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Customs and Courtesies/Service Etiquette

Military Courtesy.  Military courtesy is the traditional form of politeness of arms.  Since by its very nature, the life and discipline of the service is formal, so too is its form of courtesy.  Courtesy is a disciplined attitude of mind that must be accorded to all ranks, on all occasions.  Courtesy to a senior indicates respect for authority, responsibility, and experience.  Courtesy towards a junior expresses appreciation and respect for their support and for them as fellow Marines.

Military courtesy is a prerequisite to discipline.  It promotes the willing obedience and unhesitating cooperation, which make a good unit cohesive.  Discipline and courtesy alike stem from and contribute to esprit de corps.  The Marine Corps has always stood at the top of the services by full and willing observance of the twin virtues of soldierly courtesy and discipline.

Military Salute.  Over the centuries, men-at-arms have rendered fraternal and respectful greetings to indicate friendliness.  In early times, armed men raised their weapons or shifted them to the left hand (while raising the empty right hand) to give proof of friendly intentions.  During the Middle Ages, knights in armor, on encountering friendly knights, raised their helmet visors in recognition.  In every case, the fighting man made a gesture of friendliness—the raising of the right hand.  This gesture survives as today's hand salute, which is a traditional greeting among soldiers of all nations.

Individuals Entitled to a Salute.  As a service member, you will salute all officers who are senior to you in rank in any of the Armed Forces of the United States or of friendly foreign governments, officers of the Coast Guard, Geodetic Survey, and of the Public Health Service who are serving with the Armed Forces of the United States.

In addition, certain appointed or elected civilian members of both our national and state governments are so honored.  Among the individuals of the United States whom you customarily salute are the

· President of the United States

· Vice President of the United States

· State Governors

· Secretary of Defense

· Deputy Secretary of Defense

· Senators and Congressmen

· Secretaries of the Army, Navy, and Air Force

· Assistant Secretaries of the Army, Navy, and Air Force

Among the members of the friendly foreign governments whom you salute are

· Heads of State

· Ambassadors

· Ministers of Defense

· Other civilian leaders of defense establishments and their assistants at or above the level of the Assistant Secretary of the Army, Navy, and Air Force

When Not to Salute.  In some situations, the salute is not appropriate.  In general, you do not salute when

· Engaged in routine work when a salute would interfere

· Indoors, except when under arms

· Carrying articles with both hands or being otherwise so occupied as to make saluting impractical

· The rendition of the salute is obviously inappropriate

· A prisoner

· Working as a member of a detail or engaged in sports or social functions

· Engaged in driving an automobile; however, whenever practical, you should return others’ salutes, providing the vehicle can still be driven safely

· In places of public assemblage, such as theaters or churches, and in public conveyances

· You are in the ranks of a formation; however, if at ease in a formation, come to attention when addressed by a senior

· Within sight of enemy soldiers

Special Situations.  Enlisted Marines salute other enlisted Marines only in formation when rendering reports.

After a senior has been saluted, if he remains nearby and no conversation takes place, no further salutes are necessary.  On the other hand, if directed to report to a senior in the same area, you should salute when reporting and again when taking your leave.

A Marine salutes indoors only when under arms—this normally means a duty status with a weapon.  In this situation, the Marine remains covered and should salute.  Marines not under arms do not salute indoors.  In an office, unless called to attention, Marines need not cease work when an officer enters.  When addressed by an officer, the person so addressed should rise.

In the naval services, protocol does not call for saluting when uncovered except for the return of uncovered salutes rendered first by Army and Air Force personnel.  The exception in this case follows the general rule that, "Social customs or military courtesy should always be interpreted so as to prevent awkward situations."  Therefore, the naval service establishes an exception whereby an uncovered salute may be returned.  When uncovered, naval officers initiate salutes by coming to a position of attention.

Rules for Saluting Officers and Uncased Colors.  The table below cites specific rules for saluting officers and uncased colors.

	Situation
	Rules

	Out-of-doors
	Salute

· In the open air, the interior of such buildings as drill halls and gymnasiums when used for drill or exercises of Marines

· On the weather decks of a man-of-war

· Under roofed structures such as covered walks and shelters open at one or both sides to the weather

	Under arms
	A Marine is under arms when he

· Has a weapon in his hand

· Is equipped with side arms

· Is wearing equipment pertaining to arms, such as sword sling, pistol belt, or cartridge belt

· Is wearing an "MP" or "SP" brassard

	When not in formation
	When an officer approaches enlisted Marines who are not in a formation, 

· The first to recognize the rank calls the group to attention as soon as the officer comes within six paces

· The salute is held until returned

· The Marines remain at attention until the officer has passed or he commands "Carry on."

	Overtaking
	· When you overtake an officer proceeding in the same direction,

· Draw abreast on the left

· Render a hand salute

· Say "By your leave, Sir."

· The officer acknowledges the salute and replies "granted."

· When you overtake a Marine junior to you, pass on the right if possible.

	Saluting distance
	· The maximum distance within which salutes are rendered and exchanged is 30 paces

· Render the salute when six paces from the person or color to be saluted


	Situation
	Rules

	Uncased colors
	· Salute colors and standards that are not cased when either you or they approach or pass within six paces

· Hold your salute until the colors have passed or you have passed the colors by six paces

	Prisoner chaser
	· An exception to the normal saluting practice

· A prisoner chaser does not salute an officer except when addressed by an officer in the line of duty

	Morning and evening colors
	Members of the color detail render the hand salute as appropriate during the

· Raising of the flag at morning colors

· Lowering of the flag at evening colors


Forms of Address.  Although the Marine Corps is an integral part of the naval service, its rank structure is similar to the Army.  In written correspondence, both formal and social, full rank precedes the name and is written out.  In conversation, all generals are “General”; all colonels, “Colonel,” etc.  Full rank precedes the name of commissioned officers.  Customarily, rank may be abbreviated in routine correspondence of an official nature but is written out in business or social correspondence.  The rank also precedes the names of warrant officers.  When in civilian dress, a captain and a lieutenant are introduced as "of the Navy" to distinguish the rank from other services.  In conversation, all admirals are “Admiral.”  All chaplains are introduced by rank.

Addressing Officers and Enlisted Men.  It is appropriate and strongly recommended that a person be greeted by name and grade—for example, "Good morning, Captain Jones," or "Good evening, Corporal Clark."  If you are unsure of an enlisted Marine's name or grade, "Good morning, Marine" is appropriate as is "Good morning, Sir," or "Good Morning, Ma'am" in the case of an officer.  In your everyday relationships with other Marines, you must be familiar with the common courtesies extended to officers and enlisted Marines as described in the table below.

	Addressing Officers
	Speaking to Enlisted Marines

	· Use "Sir" or "Ma'am" whenever addressing officers more senior; however, if acquainted with the officer, it is preferable to use both grade and name; e.g., "Good afternoon Colonel Sands."

· Whenever addressing a general officer, it is customary to use "General" in lieu of "Sir" or "Ma'am."

· When verbally addressing generals, lieutenant colonels, and first and second lieutenants, use their short title; i.e., "How are you, Lieutenant?" or "Good morning, Colonel."

· Although not required, an old tradition is that when you address a senior officer, you speak in the third party; for example, "Would the Captain care to check the rifles, now?" or "Sir, Lieutenant Janson reporting for duty."

· First names and nicknames are proper with contemporaries or junior officers

· During social functions

· During business hours in the privacy of the office

· In the club

· A common word to refer to a Marine captain is "Skipper"; however, it is more proper when used in addressing a captain company commander.
	· To promote pride and respect among your juniors, address them by name and grade.

· Avoid casual use of first name or nicknames.

· Also address senior enlisted Marines by their full grade and name.

· Never use such terms as "trooper" and "Ems.

· Always refer to a Marine by his rank, not pay grade.  A sergeant is a "sergeant," not an "E-5."

· A Marine warrant officer wearing the bursting bomb insignia may be called "Gunner."


Rank Abbreviations.  In official correspondence, rank and ratings are abbreviated and fully capitalized in the naval services and are partially capitalized in the other services.  The abbreviations for relative ranks of commissioned officers differ slightly from service to service.  For example, the USMC abbreviation is 2ndLt; the Army's abbreviation is 2LT.  SECNAVINST 5216.5_, Department of the Navy Correspondence Manual, Appendix A lists the different ranks and their abbreviations and shows the differences between the services.

Addressing Prominent Civilians.  The "Honorable" is the most preferred form for addressing most American officials.  This phrase is always used with the full name and never any other title, (i.e., The Honorable John Dalton vice The Honorable Mr. Dalton or The Honorable Secretary of the Navy).  SECNAVINST 5216.5_, Department of the Navy Correspondence Manual, Appendix B lists the different models of address for civilians.

Service Afloat.  Many of the Marine Corps' customs are derived from many years of service afloat.  Even ashore, Marines customarily use nautical terms:

· Floors are commonly referred to as "decks"

· Walls are "bulkheads"

· Ceilings are "overheads"

· Corridors are "passageways"

· The order "Gangway!" is used to clear the way for an officer ashore, just as it is afloat

· "Two-block" means to tighten or center (a necktie)

· "Head" refers to latrine, bathroom

· "Scuttlebutt"is a drinking fountain or an unconfirmed rumor

· In the Marine Corps, use the expression,

· "Aye, aye, sir." when acknowledging a verbal order (but not to answer to questions)

· "Yes, sir." and "No, sir." to answer direct questions.  

Boarding a Small Boat or Entering a Car.  When boarding a small boat or entering a car,

· Juniors enter first and take up the seats or the space beginning forward, leaving the most desirable seat for the senior

· Seniors enter last and leave first

Last to Leave the Ship.  Marines are always, or should be the last other then the ship's captain to leave a ship being decommissioned.  Although this tradition is an old one, it first appears in Navy Regulations of 1825.  "Where a vessel is to be put out of commission, the Marine officer with the guard shall remain on board until all the officers and the crew are detached and the ship regarded turned over to the officers of the navy yard or stations."

Boarding Ship.  When boarding a US Navy ship,

· Face aft and salute the National Ensign

· Then, face the Officer of the Deck, salute, and request permission to come aboard

Reverse the process when debarking.

The Wardroom.  The Ship's wardroom is your mess.  You are a paying member and should enjoy the use of the wardroom, when possible.  Follow some simple rules to ensure an enjoyable atmosphere:

· First, pay your mess bill on time

· Respect other members of the wardroom mess

· If your ship has seatings for meals, be on time.  If you are late, it is customary to ask the senior officer seated for permission to join the mess.

· Do not be alarmed if your Marines serve the meals in the wardroom.  You will soon realize that this chore is one of the easiest shipboard duties Marines perform afloat.

Ceremony.

Parades and Ceremonies.  You will be directly involved with another custom:  Holding a parade or review to mark important events such as the presentation of awards, a change of command, or a retirement.  During an official visit, the visiting dignitary is usually received by rendering "Honors," which usually consist of

· A gun salute

· "Ruffles and Flourishes"

· Other martial music

The Marine Officer's Guide outlines exactly what honors are rendered to what dignitary.  You, as a participant or a spectator, are required to stand and salute.  Remember, when you participate in parades or ceremonies, the Drill and Ceremonies Manual contains the proper procedures to be used.

"First on Foot and Right of the Line."  Marines form at the place of honor—at the head of column or on right of line—in any naval formation.  The Secretary of the Navy bestowed this privilege on the Corps on 9 August 1876.

National Anthem and the Marine's Hymn
When the Nation Anthem is played or "To the Colors" or "Retreat" (Evening Colors) is sounded, all military personnel

· Come to attention

· Face toward the music

· Salute

Follow these additional rules:

· Hold your salute until the last note of the music, but remain at attention until "Carry On" is sounded.

· If the National Anthem is being played incident to a ceremony involving the colors, face toward the colors rather than the music.

· Marines in formation are halted and brought to attention.  The commander salutes facing in the direction of his unit's original front.

· During playing of the National Anthem, all vehicles within sight or hearing of the ceremony stop.  Passengers do not debark, but remain seated at attention.

· In civilian clothing,

· Come to attention

· If wearing headgear, remove it and place it over your left breast with your right hand

· Otherwise, place your right hand over your left breast.

· When the Marine's Hymn is being played

· Outdoors while you are walking, stop and come to attention

· Indoors, stand up and come to attention.

Units, Organizations, and Commands.  These echelons are

· Unit

· Refers to an element that a company grade officer normally commands

· A guidon signifies a unit

· Examples:  Companies and batteries are units

· Organization

· Refers to an element that a field grade officer normally commands

· A set of organizational colors designates it

· Examples:  Battalions and squadrons are organizations

· Command

· Refers to an element that a general officer normally commands

· A Marine Corps color designates it

· Examples:  A Marine division or Marine aircraft wing are two good examples or a command

Military Etiquette Pointers.  Several Marine Corps customs and courtesies, which while possibly unwritten, are important for you to know.

The CO's Wishes.  When your commanding officer states, "I wish," "I desire," or similar expressions, these have the force of a direct order.  You should complied with them on that basis.

Reporting to Seniors.  When requested by a senior, juniors must report immediately in correct uniform.  Juniors must proceed and report on the double if

· In the field

· On the drill field

· On a parade ground

Social Occasions.

"Bosses' Night."  At periodic intervals, the staff noncommissioned officers of a company, squadron, battery, or similar size unit invite the unit’s officers to the SNCO mess for an evening get-together known as, "Bosses' Night."  Some important ground rules for a good "Bosses' Night" are to

· Always set a reasonable time limit; do not stay "all night"

· Avoid turning "Bosses' Night" into a grievance session

· Not drink to excess

"Hail and Farewell."  When you become attached to or depart from a unit, you will be "Hailed or Farewelled."  That is the officer's way of saying, "Welcome aboard" or "Thanks for a job well done."  At a

· Hail, your CO will introduce you and your spouse

· Farewell, you'll normally receive a memento and be asked to say a few words

"Wetting Down."  After a commissioning or a promotion, it is customary to celebrate by spending your first pay raise on your fellow officers at your favorite tavern.  Tradition has it that the officer's new grade insignia was placed in the bottom of a glass of spirits, and the officer then drank the glass dry.

"Dining In/Out."  These events are a variation of the traditional Mess night:

· "Dining in" means that the mess is open to guests from within the unit

· "Dining out" opens the mess to honored guests outside the unit

Officer's Club and Other Privileges.  
The Officer's Club is your mess ashore.  You are expected to be a paying member (you will be billed monthly).  If you do not desire membership, you may be required to inform the commanding general in writing as to the reason.  Your dues are prorated, by grade.  Published by-laws govern the club.

As on board ship, your dress and behavior will reflect your respect for fellow club members.  Most clubs have a built-in area where you can let your hair down and rooms where more conservative behavior is appropriate.  Be careful to avoid breaking the club’s rules, or it may cost you a very expensive round of cheer.

Your grade affords you head of the line privileges, parking privileges, separate facilities, and special treatment.  Use them frequently, but do not abuse them.  Eat at the end of the line in the field or when some doubt as to whether everyone will get fed exists.  When you have the time, wait in line; the favor will be returned.

Protocol.  Protocol is the diplomatic and/or military etiquette code, which correctly prescribes the deference to rank.  Protocol is followed during affairs of State, as well as a commanding general's reception.  Protocol includes 

· The correct method for seating guests

· Service seniority:  The proper sequence of seniority is

· Army

· Marines

· Navy

· Air Force

· Receiving lines
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