Protocol



Definition

A Code prescribing adherence to correct etiquette and precedence.


Learning

Objectives

TERMINAL LEARNING OBJECTIVE.  Given the references, 

coordinate Command Protocol requirements, per the Marine Corps Officer's guide, OPNAVINST 1710.7 and NAVMC 2691.  (0180.04.03)

 ENABLING LEARNING OBJECTIVES   

a. With the aid of references, draft a change of command invitation, in accordance with the references.  (0180.04.03a) 

b. With the aid of references, list the preparations needed for conducting a change of command ceremony, in accordance with the references.  (0180.04.03b)

c. With the aid of references, list the preparations needed for conducting a mess night, in accordance with the references.  (0180.04.03c)

d. With the aid of references, list the preparations needed for conducting a dining-in, in accordance with the references.  (0180.04.03d)

e. With the aid of references, draft a seating chart for a dining-in, in accordance with the references.  (0180.04.03e)


References
NAVMC 2691 - Drill and Ceremonies Manual

(a) The Drill and Ceremonies Manual covers all manner of drill and ceremonies for the Marine Corps.

(b) 23 Chapters cover from intro to drill to Post and Relief Ceremonies (and everything in between)

(c) Current edition was last updated in 1980.  New order has been signed.

References 
OPNAVINST 1710.7a - Department of the Navy Social 

Usage and Protocol Handbook

(a) Social Usage and Protocol Handbook

(b) 12 Chapters and 13 Annexes

(c) Covers precedence and all manner of requirements.

(d) The Handbook was recently updated after more than 30 years.  June of 1968/June 2001.

The Marine Corps Officers Guide, good informational guide.


Change of

Command

· Chapter 15 of the NAVMC 2691, Battalion and Regimental Ceremonial Parades.

· Chapters 3 & 10 and Annex I of OPNAVINST 1710.7A, information on invitations, seating charts, ceremony and checklists.

· A traditional ceremony that surrounds the important military occasion.

· Format for the program provided on page 10-2 of the OPNAVINST.  The program is not only helpful for the guests, but often serves as souvenirs of this memorable event.  The following items should be included:


(a) Command insignia

(b) List of official party and their titles

(c) Schedule of events for the ceremony

(d) Brief biography and photograph of the outgoing and incoming CO's.

(e) List of previous CO's with dates of command

(f) A summary history of the ship or command may be included, if desired.

· Seating must be in keeping with official precedence, using the departing CO as the host figure.

· Receiving line, at the reception following the ceremony.

· Outgoing CO sets date, time and uniform subject to the concurrence of the relief and his immediate superiors.  Generally not schedules on weekends or holidays.

· Rehearsal.  Ensure complete walk through one-day prior.  Also have a rehearsed foul weather plan one-day prior.

· Foul weather plan.  Have a complete and rehearsed, foul weather plan for quick implementations, if needed.

· Change of command notice.  Prior to the ceremony, commands should issue a change of command notice.  The notice should have as its enclosures, the following:

(a) Schedule of events (fair weather)

(b) Diagram of ceremonial area (fair weather)

(c) Schedule of events (foul weather)

(d) Diagram of ceremonial area (foul weather)

(e) Detailed list of services and equipment desired.

· Noise control (no fly zone), simple naval message, check with S-3 shop.

· Ushers/Usherettes.  Typically junior officers for all guests and unescorted ladies.  Refer to I-3 and I-10.  One senior usher/usherette will be designated as coordinator and should:

(a) Take station at a central location

(b) Maintain oversight and control of all other ushers and usherettes.

(c) Designate usher/usherette responsibilities and assignments

(d) Terminate single couple ushering when back-ups occur.

· Ceremony.  Refer to student handout (2).

Invitations



· Format for the invitations, formal, provided in Student Handout (1) and page 10-1 and 10-3 of the OPNAVINST. 

(a) First line is the header, they provide the who and what command.

(b) Lines 2 and 3 request the pleasure of company at the Change of Command Ceremony.

(c) Lines 4 through 6 state the rank, full name and military service (with no abbreviations) of the outgoing and incoming CO's.

(d) Lines 7-10 state the day of the week, date, time and location.

(e) RSVP line on lower left and uniform/attire on lower right.

*Note, no abbreviations used

Mess Nights 
Almost synonymous with each other.

         & 

Dining-ins 

· Chapters 2, 3, 4, 5, 8 and Annex J of the OPNAVINST

· Chapter 21 paragraph 2203 of the Marine Corps Officer Guide.

· A mess night is a purely military function.  It is designed for camaraderie.

· A dining-in has invited guests including spouses.  A formal dinner given by a unit, which follows a traditional format.

· Preparations:

(a) Invitations prepared and mailed

(b) Table set with complete dinner service

(c) Field Grade Officer detailed as President

(d) Company Grade Officer detailed as Vice President

(e) Uniform evening or mess dress

(f) National Color and Marine Corps Color placed behind Mess President's chair

(g) Mess President sits at head of table

(h) Vice President sits opposite of President or at foot of table

(i) POW/MIA table - refer to page 8-6 of OPNAVINST - The small table at the front of the mess has been placed there to honor our POW/MIAs.  The items on the table represent various aspects of the courageous men and women still missing.   

· Procedure:

(a) Cocktail hour

(b) Dinner is announced

(c) After dessert and table is cleared port is served

(d) Foreign toast first then follows protocol of toasts

(e) Four classes of toasts:



(1) Toast of protocol



(2) Official toasts



(3) Traditional toasts



(4) Personal toasts

(f) Coffee and smoking lamp lighted, speeches made

(g) "Ladies and Gentlemen, will you join me in the bar?"

Seating 

Chart  

The seating arrangements of any type of function are very 

important.  Those who take care to ensure a proper balance of 

protocol and common sense will find their event to be more enjoyable and therefore more successful.  

· Chapter 3 and page 8-2 of the OPNAVINST have more detailing information provided.

· Mess Presidents sits at head of table.  Vice President at foot or directly across from President.

· Chaplain sits to the far left of host, guest of honor to the right of host.

· Rank is very important for seating charts; refer to DOR or lineal numbers to find seniority.
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