DEPARTMENT OF THE AIR FORCE                                             ?? February, 2004

Enlisted Professional Enhancement Program

Pentagon, Washington DC


Part I

LESSON TITLE:  PROTOCOL (NCOPD)
TIME:  1 Hour
METHOD:  Guided Discussion

REFERENCES:   AFR 900-6,  Honors & Ceremonies Accorded to Distinguished Persons



       AFI 36-2805,  Special Trophies & Awards

AUDIO/VISUAL INSTRUCTIONAL AIDS:  Multimedia presentation aids may be developed by and used at the discretion of the instructor. 

EDUCATIONAL OBJECTIVE:  The object of the lesson is for each student to understand SNCO role in the protocol process.      
ORGANIZATIONAL PATTERN:  Topical

STRATEGY:  This lesson should be taught with the overall commitment to the rules, regulations and instructions of the United States Air Force. 

The lesson consists of two main points.  Each main point is designed to promote discussion about different protocol situations.  

In main point one provide information pertaining to distinguished visitors (DV) and emphasize the overall importance of adhering to proper protocol.    
Main point two discusses military ceremonies.  Emphasize the need for students to understand how to plan and organize various ceremonies and functions.    
SCHEDULING NOTE:  None.
INSTRUCTOR PREPARATION:  Thoroughly familiarize yourself with the lesson plan strategy and content.  In addition, contact local protocol office for direction and guidance.   
LESSON OUTLINE/APPROXIMATE TIMING GUIDE:
	Introduction
	5 minutes 

	     Attention, Motivation, Overview
	

	
	

	MP 1.  Distinguished Visitors
	20 minutes

	          a.  DV Itinerary
	

	          b.  Lodging Reservations/Welcome Pkg
	

	          c.  Transportation
	

	
	

	MP 2.   Military Ceremonies
	20 minutes

	          a.  Dining In/Out
	

	          b.  Order of the Sword
	

	          c.  Proper uniform
	

	          
	

	Conclusion
	5 minutes

	        Summary, Remotivation, Closure
	


Part II

TEACHING PLAN

Introduction

ATTENTION:   Imagine the CMSAF is visiting your base and you have been tasked to plan his/her visit.  How do you ensure the visit reflects the hard work, dedication, and professionalism of your wing?  
MOTIVATION:  Your job as the project officer is key to successful DV visits and military ceremonies.  First impressions are lasting impressions.
OVERVIEW:  During this lesson, we will talk about hosting distinguished visitors and planning military ceremonies.   

TRANSITION:  Let’s start our discussion with how to plan for a distinguished visitor. 

MP 1.  DISTINGUISHED VISITORS
	LOQ:  Why is adhering to proper military protocol important?

	ANTICIPATED RESPONSES:
· To render proper military courtesy
· To make a good and lasting impression
· To serve as an AF ambassador

· Positive spokesperson 

· Student responses may vary


	FUQ:   What are some itinerary issue concerns?

	ANTICIPATED RESPONSES:

· Timeline
· Personal concerns of visitor

· Coordination with base agencies

· Student responses may vary


	FUQ:  What are some lodging concerns?

	ANTICIPATED RESPONSES:

· Welcome package
· Arrival times

· Student responses may vary



	FUQ:   What are the transportation issues of hosting a DV?
	ANTICIPATED RESPONSES:

· Flight information
· Transportation to/from airport
· On base transportation
· Student responses may vary



	FUQ:  Why is it important to consider cultural requirements?
	ANTICIPATED RESPONSES:

· Meet specific needs of DVs from diverse cultures

· Dietary requirements

· Religious/spiritual requirements

· Student responses may vary




TRANSITION:  Often a DV will be visiting your base to speak at a military ceremony.  Planning of a military ceremony is just as important as hosting the DV.    
MP 2.  Military Ceremonies
	LOQ:  What are the major components of a Dining In/Out ceremony? 
	ANTICIPATED RESPONSES:

· Key players

· Planning committee tasks (date, location, guest speaker, invitations, publicity, music, menu, seating, decorations, program, budget, chaplain) 

· Student responses may vary



	FUQ:   What are the major components of an Order of the Sword Ceremony?  
	ANTICIPATED RESPONSES:

· Nomination and Selection  responsibilities
· Preparation for the Ceremony
· Induction Ceremony
· Permanent recognition in the Order of the Sword
· Student responses may vary


	FUQ:  What are the uniform requirements for military ceremonies?    


	ANTICIPATED RESPONSES:

· Mess Dress
· Semi-formal

· Proper civilian attire

· Student responses may vary




TRANSITION:  Now that we have learned how to plan for a distinguished visitor, military ceremonies, and proper uniform wear, let’s wrap things up by summarizing today’s lesson. 

CONCLUSION

SUMMARY:  During the lesson, we discussed how to host a distinguished visitor, plan a military ceremony, and proper uniform wear.    
REMOTIVATION:  As a SNCO, you always want to present a good impression of yourself and your base.  The last thing you want to experience is a less than perfect distinguished visit or military ceremony.   Again, first impressions are lasting impressions….so you want it to be perfect the first time.   
CLOSURE:  Hosting visitors and military ceremonies are a vital 
part of our history and tradition and enhance our espirit de corps.  
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