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OVERVIEW OF ETHNIC OBSERVANCES

1.    Purpose.   To recognize the contributions and achievements of all Americans to the American culture and to increase awareness, mutual respect, readiness, and understanding.

2.    Background.     Ethnic observances are held throughout the year in support of  a Joint Congressional Resolution, Presidential Proclamation, and Chief of Staff direction to recognize the contributions and achievements of all groups that comprise the society of the United States.   MANSCEN and Fort Leonard Wood will support ethic observances through the development of Brigade sponsored events, local programs, recognition, and many diverse activities.

3.     Sponsorship of ethnic observances requires the following:


a.     Command Support.     Commanders will establish and disseminate policy regarding observance activities. Ethnic observances are an integral part of the commander’s equal opportunity program and readiness. Ethnic observances provide the commander the opportunity to enhance the human relations climate through increased unity and awareness. Proactive commanders will provide strong command support, which is essential for a successful observance.


b.     Leadership.    Installation equal opportunity office will assign sponsorship to the Brigades for installation ethnic observances through a memorandum that will be published annually.  A project officer will be appointed from the sponsored Brigade no later than 90 days prior to the scheduled observance. The project officer should be enthusiastic, assertive, and in tune with the commands’ objective. The project officer will not be the equal opportunity advisor. The project officer is encouraged to form a standing committee which will include the brigade equal opportunity advisor, various unit representatives, staff sections, and/or special interests groups within the brigade. 


c.     Planning.     An operations plan approach may be taken with units who can task sections with specific duties and events. The magnitude of the observance depends on the interest, desire, and involvement of members of the command. A total command approach in the planning and participation of the observance cannot be overstated. Encourage all members of the command, soldiers, family members, and civilian employees, to participate in the planning. A committee may be appointed with various subcommittees. Regardless of the approach used to plan the observance it must be thorough and accomplished well in advance.


d.      Funding.     The commander will program necessary funding to conduct observances at brigade level and below. Installation observances sponsored by brigades will receive funding from installation equal opportunity budget for guest speakers, momentous, food, lodging, transportation, and special displays. Lack of funding does not preclude a unit from having an observance.


e.     Coordination.  Always maintain a record of all conversations, developments, contracts, and confirmations. 


f.     Additional resources:



(1) On post resources.  Involve members of subordinate units and installation agencies ( i.e. Morale, Welfare, and Recreations (MWR) officer, Public Affairs Officer (PAO), club managers, unit chaplains, DOD dependent school representatives, and resource management personnel.



(2) Off post resources.  Commercial entertainment or an agency-sponsored program is legitimate if part of an educational awareness program.


g.     Possible events / activities for ethnic observances.

(1) Special displays in unit orderly rooms Battalion and Brigade, halls, or dining facilities            

(DFAC).

 (2) Expositions and displays of arts and crafts.

 (3) Special music or drama programs.

 (4) Programs featuring historical achievement and contributions. 

 (5) Speeches from local chain of command and DoD civilians.

 (6) Ethnic meals at the D-FAC.

 (7) Essay and poster contests. 


h.     Recognition for participation and coordination of ethnic observance.

(1) Commanding General certificates and coins must be submitted by staffing paper submitted  through the installation EO Office.

(2) Awards recognizing individuals for ethnic observances will be submitted to the sponsoring unit brigade S-1 by the project officer or committee leader NLT 14 days prior to the observance.

ETHNIC OBSERVANCES

MANSCEN and Fort Leonard Wood observe the following ethnic observances annually.   Brigade’s and directorates are assigned sponsorship for installation activities but are not limited to the subsequent observances at Brigade level and lower, and are encouraged to plan and conduct additional activities.


a.     Month:  January










b.     Dates:  3d Monday


c.     Observance:  Martin Luther King, Jr., Birthday


d.     Authority/ comment:  Public Law 98-144, Nov. 83 (Federal holiday)




a.     Month:  February


b.     Dates:  1-28/29


c.     Observance:  African American / Black History Month


d.    Authority/ comment:  First Presidential Proclamation, Feb. 76





a.     Month; March


b.     Dates:  1-31


c.     Observance: Woman’s History Month


d.     Authority/ comment:  Public Law 100-9, Mar 87






a.     Month:  April/May


b.     Dates:  Sunday-to-Sunday for Week Incorporating Yom Hashanah



c.     Observance:  “Days of Remembrance” for victims of the Holocaust


d.     Authority/ comment: Public Law 96-388, Oct 80






a.     Month:  May


b.     Dates: 1-31


c.     Observance:  Asian Pacific Heritage Month


d.     Authority / comment:  First Presidential Proclamation, May 91





a.      Month:  August


b.      Dates:  26


c.      Observance:  Woman’s Equality Day


d.      Authority/ comment:  First Presidential Proclamation, Aug. 93





a.     Month:  September / October


b.     Dates:  15 Sept. - 15 Oct.


c.     Observance:  National Hispanic Heritage Month


d.     Authority / comment:  Public Law 100-402, Aug. 88






a.     Month:  November


b.     Dates:  1-30


c.     Observance:  National American Indian Heritage Month


d.     Authority / comment:  Public law 102-188, Mar 92





DUTIES AND RESPONSIBILITIES OF ORGANIZING PERSONNEL / COMMITTEES

1. Sponsoring units should form committees in order to assign responsibilities and to have a successful observance. Here are some committees required to insure a successful observance.

a.   Ethnic Observance Scheduling Committee (Suggested Timetable):

Days Before Observance

                       Activity                                                                     

120-90   


Commander appoints project officer.


80-85    



Begin publicity of first organization meeting.


85-70    



First organizational meeting.


70-60    



General Meeting, establish committees.


60-45    



Project officer / committee chairpersons status meeting.






Status update briefing for commander and staffing paper completed






for executive services review for command group calendar. 


45-30    



General meeting status update. Status update briefing for 






commander.


30-15    



Project officer / committee chairpersons status meeting.






Begin publicity.


15-10    



General Meeting, status update.


10-5    



Confirm all reservations, contact printing publicity, activities, 






etc. Status update briefing for commander.

Days after observance

                           Activity                                                                           


5-10



Committee after actions report submitted to project 







officer.


10-15



Letters of appreciation and awards forwarded to 







installation EO Office.

15-30



Consolidated ethnic observance packet with After - Actions report





submitted to the commander and installation EO Office.

   b.  Planning Committee Duties:


(1) Review results of “brainstorming” efforts.


(2) Develop proposed agenda of events and activities, including estimated cost.


(3) Identify potential guest speaker(s) and determine cost: honorarium, lodging, and 
   
         transportation.


(4) Coordinate estimated costs with finance committee for budgeting. 

(5) Present proposed agenda and suggested guest speaker(s) to the commander for approval.


(6) Participation from Family Support Groups must be approved through ACS and Preventive Medicine 30 days prior to event.


(7) Prepare After - Actions report for the project officer, outlining the final agenda, problems 
                  encountered, and lessons learned.

c.  Finance Committee Duties:


(1) Determine dollar amount available through installation EO Office.


(2) Review plan or schedule of events to determine areas requiring funding.


(3) Verify funding needs with subcommittee chairpersons.


(4) Review and understand Appendix B of this SOP.


(5) Prepare purchase request as required.


(6) Allocate funds for expenses, not to exceed budget.


(7) Coordinate requirements with the installation EO office as required.


(8) Verify timeliness of any contracts.


(9) Maintain a ledger of expenses and keep the project officer current on the balance.


(10) Prepare an After - Action report for the project officer, itemizing all expenses, payments, 
          problems encountered, and lessons learned.

d.  Publicity Committee Duties:
(1) Plan, develops, coordinate, and implement publicity programs to increase awareness of the accomplishments and achievements of ethnic groups and to advertise planned activities.

(2) Coordinate program with other committees and installation Public Affairs Office.

(3) Prepare posters and banners. APF Print Plant will reproduce posters.

(4) Conduct interviews.

(5) Coordinate suspense and publication dates with installation newspaper.

(6) Determine photography requirements with TASC photo lab and schedule photographic support.

(7) Review article and photography proofs prior to publication.

(8)  Monitor events for interesting after- events articles.

(9) Utilize installation marquees for recognizing / publicizing the event.

(10)  Prepare After - Action report for the project officer, outlining the publicity program, problems encountered, and lessons learned.

e.  Education Committee Duties:

(1) Plan, develop, coordinate, and implement educational programs to increase the awareness of          historical and cultural accomplishments and achievements of ethnic groups.

(2) Identify subject(s) to be presented and developed lessons plans or identify a guest speaker(s) to present the desired subject.


(3) Locate and reserve a suitable location for presentation of the lesson / presentation.


(4) Verify adequacy of seating at location selected for the presentation.


(5) Develop news releases, in coordination with the Publicity Committee, that generate interest in the presentation and in the speaker(s).


(6) Coordinate estimated costs with the Finance Committee.


(7) Present proposed outline of presentation to the commander for approval of overall subject.


(8) Request necessary forms from the Finance Committee, as required.


(9) Coordinate activities / speaker requirements with the Protocol Committee.


(10) Monitor educational programs to identify potential problems early and resolve as quickly as 
         possible.


(11) Prepare an After- Actions report for the project officer, outlining the education programs, 
         problems encountered, and lessons learned.

f.  Protocol Subcommittee Duties


(1) Solicit services of guest speaker(s).


(2) Contact executive services for guest speakers COL and above (active or retired)


(3) Request executive services to solicit General Officers calendar to include all school Commandants.


(4) Assign escort officer for guest speaker.


(5) Provide vehicle and driver for guest speaker. Vehicle can be procured thru TMP.


(6) Reserve quarters for guest speaker(s).


(7) Arrange travel reservations, if required.


(8) Coordinate and confirm travel dates and times with the speaker(s).


(9) Prepare a biography of the speaker(s) for the commander’s information and use in the 
         installation newspaper and luncheon / banquet programs.


(10) Verify readiness of quarters prior to the speakers(s) arrival.


(11) Meet the speaker(s) at arrival point and escort to temporary quarters. Sign him or her in.

(12) Escort the speaker(s) to the commander’s office and introduce him or her to the commander.


(13) Present a tour of the installation to the speaker(s), if desired.


(14) Escort speaker(s) to the event.


(15) Introduce speaker(s) to dignitaries and others present at the event.


(16) Take care of the speaker(s) personal needs or request, if any.


(17) Escort speaker(s) to departure point.


(18) Prepare a letter of appreciation to the speaker (s) for the commander’s signature and ensure 
         timely forwarding of the letter.


(19) Prepare an After-Action report for the project officer, outlining the cost incurred  / paid, 
          problems encountered, and lesson learned.

g.  Luncheon / Banquet Subcommittee Duties:


(1) Coordinate dates and obtain reservations for luncheon / banquet with open mess.


(2) Coordinate with Finance Committee to determine funds available.


(3) Select menu, basing cost on food only.


(4) Review seating arrangements for practically and protocol.


(5) Arrange entertainment for luncheon / banquet; cost to be paid by budgeted moneys.


(6) Design and prepare centerpieces and place cards, if required.


(7) Schedule public address systems for date and time; pretest prior to activity.


(8) Coordinate publicity efforts with publicity committee to ensure extensive publicity EARLY.


(9) Schedule photographic support through TASC photo lab and PAO.


(10) Monitor activity for potential problems and resolve as rapidly as possible.

(11) Keep the project officer informed on the status of the planning and implementation of the 
 
        activity.

(12) Prepare an After - Actions report for the project officer, outlining the programs presented, problems encountered, and lessons learned.

2.  Project Officer Duties: 


a.     Review previous ethnic observance after actions report filed at Installation EO Office.

b.     Coordinate / publish news release with public affairs office, announcing the formation of an 
            
         ethnic observance committee and a request for volunteers.


NOTE:   The news release should run two consecutive weeks prior to the first 


        organizational meeting.

c.     Chair the organizational meeting and invites the Commander to open the meeting. Request Preventive Medicine, JAG, DMWR, AAFES, NCOA, AUSA, and Club Managers attend the meeting.


        (1) State the purpose of the committee and establish / publish guidelines.


        (2) Brainstorm for ideas.


        (3) Appoint planning and finance committees.

d.     Review ideas with Planning Committee and prepare a proposed agenda with a list of suggested guest speaker(s).


e.     Review the budget with the Finance Committee and Installation EO Office.


f.     Present proposal to the commander for approval.


g.     Chair general meeting of volunteers. 


        (1) Present commander approved agenda


        (2) Disband planning committee


        (3) Appoint committees / subcommittees


h.    Monitor progress of committees and resolve problems.


i.     Chair status meeting with committee chairpersons. 


j.     Advise the commander on the status of the programs.


k.    Chair general meeting of volunteers to present status update to all interested persons.   


l.     Begin publicity campaign.   


m.   Advise the commander on the status of the programs.


n.    Chair status meeting with committee chairpersons. 


o.     Advise the commander on the status of the programs.


p.     Chair general meeting of volunteers and present an update status of programs.   


q.     Brief senior staff to include Executive Services for proper protocol procedures. ( i. e. invitation of school commandants, and Regimental CSM’s).


r.     Confirm all activities, reservations, printing, publicity, tickets, etc.   


s.     Brief the commander on the status of the program.  


t.     Monitor events for problems and resolve as rapidly as possible.   (Ongoing)

u.    Collect After - Actions reports from the committees; consolidate and present to commander, 
        forward copy to Installation EO Office.
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