center of the sanctuary/chancel just 
behind the royal doors of the iconostasis.   

Orthodox Judaism Subscribes to a belief in the Divine Revelation of Torah Law and its 
principles through Moses and insists upon strict adherence to these laws 
which are prescribed in the Shulhan Aruch or Code of Jewish Law. 

Pastoral counseling An approach to therapy in which the insights of theology and spirituality are 
integrated with the principles of modern behavioral science to help 
Sailors/Marines, their spouses and other family members achieve 
wholeness and health. 

Personal computer 
(PC) 

A tool that will help solve problems by accepting data, performing certain 
operations on that data, and presenting the results of those operations.   

Phelonion   This is a cone-shaped garment with an opening for the head. It corresponds 
to the western chasuble.  The phelonion may be worn at Orthodox 
baptisms, marriages, when anointing of the sick, and at funerals.   

Posttraumatic Stress 
Disorder (PSD) 

One of several Red Zone stress illnesses that can arise in the aftermath of 
combat or other military operational experiences.  It can be one of the most 
chronically disabling stress illnesses, although it usually is much less 
severe than it is often portrayed to be in movies and other media.   

Prosphora Orthodox special leavened bread that is stamped with a wooden seal 
before it is baked in the oven.  Particles are removed from the bread prior to 
the Divine Liturgy to commemorate various saints of the church as well as 
the living and departed members of the local congregation.   

Portable field altar A portable altar used in conducting worship services under field/combat 
conditions using the Christian chaplain’s kit  or the Jewish chaplain’s kit .   



 

 

Purificator A rectangular piece of linen measuring roughly about 9 inches by 18 
inches.  Catholic. 

Psychological health Wellness in mind, body, and spirit. 

Qur’an (Koran) The revelations that came to Muhammad from God and were collected in a 
book and canonized in 646 C.E. Muslims regard the Qur’an as the eternal 
word of God. 

Rabbi  Master or teacher. 

Ramadan The ninth month of the Muslim year which is observed as sacred.  During 
this month Muslims fast from dawn to sunset. 

Reconstructionist 
Judaism 

Arose as a response to the climate of naturalism and functionalism in 
American thought.  The Reconstructionist Judaism movement, a derivative 
of Conservative Judaism, was inspired by the teachings and writings of 
Mordecai Kaplan.   

Red “Ill” Zone The zone of diagnosable mental disorders arising in individuals exposed to 
combat or other operational stressors.  Since Red Zone illnesses are 
clinical mental disorders, they can only be diagnosed by health 
professional. 

Reform Judaism A result of Jewish liberation, the breakdown of the ghetto walls, and the 
attempts of the people to meet the demands of modern life by introducing 
modifications in traditional Jewish thought and practice.  The Reform 
groups believe that the spiritual and ethical values of Judaism cannot be 
changed; however, practices are secondary.   

Religious Ministry 
Team (RMT), 

Composed of at least one chaplain and one Religious Program Specialist or 
chaplain’s assistant, may be an integrated, organic part of the Navy or 
Marine Corps unit or assigned by higher headquarters to deliver religious 
ministry to a command. 

Resilience The process of preparing for, recovering from, and adjusting to life in the 
face of stress, adversity, trauma, or tragedy. 

Return and Reunion   The process of returning to home base or camp, as well as family and 
friends, can present many new challenges to deployed Marines or Sailors. 

Revolving fund A fund established to provide working capital for the Navy.  Money is paid 
for the procurement of materials and services; and, is reimbursed when 
these materials and services are received or sold to local Navy commands. 

The Roman Missal The source of the modern Roman Catholic Eucharistic Liturgy is the 
General Instruction of the Roman Missal.  The Roman Missal is divided into 
two parts which are referred to as the Sacramentary and the Lectionary.   



 

 

Sacrarium A basin or sink equipped with a separate drainpipe that goes directly to the 
earth for dispersal of water used for sacred purposes, such as the washing 
of chalices or altar linens. 

Sacristy (Vestry) A room or annex of the worship center where finishings for the altar are 
kept and the ministers vest and prepare themselves.  Often located near 
the altar, the sacristy houses the vesting table, the articles used in the 
service, and the sacrarium.   

Sadaqah The Muslim institution of voluntary almsgiving. 

SALAT The ritual of Muslim worship.  

Sanctuary Literally, a holy place.  In the RMF, the sanctuary refers to the worship 
area.  Today, the elevated center of liturgical ceremony is placed closer to 
the worshiping community. 

Sa’y A ritual performed during hajj in which the pilgrims trot between two small 
hills seven times, signifying Hagar’s search for water. 
 

Secret 
 

The designation which will be applied only to information or material in 
which the unauthorized disclosure could reasonably be expected to cause 
SERIOUS DAMAGE to the national security 

Self-Cover  The cover is printed on the same paper stock as the body or inside pages 
of the brochure 

Separate Cover Makes it possible to use coated paper stock for the cover and a cheaper 
grade of paper for the inside pages of a brochure.   

Shahadah The Muslim confession of faith in God and in the prophethood of 
Mohammed. 

Shari’ah  The Islamic code of law, based on divine revelation, which regulates all 
aspects of Muslim life. 

Shanah tovah The greeting Jews extend to each other during the High Holy Days.  It 
means “May you have a good year.”  This phrase is derived from a longer 
expression which translates: “May you be sealed in the Book of Life for a 
good year.” 

Sharia The most important and fundamental religious concepts of Islam. 

Shipboard Library 
Officer 

Aboard ship, commanding officer will delegate the functions of library officer 
to a qualified person within the command as a collateral duty.   

Shivah The initial mourning period following a Jewish burial.  Traditionally, it lasts 
for 7 days.  It is not uncommon for it to be observed for shorter periods. 

Siyam The fast observed by Muslims during the month of Ramadan. 



 

 

Simchah Any joyous or blessed Jewish event. 

Software A program or instruction for the PC hardware to follow.  One example of 
commercially licensed software is Microsoft Office™. 

Spread sheet Tables of rows and columns of numbers.  Spreadsheets allow you to set up 
a table of rows and columns and specify what calculations you want 
performed.   

Stole (Catholic) A long narrow band worn around the neck.  The stole’s tie ends fall forward 
over the shoulders to the level between the priest’s waist and knees.  The 
stole should be the same color as the chasuble which is worn by the 
Catholic chaplain. 

Stole  (Protestant) A long, decorated band worn around the neck and hanging from the 
shoulders.  This may be worn with or without the cassock or robe.   

Sticharion The basic Orthodox liturgical vestment. It corresponds to the western alb, 
but it is ordinarily made of silk or brocade and not linen. It need not 
necessarily be white. 

Stress illness A diagnosable mental disorder resulting from an unhealed stress injury that 
worsens over time to cause significant disability in one or more spheres of 
life. 

Stress injury More severe and persistent distress or loss of functioning caused by 
disruptions to the integrity of the brain, mind, or spirit after exposure to 
overwhelming stressors.  Stress injuries are invisible, but literal, wounds 
caused by stress, but, like more visible physical wounds, they usually heal, 
especially if given proper care. 

Stress reaction The common, temporary, and often necessary experience of mild distress 
or changes in functioning due to stress from any cause. 

Stressor Any mental or physical challenge or set of challenges. 

Sufism Mysticism as practiced by Muslims. 

Sunnah An example of the Prophet Mohammed’s behavior that is a standard of 
conduct to be emulated by all Muslims.  As a collective term, all the 
reported traditions recording the Prophet’s behavior. 

Surplice  The surplice is a white outer vestment usually worn by a Protestant 
chaplain over the cassock and reaching to the knees. 

Sutra The most important Buddhist literature.  It signifies that the book contains 
the words of the Buddha.  There are many different kinds of sutras, and 
depending on the School, a certain sutra may be preferred over another 

Swastika A symbol which designates a Buddhist place of worship. It can be found on 
Buddhist places of worship, statues, or on maps to designate a Buddhist 
temple or site. 



 

 

Table of Equipment 
(T/E) 

Determines equipment allocated for the RMT.  This includes items such as 
field desks, field chairs, a CP tent, a chapel tent, etc.  These items may 
then be drawn as part of the unit equipment list.  If mission needs require 
items that are not allocated for the RMT, the T/E may need to be modified 
or the items purchased. 

Table of Oblation 
(Prothesis)  

This is a small altar table inside the Orthodox sanctuary/chancel which is 
set to the left of the main altar against the wall. 

Tarawih The special ritual of worship prescribed for the nights during the month of 
Ramadan. 

Tallit/Tallis/Talith The fringed prayer shawl used at many but not all Jewish services.  
Denominational differences are reflected in the use of the tallit today.  
Wearing it is linked to the Biblical command to put fringes on the corners of 
the garments. 

T’fillin/T’Phillin/Tefillin   Two small boxlike objects with leather straps that may be worn at weekday 
morning services.  One box is worn on the head; the other is worn on the 
arm.  They symbolize the Jewish covenant and the binding of both mind 
and body to doing God’s work.  They contain parchment on which appear 
Biblical verses written in Hebrew and dealing with the commandment to 
wear t‘fillin.  Very few Jewish personnel will carry their own t‘fillin with them. 

Top Secret The designation which will be applied only to information in which the 
unauthorized disclosure could reasonably be expected to cause 
EXCEPTIONALLY GRAVE DAMAGE to the national security 

Traumatic Brain 
Injury (TBI) 

Has been called the “signature injury” of the current wars in Iraq and 
Afghanistan.  Improvements in vehicle and personal armor, along with 
advances in battlefield healthcare and medical evacuation, have made 
many injuries survivable that would have been fatal in past conflicts.  
Service members who survive improvised explosive device (IED) blasts or 
other attacks are now more likely to have injuries to the parts of the body 
least protected by armor – the head, face, and limbs.   

Triage A non-combat situation is conducted much the same as in civilian medicine.  
A battlefield situation, however, requires medics or military personnel 
trained in battlefield medicine and corpsmen to rank casualties for 
precedence in MEDEVAC or CASEVAC (casualty evacuation).  

Trust fund Used in accordance with the guidelines specified by an Act of Congress; or, 
under the terms of a special agreement with private contributors.  Public 
contributions which are received for the purpose of maintaining the USS 
Arizona Memorial at Pearl Harbor, Hawaii, is an example of a trust fund. 

Ummah Any group of people living within the Islamic state and under its protection, 
but which has its own religion and laws, its own institutions and customs – 
for example, the Muslims, the Jews, the Christians.  Also the totality of the 
Islamic state. 



 

Worship center A building provided for worship and proclaimed to welcome all people for 
the free exercise of their religion.  Because worship centers are intended to 
be used by all faith groups, they are designed for multiple uses.  

Wudu A room designated for ritual washing before daily prayer. 

Yarmulkah/Yarmulke    The Jewish skullcap, also known as a “kee-pah.”  Great differences exist on 
when, why, and by whom a keepah should be worn. 

Yartzeit The term used to refer to the anniversary of a Jewish death. 

Yellow “Reacting” 
Zone 

Service members in this zone feel mild and temporary distress or loss of 
function due to stress.  Yellow Zone reactions are always temporary and 
reversible, although it is hard to know whether they will be temporary and 
leave no lasting changes while they are occurring.   

Yiddish Yiddish is the language millions of Ashkenazic Jews use to communicate 
with each other.   

Zakat The Muslim institution of wealth sharing that prescribes that two and one-
half percent of one’s total wealth be distributed to the needy. 

Zeon A cup or jug used to hold boiling water which is added to the chalice by the 
priest just prior to Orthodox communion. 

Zone  A form of belt or tincture used around the waist of an Orthodox priest. 

2-Way Letter/Memo” 
Memorandum 

May be used as a routine letter, as a “From-To” memorandum, or for a 
communication which requires a reply.  It is typed on a 2-Way Letter/Memo 
Form (OPNAV 5216/146). This type of memorandum is not generally used 
in the office of the chaplain. 
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RP MCRP 3-01B PISTOL MARKSMANSHIP     

RP MCRP 4-11.3 UNIT EMBARKATION HANDBOOK     

RP MCRP 5-12D ORGANIZATION OF MARINE CORPS 
FORCES 

    

RP MCRP 6-11C COMBAT STRESS     

RP MCRP 6-12A RELIGIOUS MINISTRY TEAM 
HANDBOOK 

    

RP MCRP 6-12B RELIGIOUS LAYLEADER HANDBOOK     

RP MCRP 6-12C THE COMMANDER`S HANDBOOK FOR 
RELIGIOUS MINISTRY SUPPORT 

    

RP MCWP 4-1 LOGISTICS OPERATION     

RP MCWP 6-12 RELIGIOUS MINISTRY SUPPORT IN 
THE US MARINE CORPS 

    

RP NAVEDTRA 
14056 

NAVY CUSTOMER SERVICE MANUAL     

 delete all 
previous 
RP 
modules? 

NAVEDTRA 
14227 

RELIGIOUS PROGRAM SPECIALIST 1 & 
C 

    

RP NAVEDTRA 
14228 

RELIGIOUS PROGRAM SPECIALIST 3     

RP NAVEDTRA 
14229 

RELIGIOUS PROGRAM SPECIALIST 3 & 
2, MODULE 01--PERSONNEL SUPPORT 

    

RP NAVEDTRA 
14230 

RELIGIOUS PROGRAM SPECIALIST 3 & 
2, MODULE 02--LOGISTIC SUPPORT 
AND FINANCIAL CONTROL 

    

RP NAVEDTRA 
14231 

RELIGIOUS PROGRAM SPECIALIST 3 & 
2, MODULE 03--ADMINISTRATION 

    

RP NAVEDTRA 
14260 

YEOMAN 1 & C     

RP NAVEDTRA 
14261 

YEOMAN BASIC     



 

Rating Pub# Long Title Comments Web Bib Unit 

RP NAVEDTRA 
14321 

JOURNALIST BASIC     

RP NAVEDTRA 
14335 

JOURNALIST ADVANCED     

RP NAVPERS 
15555D 

NAVY MILITARY FUNERALS     

RP NAVPERS 
15560 

NAVAL MILITARY PERSONNEL MANUAL     

RP NAVPERS 
15607 

CASUALTY ASSISTANCE CALLS OFFICER 
HANDBOOK 

    

RP NAVPERS 
15956 

FUNERALS AT ARLINGTON NATIONAL 
CEMETARY 

    

RP NAVSO P-6034 JOINT FEDERAL TRAVEL REGULATIONS 
(JFTR) VOLUME 1 

    

RP NAVSUP P 485 
VOL II 

NAVAL SUPPLY PROCEDURES SUPPLY 
APPENDICES, VOLUME 2 

                                                           

RP NAVSUP P-409 MILSTRIP/MILSTRAP DESK GUIDE     

RP NAVSUP P-485, 
VOLUME I 

NAVAL SUPPLY PROCEDURES, AFLOAT 
SUPPLY 

    

RP NAVSUPINST 
4200.85 

DEPARTMENT OF THE NAVY SIMPLIFIED 
ACQUISITION PROCEDURES 

    

RP NAVSUPINST 
4200.99 

DEPARTMENT OF THE NAVY POLICIES AND 
PROCEDURES FOR THE OPERATION 

    

RP NTP-3 NAVAL TELECOMMUNICATIONS 
PROCEDURES TELECOMMUNICATIONS 
USER`S MANUAL 

    

RP NWP 1-05 NWP RELIGIOUS MINISTRY IN THE U.S.NAVY     

RP OPNAV NOTICE 
5400 

STANDARD NAVAL DISTRIBUTION LIST (SNDL)    

RP OPNAVINST 
1414.4 

NAVY ENLISTED FLEET MARINE FORCE 
WARFARE SPECIALIST PROGRAM 

    

RP OPNAVINST 
1730.1 

RELIGIOUS MINISTRIES IN THE NAVY     

RP OPNAVINST 
1740.4 

U.S. NAVY FAMILY CARE POLICY     

RP OPNAVINST 
1740.5 

PERSONAL FINANCIAL MANAGEMENT (PFM) 
EDUCATION, TRAINING AND COUNSELING 
PROGRAM 

    

RP OPNAVINST 
1750.1 

NAVY FAMILY OMBUDSMAN PROGRAM -   

RP OPNAVINST SEXUAL ASSAULT VICTIM INTERVENTION     



 

Rating Pub# Long Title Comments Web Bib Unit 
1752.1 (SAVI) PROGRAM 

RP OPNAVINST 
1752.2 

FAMILY ADVOCACY PROGRAM     

RP OPNAVINST 
1754.1 

Fleet and Family Support CENTER PROGRAM     

RP OPNAVINST 
1770.1 

CASUALTY ASSISTANCE CALLS AND 
FUNERAL HONORS SUPPORT (CAC/FHS) 
PROGRAM COORDINATION 

    

RP OPNAVINST 
3120.32 

STANDARD ORGANIZATION AND 
REGULATIONS OF THE U.S. NAVY (SORM) 

    

RP OPNAVINST 
5100.19 

NAVY SAFETY AND OCCUPATIONAL HEALTH 
(SOH) PROGRAM MANUAL FOR FORCES 
AFLOAT  

    

 

RP OPNAVINST 
5215.17 

DEPARTMENT OF THE NAVY DIRECTIVES 
ISSUANCE SYSTEM 

    

RP OPNAVINST 
5350.4 

DRUG AND ALCOHOL ABUSE PREVENTION 
AND CONTROL 

    

RP OPNAVINST 
5354.1 

NAVY EQUAL OPPORTUNITY (EO) POLICY     

RP OPNAVINST 
5360.1 

STATE, OFFICIAL AND SPECIAL MILITARY 
FUNERALS 

    

RP OPNAVINST 
5530.14E 

NAVY PHYSICAL SECURITY AND LAW 
ENFORCEMENT PROGRAM 

    

RP SECNAV M-
5210.1 

DEPARTMENT OF THE NAVY, NAVY RECORDS 
MANAGEMENT PROGRAM 

    

RP SECNAV M-
5210.2 

DEPARTMENT OF THE NAVY STANDARD 
SUBJECT IDENTIFICATION CODE (SSIC) 
MANUAL 

    

RP SECNAV M-
5216.5 

DON CORRESPONDENCE MANUAL     

RP SECNAV M-
5510.30 

DEPARTMENT OF THE NAVY PERSONNEL 
SECURITY PROGRAM 

    

RP SECNAV M-
5510.36 

DEPARTMENT OF THE NAVY INFORMATION 
SECURITY PROGRAM 

    

RP SECNAVINST 
1730.6 

EMPLOYMENT OF CIVILIAN CLERGY     

RP SECNAVINST 
1730.7 

RELIGIOUS MINISTRY SUPPORT WITHIN THE 
DEPARTMENT OF THE NAVY 

    

RP SECNAVINST 
1730.8 

ACCOMODATIONS OF RELIGIOUS PRACTICES     

RP SECNAVINST 
5070.2 

NAVAL LIBRAIES AND INFORMATION 
CENTERS 

    



 

Rating Pub# Long Title Comments Web Bib Unit 

RP SECNAVINST 
5210.16 

DEPARTMENT OF THE NAVY, NAVY FORMS 
MANAGEMENT AND INFORMATION 
REQUIREMENTS (REPORTS) MANAGEMENT 
PROGRAMS 

    

RP SECNAVINST 
5211.5 

DEPARTMENT OF THE NAVY PRIVACY ACT 
PROGRAM 

    

RP SECNAVINST 
5300.26 

DEPARTMENT OF THE NAVY (DON) POLICY 
ON SEXUAL HARASSMENT 

    

RP SECNAVINST 
5720.42 

DEPARTMENT OF THE NAVY FREEDOM OF 
INFORMATION ACT PROGRAM 

    

RP SECNAVINST 
5720.44 

DEPARTMENT OF THE NAVY PUBLIC AFFAIRS 
POLICY AND REGULATIONS 

    

RP SECNAVINST 
7010.6 

RELIGIOUS OFFERING FUND     

RP U.S. NAVY 
REGULATIONS 

U.S. NAVY REGULATIONS     
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