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CHAPTER 8

REPORTING PROCEDURES

8-1  General:  When a cadet is directed to report to or desires to speak to a superior officer in the chain of command, the cadet must observe the following procedures.  These procedures apply to cadets both with and without a rifle in their possession.

A. When the superior officer is seated in either the Battalion Faculty Office or the Battalion Cadet Staff Office.

1) Knock on the door.

2) Assume the position of attention and wait for permission to enter.  If under arms, come to port arms.

3) When given permission to enter, march to a position, two paces, in front of the officer's desk, salute (hold the salute until it is returned) and report.  An example of how to report is "Cadet SFC Hull, Cadet Basic Anderson reports, sir."  If under arms, come to present arms after arriving at the proper position, two paces in front of the desk and then report.

4) After the officer returns your salute he or she will either give you instructions or ask you to state your business.  If under arms, after the officer returns a salute and tells you to state your business, come to order arms.

5) Unless given permission to stand at parade rest or at ease, you will remain at attention throughout the reporting process.

B. When done conversing with the officer, the officer will dismiss you.

C. Upon being dismissed, do the appropriate facing movement and march out of the office.  If under arms when dismissed, come to port arms and then make the appropriate facing movements and march out of the office.

D. When the superior officer is out of his or her office.

1) Outdoors: double time to a position two steps in front of the person, stand at attention, then follow the same procedure used for reporting in the officer's office.

2) Indoors: march to a position, two steps in front of the person, stand at attention, then follow the same procedure used for reporting in the officer's office.
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