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IN REPLY REFER TO:



1710


SC

From:  Commanding General, Marine Corps Base Hawaii

To:    Distribution

Subj:  LETTER OF INSTRUCTION (LOI) FOR THE GRAND OPENING 

       CEREMONY FOR THE OFFICERS’ CLUB AT KANEOHE BAY

1.  Purpose.  To publish instructions for the grand opening ceremony of the Officers’ Club at Kaneohe Bay.

2.  Information.  The Marine Corps Community Services (MCCS) Department will host the grand opening ceremony for the Officers’ Club at Building 502.  The ceremony will commence at 1600, Friday, 4 October 2002. 

3.  Background
    a.  For the past 11 months, MCCS has renovated and converted the Officers’ Club into a world-class facility that will enhance the professional development and combat readiness of Marine Corps Base Hawaii military officers.  

    b.  The ceremony will take place in front of the main Officers’ Club entrance.  Tents will be placed on Reed Rd to accommodate guests.  Distinguished visitor (DV) seating will be located at foot of stairs at entrance. 

    c.  Following the ceremony, a reception will follow 1730-2200.  The Army, Navy, Air Force, and Marine Corps ensemble bands will provide entertainment for the evening.  The Club will offer complimentary pupus and beer for a limited time.

4. Action

    a.  Protocol.  Develop appropriate DV invitations, corresponding DV lists, and mail invitations on behalf of the commanding general for the ceremony and reception. Invitations to all invitees are categorized as “on behalf of the commanding general…”  
    b.  Assistant Chief of Staff, G-6.  Provide a sound system to support the ceremony.  Sound system shall include a podium, microphone, and speakers.  Sound system will be in place and operational by 1200, 4 October 2002.
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c.  Public Affairs Officer  



(1) Coordinate with the MCCS Marketing Manager on pre-event publicity in the Hawaii Marine, as well as announcement outlets at the other military installations on Oahu to include, Pearl Harbor, Camp Smith, Hickam, Schofield, as well as Tripler Army Medical Center.


(2) Provide coverage for the ceremony in the Hawaii Marine.


(3) The public affairs officer will act as the master of ceremonies.  


d.  Provost Marshal


(1) Coordinate with the MCCS Chief on traffic control, parking, and security issues.   



(2) Provide "Special Event" signs in appropriate locations directing guests to the ceremony.



(3) Establish a parking area for distinguished visitors.



(4) Provide military police for traffic control and parking at the Club. 

e.  Commanding Officer, Headquarters Battalion


(1) Provide four Marines to serve as ushers for the event.



(2) Provide a color guard for the parading of colors.


f.  Base Chaplain.  Will conduct the invocation and benediction for the ceremony. 


g.  Assistant Chief of Staff, MCCS 



(1) Provide coordination, supervision, planning, and execution oversight for the entire ceremony.
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(2) Provide Military Police with a listing of VIPs and scheduled entertainers to obtain Base passes for the event.



(3) Coordinate all publicity.

h.   Officer-in-Charge, Marine Forces Pacific Band.  Provide the Marine Forces Band to play appropriate pre/post ceremony music.  

5.  Overall ceremony coordinator is Mr. John Xxxxxxx, Director, Food & Hospitality Division, MCCS, at 254-7638.  The MCCS plans point of contact is Master Gunnery Sergeant J. Xxxxxxxx, MCCS Chief, at 254-7502.

  R. C. Roten


Deputy Commander

Distribution:

COMMARFORPAC (FPAO)

MCBH G-6 

HQBN, MCBH

MCBH PMO

MCBH Base Chaplain 

MCBH PAO 

MCBH Protocol
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