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MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Memorandum of Instruction (MOI) Change of Responsibility Ceremony for CSM Xxxxxx Xxxxxx

1.  Purpose.  The purpose of this MOI is to outline procedures and assign responsibilities for the Change of Responsibility Ceremony for CSM Xxxxxx.

2.  General.

    a.  The Promotion/Farewell Ceremony will be conducted 270900 June 2000, at the Main Post Flagpole Parade Field, Ft Bragg.  In the event of inclement weather, all participants will assemble at Lee Physical Fitness Center.

    b.  Official party:

             (1) Host Officer: Lieutenant General William F. Kernan

             (2) Reviewing Officer: CSM Xxxxxx

(3) Commander of Troops (COT):  CSM Daniels

    c.  Sequence of Events.  IAW Enclosure 1, the ceremony will consist of the following:

             (1) Formation of Troops

             (2) Presentation of Command 

             (3) Honors to the Nation

(4) Change of Responsibility/Award

             (5) Remarks

             (6) Conclusion.

3.  Assignment of Responsibilities.

    a.  82d Airborne Division.

             (1)  Provide a representative for the Division CSM (in the grade of E-9), division color, bearer, and two color guards.

             (2)  Provide 82d Airborne Division Band. 

    b.  18th Aviation Brigade.  Provide Brigade CSM, brigade color, bearer, and two color guards.

    c.  XVIII Airborne Corps Artillery.

             (1)  Provide a representative for the Corps Artillery CSM (in the grade of E-9), Corps Artillery color, bearer, and two color guards.

             (2)  Survey and mark the Main Post Flagpole Parade Field NLT 260830 June 2000, IAW Enclosure 2 for rehearsals and ceremony.  Be prepared to mark Lee Physical Fitness Center IAW Enclosure 3 if the 270630 June 2000 weather decision requires the inclement weather ceremony. (Receive supplies from SGS)

    d.  229th Aviation Brigade.  Provide Brigade CSM, brigade color, bearer, and two color guards.

    e.  20th Engineer Brigade.  Provide Brigade CSM, brigade color, bearer, and two color guards.

    f.  525th Military Intelligence Brigade.  Provide Brigade CSM, brigade color, bearer, and two color guards.

    g.  16th Military Police Brigade.  

             (1)  Provide Brigade CSM, brigade color, bearer, and two color guards.

             (2)  Conduct bomb dog search at site NLT 270700 June 00.

             (3)  Provide traffic, parking, and spectator control in the vicinity of the ceremony site and approaching roadways.

               (4)  Prohibit vehicular movement from the time the Promotion Ceremony begins until it is concluded.  Ridgeway, Hunt, and Alexander Streets will be blocked to all traffic.  Traffic must be blocked from traveling on the section of Capron Street that borders the parade field.  VIPs and distinguished guests will arrive via Ridgeway.

             (5)  BPT provide traffic, parking, and spectator control in the vicinity of Lee Physical Fitness Center in the event of inclement weather ceremony.

      h.  35th Signal Brigade.  Provide Brigade CSM, brigade colors and two color guards.

      i.  1st Corps Support Command.

             (1)  Provide a representative for the COSCOM CSM (in the grade of E-9), with COSCOM color, bearer, and two color guards.

             (2)  Provide Corps Color Guard (4 each).

      j.  44th Medical Brigade.

             (1)  Provide a representative for the Brigade CSM (in the grade of E-9), brigade color, bearer, and two color guards.

             (2)  Provide 1 x FLA with medics and supervise medical coverage for the rehearsals and ceremony.

      k.  18th Soldier Support Group.  Provide Group CSM with group color, bearer, and two color guards.

      l.  Garrison Commander.  Provide Garrison CSM, garrison colors, and two color guards.      

      m.  Dragon Brigade.

             (1)  Provide a representative for the Brigade CSM, Brigade color, bearer, and two color guards.

              (2)  Secure the following ceremonial items NLT 26 June 2000.  Have ceremonial items set-up NLT 270800 June 2000 as shown at enclosure 2.

        
       (a)  2 red carpets (2x15’).

                 (b)  2 sets of stanchions (8 ea).

                 (c)  2 sets of red ropes (6 ea).

                 (d)  50 state flags.

                 (e)  Podiums (2 ea).

                 (f)  100 VIP chairs.

                 (g)  100 metal chairs.

       
       (h)  Blue and White VIP tents(6 ea).

       (i)  XVIII Airborne Corps banner.

             (3)  Ensure proper tapes and music are available during the rehearsal.  BPT provide music for ceremony.

        (4)  Provide water at the rehearsals and at the 

ceremony.  Provide a supply of styrofoam cups and trash bags.

             (5)  Set-up Lee Physical Fitness Center IAW Encl 3 if the weather decision dictates that the inclement weather ceremony be executed.


        (6)  Distribute flyers for residents around flagpole NLT 231600 June 00.

             (7)  Provide personnel for site support requirements as required.

             (8)  Provide one award bearer.  Coordinate with Protocol for training.

     (9)  Coordinate with Corps staff sections to 

receive the names of one usher from G1, G2, G3, and G4.     

             (10)  Removal of equipment will not begin until G3 Action Officer/NCO gives instructions.

4.  Corps Staff Responsibilities.

    a.  ACofS, G1, G2, G4.  Provide one usher to Dragon Brigade.

    b.  ACofS, G2.  Provide SWO report to ACofS, G3, Ops at 261700 June 2000 and 270500 June 2000 (focus report on ceremony execution).

    c.  ACofS, G3.

             (1)  Exercise overall staff supervision of the ceremony and ensure coordination among participants.

             (2)  Supervise ceremony site set-up (both Main Post Flagpole Parade Field and Lee Physical Fitness Center, as required).

             (3)  Schedule the Main Post Flagpole Parade Field.

             (4)  Reserve the Lee Physical Fitness Center as the inclement weather ceremony site.

             (5)  Arrange for a NOTAM precluding overflights of the Main Post Parade Field for 270830 June 2000 through 271100 June 2000.

    d.  Protocol.

             (1)  Prepare guest list and issue invitations for the ceremony.

             (2)  Control seating in the VIP area, supervise arrangement of chairs.

             (3)  Provide and display seating chart displays as needed.

             (4)  Provide General Officer flags with stands for use behind the seating area.

             (5)  Provide training for ushers and award bearers at the key persons and full dress rehearsals.

             (6)  Arrange for procurement of flowers for presentation to Mrs. Xxxxxx and Mrs. England.

              (7)  Produce flyers for residents surrounding the Main Post Parade Field.  The flyer will include the following:  dates and times of the rehearsal and ceremony, the time the streets will be barricaded, and request vehicle parking behind quarters before rehearsals and ceremony times.  Provide flyers to Dragon Bde NLT 230900 June 00.

             (8)  Coordinate pick-up and set-up of refreshments to be served under the refreshment tent.

             (9)  Coordinate and supervise the receiving line.

    e.  Secretary General Staff.

        (1)  Prepare ceremony programs and arrange for reproduction in sufficient copies to support the ceremony.

             (2)  Provide supplies to Corps Artillery for field marking NLT 220900 June 00.

             (3)  Research and provide CSM Xxxxxx and CSM Englands’ biography for the program and narrative.

             (4)  Ensure the ceremony is posted on the command group’s calendar.

    f.  Public Affairs Office.

             (1)  Coordinate for appropriate media and photographic coverage.  Television/camera vans will not be parked within 50 meters of the reviewing area.

             (2)  Provide narrator for the rehearsal and ceremony.  Submit name to G3 POC NLT 15 June 00.                                              

    g.  Director of Public Works and Environment.   

             (1)  Cut grass, trim hedges, edge sidewalks, and spray grounds with insecticide NLT 261600 June 2000.  Main focus for insecticide is the refreshment area.

             (2)  Ensure street-sweepers clean the streets adjacent to the Main Post Flagpole Parade Field NET 261600 June 2000.

              (3)  Ensure automatic water sprinklers are turned off for rehearsals and ceremony.

    h.  Director of Information Management.  

             (1)  Provide a public address system for the rehearsal and ceremony at the Main Post Flagpole Parade Field and the Lee Physical Fitness Center.

             (2)  Coordinate with G3 Sergeant Major for appropriate music/tapes, during rehearsal.

5.  Coordinating Instructions.

    a.  Uniform.  All will wear starched BDUs, berets, highly shined leather boots, and stripped pistol belt.

             (1)  The COT and unit CSM’s will wear an M-9 pistol (with magazine), holster on right hip.  Lanyard will not be worn.      

             (2)  Color guards will carry (at right shoulder arms) M-16/M-4 rifles with no magazine and no sling.  Weapons will be free of all markings (i.e. rifle rack designations, etc.).

             (3)  Color guards will wear an OD harness.

    b.  The height of all color guards will be the same.

    c.  Provide standard staff (9’6”) for each set of colors.   

    d.  Rehearsals.

      (1)  261000 June 2000:  Full dress rehearsal for all participants to include a band drummer.  Units will form up at the assembly area NLT 0930 hours.  The uniform will be the same as for the ceremony except that the requirement for highly shined black leather boots is waived.  If the weather decision requires an inclement weather ceremony, the rehearsal will be conducted at the Lee Physical Fitness Center at this time.  

    e.  Ceremony In-Place Times, 270830 June 2000.

             (1)  Participating units, color bearers and color guards will be positioned on the final line NLT 0850 hours.

             (2)  TCPs will be in place NLT 0730 hours.

    f.  Inclement weather decision will be made by the ACofS, G3 NLT 270500 June 2000.  In the event of inclement weather, the 

ceremony will be held in the Lee Physical Fitness Center IAW Enclosure 3.  

    g.  Parking.  Vehicles will not park around the perimeter of the parade field.

    h.  IPR.  The next IPRs will be held at the Corps Headquarters, Gavin Room; 091000 June, and 221000 June 2000.  All on-post agencies listed in the distribution will be represented. 

6.  Point of contact is SGM Runyon, 6-9045/6402/7402 or SGM Harzbecker, 6-3701. 

                                   ORIGINAL SIGNED
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