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NAVSPECWARGRU FOUR NOTICE 5060
Subj:
RETIREMENT CEREMONY ICO ________________________, USN

1.
Purpose.  To assign responsibilities and announce a schedule of events for the retirement ceremony for ______________________, United States Navy.

2.
Discussion.  The ceremony will be held at 1130, 18 August 2006 at Frank's Place.  Back-up location is the Special Boat Team TWENTY High Bay.  All available staff personnel will attend the ceremony.  The prescribed uniform is as follows:


a.
Participants:  Service Khaki w/combination covers

b.
Chief Petty Officers:  Service Khaki w/combination covers


c.
Staff:  Uniform of the Day


d.
Military Guests:  Uniform of the Day or service equivalent


e.
Civilians:  Appropriate Attire

3.
Action.  The below listed Department Heads and Executive Assistants shall complete duties as indicated:


a.
_______________________ will act as overall coordinator.


b.
Chief Master-at-Arms (02)


(1) Obtain and display the U.S. Ensign and Navy colors per NTP 13(b).



(2) Ensure sufficient parking space is reserved for guests.


c.
Public Affairs Officer.  Arrange photographic coverage of the ceremony.


d.
Administration (N1)



(1)
Prepare and print the ceremony program.



(2)
Collect all awards and other mementos.



(3)
Prepare Certificates.


e.
Chiefs' Mess


(1)
Set up seating to accommodate 100 guests.


(2)
Set up a public address system with two podiums and provide an amplifier and appropriate music selections.


f.
Requirements Department.  Coordinate reception to include retirement cake.

4.
A rehearsal will be held on the hill at 1100, 17 August 2006.  The following personnel are required to attend:

	_______________________
	Retiree

	_______________________
	Master of Ceremony

	_______________________
	Guest Speaker

	_______________________
	Chief Master-at-Arms

	_______________________
	Photographer

	_______________________
	Chaplain 

	_______________________
	Gift Presenter

	_______________________
	Honors Boatswain

	_______________________
	Side Boy

	_______________________
	Side Boy

	_______________________
	Side Boy

	_______________________
	Side Boy

	_______________________
	Side Boy

	_______________________
	Side Boy

	_______________________
	Family Escort


5.
Point of contact is the event's sponsor, ___________________.  All action officers shall notify the POC at 763-4101 when their responsibilities have been completed or if any problems are encountered.





M. A. ZANONI




Chief Staff Officer
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