ACTIVATION  CHECKLIST

ACTIVATION OF:  ____________________________

Date:  ___________

PRESIDING OFFICIAL:  __________________________

PROJECT OFFICER:  ___________________________7-_________

Things to coordinate ahead of time:

1. Date/Time of Ceremony






__________

2. Location  (often Presentation Center or 105s)



__________

3. Sequence of events






__________

4. Invitations/RSVP control






__________

5. Announcements







__________

6. Narrator/phone

________________________

__________

7. Generals and DVs attending— 





__________

8. Family members (Names, ages of children, arrange escort)

__________

9. Seating plan







__________

10. Greeter/usher(s)







__________

11. Programs








__________

12. Participants uniform (if not service dress)



__________

13. Photographer (DD Form 833, phone 6-4153)



__________

14. Flags  (Protocol  7-9317)






__________

15. Band of the Rockies (6-9916)





__________

16. If no band, National Anthem on CD (Protocol has CD player)

__________

17. Refreshments (Eurest, 7-8752)





__________

18. Location of Reception (often 105 Conference Rooms)


__________

Commonly Used Location Numbers

(Presentation Center, 7-9068/8674/or 8941)

(105 Conference Rooms, 7-9200)

Special Items

1. Arrangements made for any additional Decoration  or Awards Ceremony (as appropriate).  

2. Activation Orders  

Sequence of Events:


Retiring member, spouse, and family meet with presiding officer.


Spouse and family escorted into position.


Presiding officer and retiring member proceed to ceremony location.


Narrator announces the presiding officer.


Fanfare played (as appropriate).


Individuals take position on stage, retiring member to Presiding officer’s left.


“Ruffles and Flourishes” played (as appropriate).

National Anthem played


Invocation is said, if desired


Presiding officer makes comments pertaining to retiree’s career, family, etc.


Decoration Ceremony (as appropriate)


Presiding officer directs that the retirement order be read.


Narrator reads retirement order.


Retirement Certificate presented to retiring member; photo taken.



(Personal Color presented if appropriate and desired by retiree)


Presiding officer or narrator asks retiring member’s spouse to come forward.


Presiding officer presents Certificate of Appreciation to spouse; photo taken.



(Retiring member may present spouse with flowers; photo taken.)


Retiring member makes comments.


Ceremony concludes followed by reception.

Questions, Comments, Problems Contact Laurie L. White, SWC/CCP, 7-9317


