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U.S. MARINE CORPS FORCES, CENTRAL COMMAND POLICY LETTER 11-20 
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To: 
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Ref: 

Encl: 

Commander, U.S. Marine Corps Forces, Central Command 
Distribution List 

U.S. MARINE CORPS FORCES, CENTRAL COMMAND REQUEST MAST 

(a) MCO 1700.23G 
(b) U.S. Navy Regulations (Articles 0820C and 1151.1) 
(c) Marine Corps Manual (Paragraph 2805) 

(1) MARCENT Request Mast Routing Template 
(2) NAVMC 11296 Rev 5-19 

1. Situation. Per the references, this Policy is the Initiating 
Directive for the Commander's Request Mast Program for U.S. Marine 
Corps Forces, Central Command. 

2. Cancellation. MARCENTO 1700.23A. 

3. Mission. To preserve the right of all uniformed members to 
directly communicate grievances to, or seek assistance from, their 
Commanding Officers as exercised through the formal process of Request 
Mast. Request Mast as established in U.S. Navy Regulations (Arts. 
0820c and 1151.1) and the Marine Corps Manual (Par 2805) includes both 
the right of the uniformed members to communicate directly with the 
Commander, normally in person, and requires the Commander to fully 
consider the matter and personally respond to the requester. 

4. Execution . 

a. Commander's Intent and Concept of Operations 

(1) Commander's Intent. All uniformed members of this 
command will be familiar with this policy and the procedures contained 
herein and in the references. This policy shall be posted on official 
organizational bulletin boards and the command's internet website and 
share-point portal. All personnel shall be informed of its contents 
via above mentioned means and annual Request Mast training. 

(2) Concept of Operations. Request Mast applications shall be 
submitted in writing using NAVMC Form 11296 Rev 5-19 via the chain of 
command to the commander with whom the Request Mast is desired. There 
should be no more than one working day delay at any level of command. 
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b. Tasks 

(1) Headquarters Company shall: 

(a) First Sergeant, Headquarters Company will facilitate 
the processing of all Request Mast applications. 

(b) Company Commander, Headquarters Company will serve as 
the first Commander in the Request Mast chain of command. 

(c) Ensure that this policy, its guiding Marine Corps 
Order and Navy and Marine Corps Directive, and an ample supply of 
blank applications are posted on appropriate organizational bulletin 
boards that are readily available to all personnel. 

(d) Ensure that the content and prescribed procedures are 
reiterated during appropriate new join and annual training venues. 

(2) Leaders at all levels shall: 

(a) Ensure Request Mast familiarity and awareness of 
attendant directives. 

(b) Without delay, facilitate Request.Mast applicants 
requesting an audience with the appropriate commander in order to 
preserve the member's right to Request Mast. 

(c) Personnel outside the official chain of command shall 
not conduct Request Mast. 

(3) MARCENT Chief of Staff (as the Principal Assistant) shall: 

(a) Serve as the Second Commander in the Request Mast 
chain of command. 

(b) Serve as the Commander's Subject Matter Expert and 
advisor on issues relating to and processing of Request Mast. 

(4) MARCENT Sergeant Major shall serve as the Commander's 
Subject Matter Expert and advisor on issues relating to and processing 
of Request Mast. 

( 5) Command Inspector General shal_l: 

(a) Manage Request Mast records in accordance with record 
schedule 1000-34. 

(b) Designated as the RMRA to review and make appropriate 
recommendations pertaining to Request Mast petitions addressed to 
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COMUSMARCENT. However, the CIG may neither respond to, nor deny a 
Request Mast on behalf of COMUSMARCENT. 

(b) Properly safeguard and maintain all Request Mast 
records. 

(6) Staff Judge Advocate shall: 

(a) Advise the Commander on the disposition of Request 
Mast applications. 

(b) Assist in the conduct of investigations, as necessaiy. 

c. Timelines. Request Mast timelines shall be in accordance with 
reference (a). 

(1.) Request Mast shall be conducted at the earliest reasonable 
time. In general, there should be no more than one working day delay 
at any level of command. Any attempt to impede a Request Mast may be 
subject to disciplinary action, including the Marine requesting mast. 

(2) Commanders shall address emergency cases as soon as 
initially submitted. To determine whether a Request Mast is an 
emergency case, among other things, consider (1) whether the member is 
subject to an ongoing hardship (e.g., delay in receiving pay); (2) the 
severity of hardship, if any; and (3) if the issue will remain 
unresolved upon a certain date, time, or expected event in the 
immediate future (e.g., denial of a request for leave to attend . a 
relative's funeral). 

(3) In cases where the Request Mast is not addressed 
immediately (i.e., non-emergency cases presented at the end of the 
day/work week that can be reasonably dealt with on the following work 
day), the reason for the delay shall be explained to the member 
Requesting Mast and acknowledged in writing by both the Commanding 
Officer or Commander and the member on the NAVMC form 11296. 

(4) Explanations for delay must be provided to the member and 
forwarded via the chain of command. 

(5) If matters cannot or should not be resolved using the 
Request Mast program due to other appropriate forms of redress, then 
the denial, reason for denial, and appropriate means of redress shall 
be explained to the Marine and captured on NAVMC Form 11296. 

(6) Only the commander with whom the Marine is requesting an 
audience can deny a Request Mast. 

(7) The authority to deny a Request Mast includes authority to 
refuse to further process the Request Mast. Whenever the Commanding 
Officer or COS, denies a Request Mast specifically addressed to 
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himself or herself, he or she shall, within a reasonable time (usually 
one week), forward a report of such action and the basis thereof to 
Commander, MARCENT, Attn: Command Inspector General via the chain of 
command. 

(8) A Marine does not have to disclose the subject of the 
Request Mast to anyone in the chain of command except to the commander 
with whom the Marine is requesting mast. 

(9) This Policy is not intended to, and does not, create any 
right or benefit, substantive or procedural, enforceable at law or in 
equity by any party against the United States, its departments, 
agencies, or entities, its officers, employees, or agents, or any 
other person. 

d. Coordinating Instructions. All members of this command 
exercising their right to Request Mast shall do so in accordance with 
the references, which describe the Request Mast process and 
procedures, as well as this policy letter. 

(1) U.S. Marine Corps Forces Central Command points of contact 
to initiate a Request Mast application: 

(a) Enlisted. Sergeant Major, U.S. Marine Corps Forces 
Central Command, 7115 South Boundary Boulevard, Building 535, MacDill 
AFB, FL 33621-5101, ( 813) 827-400 6. 

(b) Enlisted. First Sergeant, Headquarters Company, 
Building 1102, MacDill AFB, FL 33621-5101, (813) 827-4361. 

{c) Officers. Company Commander, Headquarters Company, 
Building 1102, MacDill AFB, FL 33621-5101, (813) 827-4363. 

(2) Request Mast chain of command for U.S. Marine Corps Forces 
Central Command: 

(a) HQCO Company Commander, Headquarters Company, 
Building 1102, MacDill AFB, FL 33621-5101, (813) 827-4363. 

(b) Chief of Staff (as the Principal Assistant), U.S. 
Marine Corps Forces Central Command, 7115 South Boundary Bqulevard, 
Building 535, MacDill AFB, FL 33621-5101, (813) 827-4002. 

(c) Commander, U.S. Marine Corps Forces Central Command, 
7115 South Boundary Boulevard, Building 535, MacDill AFB, FL 33621-
5101, (813) 827-4005. 

(3) All units that fall under this command for Request Mast 
purposes are: 
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(a) All MARCENT MCE's (MCE-A, MCE-B, MCE-J, MCE-K, and 
MCE-Q) 

(b) MCTM-UAE 

(c) GLT-RSM 

(4) Routing Procedures. Routing procedures for Request Mast 
petitions to Commander, MARCENT are described in enclosure 1. 

5. Administration and Logistics 

a. Privacy Act. Any misuse or unauthorized disclosure of 
Personally Identifiable Information (PII) may result in both civil and 
criminal penalties. 

b. Records Management. All Request Mast documentation will be 
retained at the appropriate level for 2 years. 

c. Forms Management. NAVMC 11296 may be located on Naval Forms 
Online at: https://forms.documentservices.dla.mil/order/ , from the 
Command Inspector General, or on the Command Inspector General's Share 
Point page. 

6. Command and Signal 

a. Command. This Policy is applicable to .all uniformed members 
of this command and will be supported by civilian personnel as 
appropriate. 

b. Signal. This Policy is effective the date signed. 

Distribution List: A 
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MARINE CORPS FORCES CENTRAL COMMAND REQUEST MAST ROUTING 

The following diagram illustrates the uninterrupted document flow for Request Mast {RM) to 
Commander, U.S. Marine Corps Forces, Central Command 

Service Member 
Submits NAVMC Form 11296 to Commanding Officer (CO) Headquarters Company, Marine Corps 

Forces Central Command via First Sergeant, Headquarters Company. 
Command. 

I 

I Is the Request Mast for COMUSMARCENT Eye's only? I 
I I YES I I NO I I I 

I I 
All RMs including COMUSMARCENT eyes only will The co, HQCO will provide a written statement 
rout e to the CO, HQCO. The Service Member is as to his or her understanding of the RM and 
not required to disclose i nformation for a his or her responsive action. Each statement 

COMUSMARCENT Eyes Only RM, but the CO, HQCO will be added to the RM prior to the Marine 
will be given an opportunity to speak with the communicating the RM subject to the next 
service member and possibly remedy the case. higher commander. 

I 
Did the Service Member choose to disclose I Was the RM satisfied by the CO, HQCO? 
information to; and was the RM satisfied by the 
co, HQCO. I 

I -f YES I I NO I I I I I ~ I◄ I NO lA* I YES 

I I Forward the RM to the Chief of Staff 
Forward the RM to the Chief of Staff I I 

I I Was the RM satisfied by the Chief of Staff? 
Did the Service Member choose to disclose 

I information to; and was the RM sat isfied by YES I I I the Chief of Staff. I I 
NO 

I ♦ I 1B**I 
I 

I I I r Forward the RM to COMUSMARCENT NO I YES 

Command InsEector General 
I 

I 
Commander, Marine CorEs Forces Central Command Research problem/is sue/grievance to ensure 

that RM is the proper venue or identify other Hear the Service Member's RM petition. 

appropriate avenues of redress. Provide I 
COMUSMARCENT redress recommendations and Service Member 
forward to COMUSMARCENT. Select one acknowledgment on NAVMC 11296 Part 

I IV, then sign and date indicating that they 

Forward the RM to COMUSMARCENT with I 
had the opportunity to communicate directly 

recommendations with the Commander and have been informed of 

I 
any act i ons to be taken concerning the RM. 

Commander, Marine CorES Forces Central Command 
Hear the Service Member's RM petition. 

The NAVMC Form 11296 is 
forwarded to the COMUSMARCENT 

/ 
CIG to be filed in accordance 

I~ with MCO 1700.23G. End 

lA* Service Member 1B** Service Member 

Select one acknowledgment on NAVMC 11296 Part Select one acknowledgment on NAVMC 11296 
IV, then sign and date indicating that they Part IV, then sign and date indicating that 

had the opportunity to communicate directly they had the opportunity to communicate 

wi t h the CO, HQCO and have been informed of directly with the Chief of Staff and have 

any actions to be taken concerning the RM. been informed of any actions to be taken 
concerning the RM. 

Enclosure~) 
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MARINE CORPS REQUEST MAST 
PRIVACY ACT STATEMENT ii~: 10 U.S.C. 5014; 10 U.S.C. 5020; SECNAVINST 5430.57 series; SECNAVINST 5370.5 series; end E.O. 9397 (SSN), as amended. AOBH 

rl pal Purpoee: To detennlne 1he facts and circumstances sunoonding allegations or COR1)1eints against Department rl the Navy personnel and/or 
Navy/Marine Corps activities. To present findilgs, condusions, and reconmendations developed from Investigations and other inquilies to the 
Seaatary of the Navy, Chief of Naval Operations, Commandant of the Marine Corps, or olher appropriate Commanders. 
Routine UNa: Information will be disclosed to convnand personnel With a need to know In order to process, analyze, and take actions in response to 
requests. Information may be clsdosed to the Secreta'fu of 1he Navy, Chief of Naval Operations, Commandant of 1he Marine Co!ps, or other 
appropriate Commanders with a need to know in order provide a record of grievances, command decisions, and any subsequent personnel 
~ nt actions. A ~m11ete l11t llHI !ll!Jd!Dlltion gf the ~l!clllll mutllll uaes 1111111:!lllb:cd ID Im lllllhodi,log SORN ml!M!II 11 11:tm:li 

Dll,llRiifriYt.0:lSQBtillndaxJDOD-Comoooefl1-Artkle-View/Artlde/6103WnQ~l-ll-
Dlaclosure: Vollllfary. However, failure of the applicant to complete all the l8QU8S1ed items could result in inaccunlte command analysis and delayed 
mmmand actions. 

PART t REQIEIT: COIIPLETED BY THE APPLICANT 

1.NAME: nass Am. Mil 2.RANK: 3.EDIPI: 

4.UNIT: 

, 

5. I REQUEST MAST WITH: (The Commander with whom you desire to communicate) 

58. NAME OF COMMANDER rR81llt Full Neme1 5b. COMMAND: 

6. SUBJECT MATTER: (Describe your grievance or problem. Include details and fads about lhe matter. Provide dates and names of any individuals 
involved, possible wilnesses, end to whom this matter may have been pnwiously reported. Attach additional sheets, as needed). 

7 REQUESlEO RESOLUllON: (Clearly desaibe the l'IISOlution you seek from the Commander named in block 58.) 

B AFFIDAVIT: 

,. 1 , certify the statements in blocks 6 end 7 ere true. 

SignabJre: I I Date: I I 
Encl ( 2-) 

NAYMC 11216 (Rev. 05-19)1EF) PRIVACY sffl~~!,A,!-, \!f§..9.,.NL'f.nauthOIIZed 
dlsdosure can resii\Hi iio\ii'&viianif ~11181 penames. 

Page 1 of3 
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MCO 170023G 

PART II: COIIMANDERS' ENGAGEIIIENT: COMPI.ETED BY COMMANDER WITHN THE CHAIN OF COMMAND 

B. REQUEST MAST: (While disclosure of the grievance/problem is sbidly voloolaly, every Commander in lhe chain of command must offer the 
Applicant a personal audience. Commanders must acknowledge their engagement below. Only lhe Commander ultinately selected to provide final 
~ sposilion and closure will complete block 10.) 
%18. FIRST COMMANDER IN 

11 

Print Name 

1!1 
CHAIN OF COMMAND: 

Sub;ect Matter Disclosed? 0 Yes 0 No Forward? 0 Yes 
1 wernBlllS: luecen anemµu; to process or resoive1 

Signature: I 
9b. SECOND COMMANDER IN I 

CHAIN OF COMMAND: I Print Name 

111 
Subject Matter Disclosed? D Yes 0 No FOIWBrd? I I Yes 
I Reman1S: (ueIBD attempts to process or resolve) 

Signature: I 
9c. THIRD COMMANDER IN 

11 

Print Name I 
CHAIN OF COMMAND: Il l 

Subject Matter Disclosed? 0 Yes 0 No Forward? Dves 
I Reman<s: (uetail attempts to process or resotve) 

Signature: I 
9d. IMMEDIATE COMMANDING GENERAL : 

F01Warded (if applicable) D Yes 0 No 
I Remsl1!s: (uelall attempts lO process or IVSOIV8) 

Signature: I 
NAVMC 11296 (Rev. 05-19)(EF) 

Rank BIiiet 

1 1 

□ No 

Renk BiUet 

11 
I I No 

Rank BUlet 

11 
0 No 

11 1 

Command/Unit Name 

Denied (if named in 58.)? D Yes □ No 

I 0aIe: I 
,I, 

Commend/Unit Name 

Denied (If named in 5a.J? I I Yes I I No 

I Date: I 
I Command/Unit Name 

Ill I 
Denied (If named In 58.)? I I Yes lJ No 

I Date: I 
Denied?. □ Yes 0 No 

I Date: I 
Page2 of 3 
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MCO 1700.23G 

PART II: FINAL DIIP08ITION: ONLY BY THE COMMANDER ULTIMATELY SELECTED BY THE APPLICANT 

10. FINAL _ _ _ _ I Iur<1: {Ueu111 any ections or ettempts to reso1ve the gnev... .... m. Inawe eny rBTelTBIS •UJ 1u11ner personneI aCJJOllS. If an 
inquiry or investigation was condl.lDd, provide relevant findings. If the l1lqU9St was denied by the Commander specified in block Se, explain why the 
matter was ;;- ,;..le for Mast> 

Signature: I I Date: I I 
PART IV: APPl.lCANT'S ACKNOWLEDGEMENT OF FfiAL DISPOSmoN 

11. Applicants must sign the acknowledgement of final disposition or if they wish to voluntarily withdraw their request 

Flnal Disposition by • selected eubordlnate Commander: Wl1hout any intimidation, coercion, or fear of retaliation, I voluntarily disclosed 
D my Request Mast to a Commander who was subordinate to the Commander I originally requested in block 5a and I accept and fully 

understand the disposition of my grievance. 

Namej I Cornman I 
D Flnal DlapoaHlon by the requested Commander: My Request Mast was granted and I communicated directly with the Commander 

speciically named in block Se. I fully understand the disposition Final Disposition by the requested Commander. 

D Request Denied: I understand my Request Mast was denied by the Commander I specifically named in block 5a. 

D Request Withdrawn: Without any intimidation, coercion, or fear of retaliation, I voluntarily withdraw my Request Mast. 

AppHcant Signatull!: Date: 

Witness Signature: Date: 

Print Name (Witness) 

111 
Rank 

1!1 
Command/Unit Name 

NAVMC 11298 (Rev. OS.19)(EF) Page 3of3 
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