Encampment Duty List

This is a brief list of duties that support staff cadets are expected to carry out on a daily basis during encampment.  It is by no means all-inclusive.  In addition to the items on the list, all cadets are expected to maintain continuity binders for their positions.

ADMINISTRATION
· Set-up and break down in-processing materials
· Receive, inventory and secure contraband
· Receive, account for, and secure room keys
· Process sign-in documents
· Field check personnel rosters
· Produce and distribute flight rosters
· Produce and distribute room lists
· Publish and distribute daily schedules (one day prior)
· Produce typed meal requests for use in obtaining MRE’s.
· Generate meal counts for logistics
· Produce certificates
· Receive and distribute cadet correspondence through encampment e-mail and base snail mail (as appropriate).
· Maintain lost and found
· Ensure that a continuous presence is maintained in the command post during all hours
· Maintain Administration bulletin board, to include vehicles (type and location), key personnel contact information, and major task listing in order of precedence
· Maintain room assignment diagram with room type (male/female basic, senior/cadet staff) and key personnel.
· File EVERYTHING, EVERYTHING, EVERYTHING!!

COMMUNICATIONS
· Act as net control for the encampment radio net
· Maintain a continuous presence in command post during the duty day
· Monitor weather reports and announce inclement weather forecasts
· Maintain and announce flag conditioning IAW USAF Standards, and in concert with the base command post at the Encampment/CC’s discretion
· Log emergency traffic
· Receive, account for, and secure all encampment communications assets
· Publish communications logs for file once daily

PUBLIC AFFAIRS
· Maintain encampment public bulletin board to include encampment generated news articles, announcements, and special interest stories from other sources
· Be present at all cadet events
· Photograph all cadet events
· Compose and publish news articles twice daily
· Assist in the maintenance of encampment webpage
· Film selected events
· Assist in production of encampment Power Point presentation
· Assist the senior PAO in discharge of duties

MEDICAL
· Assist the senior medical officer
· Be present at all cadet activities
· Publish medical logs for file once daily

LOGISTICS
· Compile and publish daily laundry roster
· Compile and publish daily CQ duty roster
· Maintain CQ Log
· Compile and publish daily area clean-up roster
· Ensure adequate supplies of consumables (esp. cleaning supplies and paper)
· Assist the senior logistics in meal pick-up
· Inspect daily all signed in encampment vehicles
· Inventory all encampment non-consumables at the start and end of the event
· Ensure equipment set-up for special events (cadet parties, volleyball competition, etc.)
