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PROCEDURAL STEPS FOR ADMINISTERING BATTLES AT CAMP ROBERTS 

The procedural steps for administering battles are simple enough in themselves (see 
Attachment 1).  The difficulties arise from changing personnel at the base, changes in 
procedures we’re not informed of until we’re on base and the usual operation of “Murphy’s Law.”  
However, if the Committee delegates discrete tasks to each of its members is well-organized 
and remains in communication among themselves, such unforeseen problems can be 
surmounted and the required tasks can be accomplished in a timely manner.  That said, what 
follows is a “How-To-Do-It” manual for the Committee. 

First off, if possible, one or more Committee members should attempt to take a vacation 
day off from work and arrive at Camp Roberts on the Thursday before the battle.  The 
advantages to be gained from this extra half day on base cannot be overstated.  Many base 
personnel are absent on Friday or on abbreviated work schedules and the ability to find them 
and communicate with them will be much easier to do on Thursday.  This becomes particularly 
true on busy weekends at the base, since CHG’s needs may be competing with those of 
National Guard or other military units on the base for training, which of course must take 
precedence. 

1. Check-In At Gate. 

Please allow a minimum of four to six hours driving time to the base depending on your 
location and whether you’re taking Highway 101 or Interstate 5/SR46/SR 101 to the base.  Upon 
arrival at the base, explain to the gate guard that you’re there for the CHG re-enactment and 
follow the usual check-in procedures with the MP’s or DOD police at the gate, including 
obtaining a placard for the dashboard of your car, which will speed re-entry to the base if you 
have to leave to run down to Paso Robles for any reason. 

2. Obtaining Billet/Motel Room (Thursday Arrival Only). 

Your next stop may be the billeting office which is straight ahead on the right, just before 
the road splits at the “Y” intersection at the Camp Roberts signage monument.  You will need to 
obtain a billet if arriving on Thursday, since occupancy of a barracks will not be permitted, even 
if you draw the barracks on Thursday.  Due to the priority given to military personnel, billets may 
not always be available for civilian use, particularly if you wait until the last minute to get one.  
Therefore, it is recommended that you call (805) 238-8312 as soon as possible to reserve a 
billet.  If billets are unavailable, there is a motel in nearly San Miguel and many more in Paso 
Robles.  You will be reimbursed the cost of the billet or motel room upon submittal of a receipt to 
the CHG Treasurer or Chairman. 

3. Obtaining In-Processing and Other Paperwork. 

Your first stop upon arriving on base should be at either the Operations Building on 
Headquarters Hill or Range Control (See map – Attachment 4 – for locations) to pick up the “In 
Processing” form (see Attachment 5 for an example), Usage Report (see Attachment 6 for an 
example), Clearance Form (see Attachment 7 for example) and other paperwork.  For recent 
battles the point of contact (“POC”) for the paperwork has been either Sergeant Cuttler or 
Sergeant Rider at Range Control, rather than at Operations on Headquarters Hill due to staffing 
shortages.  If you won’t be arriving on Thursday, this step should be done immediately upon 
your arrival on Friday morning in the 8-8:30 a.m. timeframe!  PLEASE NOTE:  Although the 
practice has varied at recent battles, you may be required to watch a briefing PowerPoint 
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presentation at this time rather than returning later, as used to be the case for this briefing (see 
Item 8 at page 4). 

4. Drawing Barracks and Inspecting Them. 

After getting your “In-Processing” form and other paperwork, you will be in a position to 
visit the Housing Office in the southern part of the cantonment area (see map – Attachment 4 – 
for location) to draw barracks.  In years past, the head of Housing was SGT Maria Hidalgo, who 
is friendly to CHG.  However, again due to staffing shortages, it may be someone else in 
Housing who is your POC.  After advising them that you’re with CHG and are there to draw 
barracks, the procedure will take place as follows: 

The Standard Operating Procedure (“SOP”), will have an NCO from Housing perform the 
opening inspection and inventory as described below.  You need only accompany the NCO and 
“Tag along” as he performs these tasks.  Draw to his or her attention any items requiring the 
engineer’s action, such as turning on heaters or water heaters or repairs.  Also, note any burned 
out light bulbs which require replacement.  Note:  Be sure to retain the “pink” copies of these 
forms for our records to show what the contents were when we drew the buildings.  This will be 
critical when checking in the barracks on Sunday, particularly if the barrack has missing 
furnishings!  It is also advisable to determine a pre-arranged time for the final inspection of the 
barracks and which NCO will be on duty to do this.  The inspection comprises the following: 

A. Count the number of bed frames, mattresses and covers, lockers (if any), 
and verify that each barracks has the other items they are typically equipped with (see example 
of actual barracks inventory sheet attached hereto as Attachment 8); 

B. If a winter battle, check the heater by operating the downstairs switch to 
turn it on (barracks may still be warm from previous night if engineers turned on heater prior to 
your arrival); 

C. Check faucets in the bathroom to verify that the water has been turned on 
and that hot water heater is functioning properly; 

D. Ditto toilets and showers; 

E. Turn on lights and determine if any light bulbs require replacement; and 
take note of same; and 

F. Note any other unusual conditions (broken furnishings, broken windows, 
sagging ceiling boards, etc.) on the inventory sheet for each barracks or other building. 

In the Administration Building you will also need to examine the cleaning and other 
supplies in the metal cabinet in the large weapons room behind the front office.  Note any 
shortages of the items listed on the inventory sheet taped to the inside of the cabinet door on 
the Hand Receipt (see Attachment 11 for an example).  Also take notes as you examine each 
barracks whether paper towels and toilet paper are present in the bathrooms.  If not, you will 
need to supplement those items in the metal cabinet by drawing additional supplies at the 
Director of Logistics (“DOL”) Warehouse, as described below. 
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5. Opening Barracks and Placement of Signage. 

Following the inspection and inventory, the barracks will be ready for occupancy.  
However, you should place signage on the front doors of each barracks indicating whether it is 
set aside for “Allied,” “Axis” or our “Womens’ Barracks.”  A typical method is to allocate the first 
three barracks to British and U.S. Units, the fourth barracks to the Female Units and the next 
three barracks to the Axis Units.  For this purpose, you should bring suitable signage material, 
i.e., white card stock, felt tip markers, and push pins or scotch tape (tape is recommended).  
Usually the eighth barracks initially is held “in reserve” for overflow housing and does not have 
signage.  It is also usually padlocked with one of the CHG locks, which can be obtained from 
Bob Blair. 

6. Distributing Cleaning Supplies. 

A member of the Committee should be tasked with distributing to each of the barracks a 
set of cleaning implements consisting of one straw broom, one push broom, one toilet cleaning 
brush, one mop, mop head and bucket, Pinesol, scouring powder, sponge(s), trash bags and 
one dust pan.  In addition, the paper towels and toilet paper should be distributed evenly to each 
barracks.  Since the metal cabinet in the Administration Building only contains enough cleaning 
implements and bathroom paper supplies for five (5) barracks, it will be necessary to pick up 
additional cleaning implements, paper towels, toilet paper and replacement light bulbs at the 
DOL Warehouse, which is adjacent to the Housing Office in the southern cantonment area (see 
Attachment 4 for location).  These additional implements and supplies will be distributed to the 
three or so barracks which were “shorted” on the supplies taken from the Administration 
Building.  Unless, the base engineers are responsible for replacing burnt out or missing light 
bulbs (very unlikely) the member of the Committee who performed the barracks inspection 
should do this from his notes.  Lastly, a copy of the “cleaning checklist” (Attachment 3) should 
be posted in each barracks near the cleaning implements.  

7. Posting of CHG Signage. 

Another member of the Committee should be tasked with placing the CHG signage in 
prominent locations from the main gate to the barracks.  Typically one large sign is place at the 
large monument at the “Y” which is directly ahead of the gate entrance approximately 100 yards 
and is adjacent to the billeting office on the right.  Additional signs are usually placed on 
telephone poles adjacent to the PX and the Snack Bar, at the second “Y” where the road curves 
left onto Washington Boulevard and lastly at one of the telephone poles along Washington 
pointing towards the barracks block which we have been assigned (nailed to a telephone pole).  
Additional signage may need to be placed along the route to the training areas to be used.  
Signage will be available from either Bob Blair or from the unit which sponsored the last battle.  
Arrangements for picking up the signage should be made well before the battle.  In addition, a 
claw hammer, box of nails, sledge hammer (for driving sign stakes into the ground) and a heavy 
duty stapler should be brought by the Committee member responsible for posting the signage.  
This posting should occur as early as possible on Friday and, in no event, later than Noon. 

8. Contacting Provost Marshall and Attending Briefing. 

It is always wise to visit the Provost Marshall’s office at the main gate and introduce 
yourself and let it be known where CHG will be housed for the weekend.  It is also wise to give 
the MPs the phone extension in the Administration Building we have been assigned or a cell 
phone number for the Chairman of the Committee or Bob Blair in order for them to be able to 
contact us regarding situations that may arise during the weekend.  High Importance:  There is 
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usually a briefing at 1300 hrs. (1:00 p.m.) at the Operations Building conference room on the 
2nd floor or at Range Control.  Some weekends, if the other usage of the base is light and we 
are the only people on base, the briefing is sometimes dispensed with.  In recent battles, this 
briefing has taken the form of either a PowerPoint presentation on a PC which can be watched 
individually or, on busy weekends, as a larger presentation with a projector and pull-down 
screen.  However, this point should be verified with Range Control and someone should be 
assigned the task of attending this briefing to take notes and answer questions.  There may also 
be a comparable briefing at Range Control (see Attachment 4 for location), which we have not 
typically attended given our long usage of Camp Roberts, but under certain circumstances we 
may be required to attend it as well.  It typically takes place immediately after the conclusion of 
the 1 o’clock briefing at the Operations Building.  The chairman of the Committee or Bob Blair 
should take the lineup briefing outline and annotate it with any additional points which may have 
been given out at the Operations briefing referred to above.  This outline should be referred to 
as the line-up takes place on Saturday and followed carefully, regardless of the amount of 
boredom or heckling from the ranks that it may produce. 

9. Getting Situated in Barracks. 

With the completion of the briefings, most of the major set-up tasks will have been 
completed (or should be).  The Committee members should then focus their attention to the 
following tasks: 

A. Getting Units Situated in the Barracks.  Here, it’s “share and share alike.”  
The Committee member(s) tasked with doing this should politely but firmly reject attempts by 
units to “reserve” entire floors for themselves, to the exclusion of other units.  Barracks capacity 
is more than sufficient to house the 200-275 persons attending the battles, so everyone must 
cooperate and permit other units to be side-by-side with them in the same squad bay.  Do not 
take no for an answer! 

B. Repairs.  The Committee member who was tasked with performing or 
attending the inspection and inventory of the barracks should be responsible for ensuring that all 
requested work by the base engineers is accomplished, such as turning on heaters, water 
heaters, replacing burnt out or missing light bulbs and any necessary repairs. 

C. Dealing with the Unexpected.  The Committee members should expect 
the unexpected and as they arise deal with them with as much calmness as they can muster.  
The unexpected will always occur and the Committee members should deal with it as best they 
can.  Some things will have solutions and others will not. 

D. Parking.  After the units have “loaded in,” the Committee members should 
direct the car owners to move them to the center of the open space quadrangle or to an 
adjacent side street, such as Washington Boulevard.  The vehicles should be parked at least 50 
feet from any structure!  If the owner is recalcitrant to do this, remind him that he may be 
ticketed by the DOD police, which would necessitate a court appearance at Federal District 
Court in San Jose!  All MV’s and AFV's will need to be parked on Washington Boulevard (the 
north-south street to the west of the barracks), at least 10 yards back from the edge of the 
roadway.  They are also subject to ticketing by the DOD police for any failure to do so. 

10. Signing Tactical Areas In and Out with Range Control. 

On Saturday and Sunday mornings of the battle, a member of the Committee will need 
to travel to the Range Control office on the perimeter road (see Attachment 4 for location) to 
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“sign-out” the tactical areas to be used.  There is usually a clipboard on the front counter for 
such purpose on which the Committee member will fill in CHG’s name, his name and the tactical 
areas (e.g., “T” and “U”) to be used for the battle and sign his or her name.  On at least one 
occasion in the past, we were also asked by an inexperienced duty NCO to sign a “Hold 
Harmless Agreement” for each member attending the battle, obviously an impossibility.  If this 
occurs, the Committee member should politely advise the Duty NCO that we are on base 
pursuant to a “license” containing such a Hold Harmless Agreement on behalf of all attendees 
and that Operations and Range Control have previously determined that the license is sufficient 
for this purpose.  The practice of issuing hand-held Motorola radios has been discontinued.  The 
administrators of the battle should carry cell phones to contact range control at the numbers 
listed in Attachment 2.  We have been told not to call “911” since this will go to the base fire 
station.  Thus, dialing “911” should be used only as a last resort for medical emergencies.  You 
should call Range Control to report unexploded ordinance, injuries, fires or other emergencies in 
the field, as well as allowing Range Control to contact CHG.  Thus, you should advise range 
control of your cell phone number(s) in case it is necessary for them to contact you. 

At the conclusion of the battle on Saturday and Sunday afternoons, the same Committee 
member who signed out the tactical areas should again return to Range Control and “sign-in” 
the tactical areas for that day.  On Sunday afternoon at the conclusion of the battle, the 
Committee member should also obtain the signature of the Duty NCO on the “clearance form” 
(see Attachment 7) obtained back in Step (3).  For this purpose, he should obtain this form from 
the Committee member completing Step (3) if not himself and make sure it’s in his car on 
Sunday morning. 

11. Cleaning And Turning-In Barracks. 

If you thought the first ten steps were tough, you’re going to love Step 11.  Rather than 
just depending on your fellow Committee members to pull their weight, you are now depending 
on nearly twenty units with 200+ persons to do their jobs.  Although the clean-up of barracks 
has recently received additional attention in the form of the “clean-up checklist” (see Attachment 
3) there will always be those units and individuals who shirk their responsibilities in this regard.  
This is particularly true of the Mess Hall which should be cleaned by the vendors. 

On Sunday, the Committee members will need to be continuously vigilant and patrolling 
the barracks to make sure that the move-out and cleaning are proceeding on a timely and 
efficient basis.  If it isn’t, then you should politely and firmly ask the unit leader to take charge of 
the clean-up or task someone in the unit to do so.  If they still prove uncooperative, remind them 
that any unit which doesn’t clean its barracks will be prohibited from attending the next battle at 
Camp Roberts!  After a final inspection by a Committee member, a unit may be allowed to leave 
the barracks and depart for home.  Be sure it’s right, because if it isn’t the Committee 
members will have to clean it themselves! 

After the clean-up and move-out is completed or substantially so, the Committee 
Chairman or Bob Blair should call Housing and request a final inspection, if not arranged in 
advance for a time certain under Step (4) above.  When the Housing NCO arrives, the 
Committee chair or the person who was tasked with drawing the barracks should accompany 
the NCO as he inspects and inventories each barracks and building.  If the NCO finds sloppy or 
no cleaning, it will be the responsibility of the Committee members to perform the needed 
cleaning, unless occupants of the barracks are still on the premises (unlikely).  Following the 
completion of the inspection, if not before, all cleaning implements, except mop heads, need to 
be returned to the Administration Building metal cabinet referred to above in Step 6. 
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Following the final clearance from the Housing NCO, the Committee chair or member 
tasked with the job should accompany the NCO back to the Housing Office with the extra 
cleaning implements which were drawn from DOL under Step (6) above.  “Expendable” items, 
such as paper towels, toilet paper and mop heads need not be returned to DOL.  It may be 
necessary to assist the NCO in restocking these items in the DOL Warehouse to expedite the 
final processing, since he will likely be alone.  While there, the NCO will receive the CHG usage 
report and clearance form (see Attachments 6 and 7 for actual examples) from the Committee 
member.  A copy of each of these documents, along with the signed “yellow” copies of the 
building inspection and inventory forms should be obtained by the Committee member for the 
CHG Secretary’s records or given to the Committee chair or Bob Blair. 

12. Completion of Paperwork and Departure of Committee. 

Before the Committee can leave (or at least the Chairman), final “clearance” must be 
received from the base.  This clearance is evidenced upon three documents, as follows: 

A. Usage Report.  This shows our attendance during the event and is used 
by the National Guard as a measure of military and civilian usage of the base and forms the 
basis upon which they receive appropriations from the State and Federal Governments.  The 
critical day will be attendance on Saturday at the battle and the reported “count” should be 
derived from the Treasurer based upon his count of attendance in collecting battle fees.  The 
attendance on Friday and Sunday can be estimated as some percentage of the Saturday 
attendance.  The form should be filled out by the Committee chair or other responsible member, 
signed on behalf of CHG and given to the NCO performing the building inspections described in 
Step (11) above.  A xerox copy of this form should be gotten from the NCO before leaving the 
Housing Office! 

B. Clearance Form.  This is the single most important document to obtaining 
final clearance.  On it, three signatures will be required.  First, as the final sign-in of the tactical 
areas is done at Range Control in Step (10), the Committee member tasked with signing out 
and in the tactical areas should have the Duty NCO at Range Control sign the clearance form 
on the line provided for Range Control’s signature (third line).  The remaining two signatures for 
Housing and DOL (Class II [supply]) will be made by the NCO performing the final barracks 
inspection and receiving for DOL the extra DOL cleaning implements which were drawn under 
Step (6).  After those signatures have been made by the NCO, he should xerox it, along with the 
usage report, and give it to the Committee member tasked with the final check-in and clearance. 

C. Building Inspection Forms.  As mentioned above in Step (11), the 
Committee member should receive the “Yellow” copies of the inspection and inventory forms for 
each building from the Housing NCO doing the inspection and deliver them to the CHG 
Secretary or other responsible person. 

Following receipt of this documentation, the Committee members are free to depart the 
base and drive home.  The clearance documentation should be sent to the CHG Secretary for 
the CHG records and files. 

Congratulations!  With the completion of these steps you have successfully 
administered a Camp Roberts battle, which is no small feat! 


