From: BN SgtMaj	
To: Duty Squad Leader
Subject: Duty Squad SOP
Your week as duty squad begins on Tuesday morning when your squad raises the Colors. Throughout the following week, several other tasks are left in your charge, including:
1. The lowering of the Colors in the afternoon at 1630. The Colors are all-weather and are raised every Tuesday AND THURSDAY regardless of the drill period schedule. The American Flag is the first up and last down. Make sure to have at least three MIDN in uniform to raise or lower the Colors and remember that covers are worn while handling the Colors. When the Battalion is in formation outside, you will wait until one whistle has been blown to raise the colors. After both colors are out, three whistles will be blown. 
2. Prior to any Battalion event in Maury 209, the National, Marine, and Navy Colors must be brought upstairs from the Wardroom. Immediately after the event they must be returned to the Wardroom. Remember that covers are worn while handling the Colors. 
3. You will be PTI for any BN PT held during your duty squad week. You will receive a PT from the BN Ops Officer 4 weeks from your designated duty squad week. Three weeks from your duty squad week you will meet with the BN Ops Officer and/or me to discuss your plan and review your ORM. Two weeks from your duty squad week you will brief BN Staff with your plan. You are responsible for making sure all gear is present at the event: 
· 2 jugs of water
· plastic cups
· safety bag
· any other gear needed to complete the evolution (cones etc.) 
Maury Hall Maintenance

Once a day including the weekends, a member of your squad will conduct a walk-through of Maury Hall to ensure all Battalion spaces are squared away. 
Make sure to check the following spaces
· Outside of Maury, all sidewalks and mulched areas
· Front steps and entryway
· Main passageways on ground floor, all bulletin boards
· Coat rack area and Wardroom
· Second deck and Maury 209
· The Hoff
· Computer Room
· Lounge
· Nav Room



Log Entry
After each check during the week, a log entry must be completed. Each person will check off the areas checked and make additional comments to specific areas attended to on the clipboard hanging in the Computer Room. They will then sign and date the entry.
Every Friday at 0600, the 4/c will meet at Maury to conduct field day and have drill practice afterwards. The Duty Squad Leader is in charge of ensuring all field day tasks are completed. At the conclusion of Field Day, the Duty Squad Leader is in charge of letting the BN SgtMaj know of any additional supplies that are needed:
Field Day Tasks*
-Computer room cleared out/dusted/swept/mopped
-Lounge cleaned/vacuumed
-Nav Room tables/desks cleaned
-All pictures/bulletin boards/etc dusted/cleaned
-Rain rooms swept including all lockers swept under (M/F)
-Clothes, shoes, etc. straightened in locker room
-Wardroom dusted/swept/brass-oed/vacuumed/mopped/tassled/windows cleaned
-Take out all trash to dumpster next to Halsey Hall
-Any other tasks as directed by BN Staff
*Note: The 4/c are not to clean anywhere that the janitors are in charge of, namely the 2nd deck and quarterdeck. Clean only the BN’s spaces. Also, the first Friday of every month the trophy shelves/book shelves/mantle need to be dusted.



