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                 2 December 2014
MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  DRAFT Memorandum of Instruction (MOI) – Mission Assumption Ceremony (MAC) 

1.  Purpose.  This MOI provides information and assigns responsibilities regarding the MAC.  The outgoing unit is the 43d Military Police Brigade.  The incoming unit is the 300th Military Police Brigade.

2. General.  
     a.  JTF GTMO prepares for and conducts an in-place MAC on 30 Dec 14 at 0700 by the flag pole at Camp Delta.  In the event of inclement weather, we will conduct the ceremony in McCalla Hangar.  If required, the Command Sergeant Major (CSM) will make an inclement weather decision by 0500 on 30 Dec 14.
     b.  We will position a six-member color guard to the rear of the Commander of Troops (COT).  The color guard will consist of four color bearers (National, JTF GTMO, and both Military Police Brigade [MP Bde] Colors) and two guards.  To the rear of the color guard, we will position the MP Bde representatives in a single formation on line.  MP Bde representatives will include the Headquarters and Headquarters Company (HHC) Commanders, their First Sergeants and Unit Guidon Bearers.  In the event of inclement weather, the ceremony remains identical. 

     c.  We will conduct a Key Leader Rehearsal on 29 Dec 14 at 1430.  Key leaders include the COT, Chaplain, CSM, Color Guard, and unit representatives (see above). 

3.  Sequence of Events.  

a. All ceremony participants will assemble in formation by 0650.  

b. Ceremony.

(1) Seating/arrival of Distinguished Visitors (DVs), families, guests and staff.

(2) Five-Minute Warning.

(3) Introductions and Welcome Narration.

(4) Invocation. 

             (5)  Honors to the Nation (National Anthem).

             (6)  Presentation of JTF GTMO Streamer to the 43d MP Bde      

             (7)  Release from Mission (43d MP Bde).

             (8)  Mission Assumption (300th MP Bde).

             (9)  Remarks (Major General Miller).

           (10)  Service Medleys Played.  

           (11)  Conclusion of the Ceremony.

4.  Responsibilities.

     a.  J1.  Assist with reproduction/printing requirements, as required.

     b.  J2.  Provide a weather forecast to the CSM at 1600 on 29 Dec 14.

     c.  J3.

          (1)  Plan, coordinate and conduct MAC rehearsals and ceremony.

          (2)  Coordinate Combat Camera (CC)/Public Affairs Office (PAO) coverage of the ceremony.  Provide each Brigade with one (1) compact disc of unclassified imagery, and another to the PAO for JTF GTMO distribution.

          (3)  Survey and mark formation positions by 29 Dec 14.

     d.  J4.  
          (1)  Provide appropriately scheduled additional bus transportation to/from Camp Delta and the Windard Loop/Villa Mar  Housing Areas.  Ensure the widest dissemination of this schedule by 29 Dec 14.

          (2)  Provide logistical support to the Headquarters & Headquarters Company (HHC), as needed.

     e.  J6.  

          (1)  Provide a podium, public address system and backup, audio equipment and backup, and the required technical assistance in support of the rehearsal and ceremony.  Test system 30 minutes prior to ceremony.

(2) Provide and play ceremony music. 

     f.  PAO. 

          (1)  Provide primary and alternate narrators for the ceremony.  Provide names to the J3 SGM by 27 Dec 14.

          (2)  Coordinate PAO coverage of the ceremony with the J3 CC.
     g.  JVB (Joint Visitor’s Bureau).

          (1)  Prepare/finalize a guest list by 29 Dec 14.

          (2)  Prepare/deliver invitations by 29 Dec 14.

          (3)  Establish a seating plan for DV seating, and ensure ushers become familiar with the plan.  Prepare name labels and install on chairs by 0630 on 30 Dec 14.  Designate an NCOIC of the usher detail, and ensure the ushers receive training in their responsibilities.  Coordinate with the Headquarters Company the tasking of ushers.

          (4)  Develop and coordinate DV transportation plan. 

          (5)  Coordinate post ceremony activities, if applicable.    

     h.  Surgeon.  

          (1)  Coordinate medical coverage during the ceremony.

          (2)  Position medical support behind unit representatives.  Prepare to recover affected service members from the troop formation to a rear area for treatment.   Conduct treatment discreetly to minimize distraction.  

          (3)  Rehearse the treatment plan prior to MAC rehearsal.

     i.  HHC.

          (1)  Coordinate and supervise the set up of DV seating.

          (2)  Provide logistics assets to support outdoor or possible indoor ceremony.

          (3)  Logistics planning will include, but is not limited to:

                (a)  Seating (twenty-five [25] chairs).  

                (b)  Tables for post-ceremony activities, if required.

(c)  Sufficient water for all participants and guests.

                (d)  Strategically placed trash receipticles.

          (4)  Provide two (2) M16s for the Color Guard. 

          (5)  Provide three (3) NCOs  from each HHC brigade for the Color Guard.

          (6)  Provide two (2) soldiers to serve as general officer blag bearers.

     j.  CSM.  

          (1)  Provide quality control for the MAC rehearsal.

(2) Provide weather decision recommendation to COT by 0500 on 30 Dec 14. 

          (3)  Rehearse the color guard, guidon bearers, and general officer flag bearers, as appropriate.

     k.  Chaplain.  Present invocation at the ceremony.

     l.   JDOG.  Insure access to the ceremony site.    

5.  Coordinating Instructions.

a. Uniform:  BDUs (sleeves down); no sunglasses.  

b. Taskings:  All staff sections need to prepare to augment/support the HHC in the accomplishment of its duties/responsibilities, as required.    

c. Provide after action review comments pertaining to the MAC to J3 SGM by a date 16 Dec 02 via SIPRNET.  Negative reports required.  The J3 will forward consolidated comments to Chief of Staff by a date 23 Dec 02.

6.  Point of Contact:  SGM O’Connor, X5102.  

FOR THE COMMANDER:

Encl                                                                          First Mi. Last
Narration & Sequence of Events                             COL, IN, USA 

                                                                                 Chief of Staff
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