MEMORANDUM

FROM: (Whomever)

TO: 
 (Promotee)

SUBJECT: Promotion Ceremony Checklist; Suggested Guidelines
1. The following promotion checklist has been developed to assist in the organization of promotion ceremonies within the _______ office. The suggested scripts for promotion ceremony process are as follows:

a. Timeline: Guideline of items to consider when planning the ceremony (Attachment 1).

b. Promotion Ceremony Worksheet: A format has been established to make it easy for introductory comments and assist in the planning of the ceremony (Attachment 2).

c. Roles and Responsibilities: As a minimum, the promotee will be afforded the opportunity to choose who conducts the actual pinning on ceremony. Use of the checklist will help identify the various tasks to be accomplished and by whom. The promotee’s supervisor will be responsible for set-up, rank, purchasing refreshments, and other requirements. The Division Commander will be your liaison throughout the entire process.

d. Agenda: A standard sequence of events will enhance the flow and professionalism of the ceremony and give uniformity to the process (Attachment 3).

e. Attention to Orders: This will be included in the agenda and will be read by the designated representative. This is an excellent way to start off the proceedings and enhance the professionalism and decorum of the ceremony. 

f. Location and Time: To enhance participation and minimize impact on operations, a ceremony in conjunction with an AM meeting or late in the PM would best fit.

2. Help us make this career milestone more memorable for our personnel by forwarding any suggestions/comments/improvements to (whomever) at [telephone number] by COB [designated time].

 

[signed]

 

Attachments:
1. Timeline
2. Worksheet 
3. Agenda
4. Oaths (Officer and Enlisted)

Promotion Ceremony Timeline
 

Several Weeks Out 
1. Promotee needs to complete the Promotion Ceremony checklist and return it to [whomever] at least two weeks prior to the ceremony. 

a. Appoint a POC for the ceremony (Designated Representative) to organize and coordinate activities and assist with the actual ceremony, usually his/her supervisor. 

b. Select and contact your presiding official to administer the oath of office (Commander or another officer), determine the uniform for the ceremony (Blues or Service Dress).

c. Determine a location for the ceremony, if use of the main conference room is desired contact [whomever] for availability at [telephone number]. 

2. The Division Commander will submit a letter requesting Morale, Welfare & Recreation (MWR) funds for refreshments.

One Week Out


1.   Promotee/Designated representative should ensure that cake has been ordered, conference room reserved and that arrangements have been made for refreshments (soda, plates, forks, napkins, etc.).  Refreshments are at the expense of the promotee if local MWR does not chip-in.

2. If flowers for spouse are desired, promotee should ensure that they have been ordered (this is not covered under the MWR funding) and that a video camera, if desired, has been obtained.

3. Supervisor should bring new rank to (whomever) to be put into promotion folder and retained until the day of the ceremony. 

 

Day of the Ceremony

1. Promotee/designated representative should ensure that cake; cameras, film, new rank, flowers (if desired) and all necessary supplies are on-hand. Supply video camera and tape if desired for the ceremony.

2. The Commander will give the designated representative the folder containing Promotion Ceremony Agenda, new rank, and the Oath or read the citation.

3. Ensure that any special seating requirements are addressed.

4. Clean up the area after the reception. 

 

	Promotion Ceremony Worksheet



	PART I – CEREMONY INFORMATION

	1. Name


	2. Current Rank


	3. Ceremony Date/Time


	4. Location



	5. Uniform for Ceremony


	6. Designated Rep for Ceremony/Telephone


	7. Presiding Official/Telephone



	8. Within oath you will say “Swear or Affirm”?


	9. Who will pin on new rank?



	PART II – BIOGRAPHICAL INFORMATION

	10. Date of Rank


	11. Specialty



	12. Date arrive on station


	13. Hometown



	14. Spouse (years married)



	15. Children (names/ages)


	Children (names/ages)


	Children (names/ages)


	Children (names/ages)



	16. Family members attending


	Family members attending


	Family members attending


	Family members attending



	17. College/Universities, Postgraduate Training



	18. Military work experience (past units, job titles, etc.)



	19. Awards, Decorations or Affiliations



	PART III – PARENTS

	20. Parents name


	21. Address



	22. Will they attend ceremony



	PART IV – DISTINGUISHED VISITORS

	23. Will any Distinguished visitors attend


	24. Name

- 

- 

- 


Promotion Ceremony Agenda

Call Room to Attention when 06s (or above) walks-in

Presiding Official: 

Welcomes everyone and provides opening remarks (i.e., trivia, quote, story) to relate significance of promotion and relation to Promotee, summarizes biographical information.
Designated Representative:

After the Presiding Official has made introductory remarks and discussed the biographical sketch of the Promotee, the Pin-on ceremony will commence. 

Designated Representative positions himself at the podium. 

Presiding Official positions himself in front of the flag and calls the Promotee forward.
Designated Representative then reads the narrative:
ATTENTION TO ORDERS
(Room should now be at attention)

The President of the United States, acting upon the recommendation of the Secretary of the Department of Transportation, has placed trust and confidence in the patriotism, integrity, and abilities of _____________________________, in view of these special qualities and his/her demonstrated potential to serve in the higher grade, ________________________ is promoted to the permanent grade of _______________, United States Coast Guard, effective date,  ____________. By order of the Secretary of the Department of Transportation.

Presiding Official (Commander or other Officer):

· Gives Promotee the OATH.


Designated Representative:

· Requests attendees to be "at ease" and be seated

· Requests promotion party come forward and place rank on Promotee and pose for photos before returning to their seats.

· Promotee makes comments
Designated Representative:

· Requests attendees to be "at ease" and remain standing for closing remarks.  "Give the floor" to the Commander…

Commander:

· Makes closing remarks, thanks personnel for attending and request they stay for refreshments

 

OATH OF OFFICE
I, state your full name. // having been appointed a _______________(rank), United States Coast Guard, // do solemnly swear (or affirm) // that I will support and defend the constitution of the United States // against all enemies, foreign and domestic; // that I will bear true faith and allegiance to the same; // that I take this obligation freely, // without any mental reservation // or purpose of evasion; // and that I will well and faithfully // discharge the duties // of the office upon which I am to enter, // SO HELP ME GOD.

 

 

ENLISTED OATH OF OFFICE
I, state your full name, do solemnly swear (or affirm) // that I will uphold and defend the constitution of the United States // against all enemies, foreign and domestic; // that I will bear true faith and allegiance to the same; // and that I will obey the orders of the President of the United States and the orders of the officers appointed over me, // according to regulations and the Uniform Code of Military Justice // SO HELP ME GOD.
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