UNITED STATES MARINE CORPS
MARINE CORPS INSTALLATIONS NATIONAL CAPITAL REGION
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	IN REPLY REFER TO:
Subj:  APPOINTMENT AS THE COMMAND EQUAL OPPORTUNITY REPRESENTATIVE

		5354
		EOA
		2 Oct 18

From:  Commanding Officer
To:    SNCO or Above 123456789/0000 USMC

Subj:  APPOINTMENT AS THE COMMAND EQUAL OPPORTUNITY REPRESENTATIVE

Ref:   (a) MCO 5354.1E W/ ADMIN CH

1.  Per the reference, you are hereby appointed as the Equal Opportunity Representative (EOR) for (Command). You will attend the next available required Equal Opportunity Representative Course (EORC) and familiarize yourself with the references.

2.  As my EOR, you play a vital role in the maintenance of our organizational readiness and command climate. You will: 

    a.  Assist in establishing local prohibited activities and conduct complaint response procedures, assessing the command climate; and identifying, coordinating and conducting necessary training. 

    b.  Serve as a liaison with the servicing EOA/MEO office for all command climate and complaint related matters. 

    c.  Assist in the submission of required reports. 

    d.  Provide all necessary and required information on behalf of the commanding officer, to the EOA/MEO office to initiate and update DASH reports through to final disposition and administrative closure. 

    e.  Serve as the unit POC for conducting all Defense Equal Opportunity Management Institute (DEOMI) Organizational Climate Survey (DEOCS) assessments. 

    f.  Serve as the responsible agent for the command’s compliance with Inspector General Equal Opportunity and Prohibited Activities and Conduct functional area checklist. Immediately inform the chain of command of areas that are not in compliance. 

    g.  Submit reports to the EOA/MEO Office, as required. 

    h.  Attend the local EOR Course (EORC) and sustainment training events sponsored by the servicing EOA/MEO Office. 

    i.  Ensure your photo and contact information is prominently posted throughout the unit’s AOR.

[bookmark: _GoBack]    j.  Ensure the servicing EOA/MEO Office is provided timely notifications and updates on all prohibited activities and conduct cases, as required by reference (b). 
3.  This appointment will remain in effect until canceled.

                                       

                                   I. M. COMMANDER



2 Oct 18
FIRST ENDORSEMENT

From:  SNCO or Above 123456789/0000 USMC
To:    Commanding Officer

Subj:  APPOINTMENT AS THE COMMAND EQUAL OPPORTUNITY REPRESENTATIVE

1. I completed the required EORC on _____________. 

2. I certify that I have familiarized myself with the references, and am prepared to carry out the EOR duties, as assigned.


                                       I. M. EOR
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