CEMVM-PA  (600-25c)
5 June 2001

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Letter of Instruction (LOI) -- Change of Command Ceremony, Memphis District

1.
OPERATIONAL CONCEPT:

a.
The U.S. Army Engineer District, Memphis, will conduct a change of command ceremony at 1000 hours on 12 July 2001 at the Peabody Hotel Grand Ballroom, Memphis, Tennessee.  COL Daniel W. Krueger will be succeeded by COL Jack Scherer as District Commander.

b.
The ceremony will include:  band music by the Navy Ceremonial Band Mid-South;  presentation of the colors by the 326th Engineer Battalion, 101st Airborne Division (Air Assault), Fort Campbell, Honor Guard; change of command; remarks by BG Edwin Arnold; remarks by COL Daniel Krueger and COL Jack Scherer; and retirement of colors.

2.
PARTICIPANTS:

a.
(To be determined) -- HQs USACE.

b.
Outgoing District Commander -- COL Daniel W. Krueger.

c.
Incoming District Commander -- COL Jack Scherer.

d.
Narrator -- MAJ Todd A. Gile.

e.
Honor Guard -- 101st Airborne Division Honor Guard.

f.
Senior Civilian -- Mr. Robert Tisdale, Deputy for Project Management.

g.
Band – Navy Ceremonial Band Mid-South.

h.
Ushers -- District Public Affairs Office.

3.
MILITARY UNIFORM:

a.
Participants (other than Honor Guard and Band) -- Army green (class A) with service cap.  Participants will remain uncovered during the ceremony.

b.
Honor Guard -- prescribed by Commandant, 101st Airborne Division.

c.
Band -- prescribed by Naval Support Activity.

4.
RESPONSIBILITIES:

a.
Public Affairs Office:
(1)
Serve as overall coordinator for ceremony execution, preparations, rehearsals, and confirmation on the accomplishments of required actions.

(2)
Publish LOI.

(3)
Arrange for preparation, printing, and mailing of invitations.

(4)
Accept R.S.V.P. responses from invitees and prepare list of attending dignitaries for recognition by narrator during ceremony.

(5) 
Preparation, printing, and distribution of programs.

(6)
Contact appropriate media.

(7)
Preparation and placement of name cards in reserved seating section.

(8)
Select ushers and provide instructions and name tags.

(9)
Coordinate decorations and bunting.

(10)
Obtain flowers for Mrs. Krueger and Mrs. Scherer (Executive Office).

(11)  Coordinate for invocation.

(12)  Coordinate farewell Dinner.

(13)
Develop site plan for Security and Law Enforcement Chief, Jim Sanders.

(14)
Prepare remarks/comments for (to be determined).

(15)
Brief BG Arnold, COL Krueger and COL Scherer prior to event.

(16)
Coordinate dress rehearsal.

(17)
Coordinate arrangements for post-ceremony reception.

(18)
Request speaker to present invocation.

(19)
Coordinate transportation for dignitaries.



(20)
Request color guard and band.

b.
Executive Office:
(1)
Provide narrator for ceremony.

(2)
Provide guest book for reception.

(3)
Provide funding for refreshments to serve approximately 700 at reception (PAO budgeted for FY2001).

(4)
Obtain copy of Assumption of Command Order.

(5)
Support PAO on 4a(5).

(6)
Fund Documentary Video Produced by ERDC.

c.
Logistics Management:
(1)
Provide National Colors, 50 state flags and flags for Mississippi, Tennessee, Missouri, Louisiana, Kentucky, Illinois and Arkansas, displayed on inner circle; and Army and Engineer flags.  Use all of same type poles and stands.

(2)
Provide sedans and escort officers for Senators and Congressmen, general officers and other high-ranking civilians  (coordinator – PAO).

(3)
Provide 9-11 passenger van and driver for transportation of all other VIP visitors as required by PAO.

(4)
Provide escort officer for general grade officers, VIPs, Mrs. Krueger and Mrs. Scherer.

d.
Security and Law Enforcement:
(1)
ICW PAO develop site plan.

(2)
Coordinate traffic control with Memphis Police Department.

(3)
Reserve parking for VIPs.

e.
Information Management:
(1)
Provide technical support person on site during event.

(2)
Provide photographer and still photographs.

5.
COORDINATING INSTRUCTIONS:

a.
There will be a coordination meeting on 18 and 29 Jun 01, and 6 Jul 01 at 1300 hours in conference room 560.  Additional coordination meetings will be held on as-needed basis.

b.
A dress rehearsal will be conducted the day before the ceremony.  Personnel involved in the ceremony, COL Krueger, COL Scherer, and BG Arnold, will report to the Peabody Hotel at 1730 hours on 11 July 2001.  On the day of the ceremony, all personnel involved will report at 0830 hours.

c.
The ceremony will be conducted in accordance HQUSACE, CEPA Memorandum, dated 26 August 1993, Subject:  Sequence of Events and Individual Actions for Change of Command Ceremonies Without Troops in Formation.

d.
PAO will be prepared to brief BG Arnold, COL Krueger, and COL Scherer on their roles in the ceremony at the Federal Building on 12 July 2001 at 0800 hours, prior to the event.

e.
Podiums, flags, decorations and public address system will be in place prior to 0830 hours on 12 July 2001.

f.
Questions regarding taskings or requirements should be directed to Public Affairs Officer Bob Anderson at 901-544-3360.

TODD A. GILE

Major, Corps of Engineers

Deputy Commander
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