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1 April 2004



MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Brigade Policy Memorandum #13-04, Read-ahead Procedures

1.  Commanders who want a senior member outside the Brigade chain of command or me to host or participate in a function or event on a formal level will submit a Staff Paper, FLW Form 1416, through the chain of command to the host or invitee.  The paper will contain the following information.



a.  Purpose of the event, date, time and place, host, guest or guests of honor, and uniform.  If the event involves personnel actions such as promotions, awards, re-enlistments, etc., a 3x5 card will be attached containing personal information, assignment history, and future assignment if applicable.



b.  Sequence of events (who is doing what and when) or agenda.



c.  Layout diagram showing where key personnel, VIPs, and other are or will be positioned.



d.  A list of attendees to include VIPs.



e.  If a speech is required, a copy of the proposed speech to be given.

2.  I expect these events to be placed on my calendar four weeks out with read-ahead packets submitted one week out.

3.  Post a copy of this policy on all bulletin boards.













PAUL W. KELLY
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