


EVENT:  Promotion iho Lt Col Van Court                 LOCATION:  Community Commons 
DATE/TIME: Fri, 29 Jul 16/1000                               RECEPTION: Community Commons
					
BRIEFINGS:        		 Mission Brief:  N/A	      		HG Talk-thru:  0900             

DRESS:   Official Party:  Service dress	 Formation:  N/A Guests:  UOD/Equiv civ attire

HONOREE (arrival place/time):   Lieutenant Colonel Michelle Van Court, Executive Officer to the Commander, Air Force District of Washington; (Community Commons/0935).

HOST (arrival place/time):  Major General Darryl W. Burke, Commander, Air Force District of Washington; (Community Commons/0940).

CEREMONY POC:  Capt Katherine J. Brock, OIC, AFDW Ceremonies and Protocol; Tel: 202-767-4265; katherine.j.brock.mil@mail.mil

FAMILY AND GUEST INVOLVEMENT:  Mr. George Walters (father) and Miss Emily Van Court (daughter) will pin new rank on service coat. Ms. Jessica Uhl (niece) will pin new rank on flight cap. 
EST ATTENDANCE: TBD
HG SUPPORT:  Yes			BAND SUPPORT:  Yes

MEDIA:  Yes				Specify:  AFDW/PA
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SEQUENCE OF EVENTS

OPENING NARRATION
Arrival Fanfare
Musical Honors

NATIONAL ANTHEM

INVOCATION
(Ch, Col Evans)

REMARKS
(Maj Gen Burke)

PROMOTION ORDER

PINNING OF INSIGNIA

REAFFIRMATION OF OATH

REMARKS
(Col Van Court)

CLOSING NARRATION
Air Force Song
Receiving Line
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	1
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PRE-CEREMONY

0900
USAF Honor Guard and AFDW/CCP conduct pre-ceremony talk thru in the Community Commons.

0935
Lt Col Van Court and family arrive at the Community Commons, and are greeted by AFDW/CCP.

0940
Maj Gen Burke arrives at the Community Commons and is greeted by AFDW/CCP.

0945
Additional family members are escorted to their seats and are seated in the Community Commons.

BRIEFING 

0950
Maj Gen Burke, Lt Col Van Court (official party), and family are briefed by USAF Honor Guard OIC.

Protocol Statement

0955 On cue from AFDW/CCP
Narrator	"LADIES AND GENTLEMEN, WELCOME TO THIS MORNING’S CEREMONY.  THROUGHOUT THE CEREMONY, YOU WILL BE GIVEN CUES TO RISE AND BE SEATED AT THE APPROPRIATE TIMES.  AS A REMINDER, DURING THE PLAYING OF MUSICAL HONORS AND OUR NATIONAL ANTHEM, MILITARY MEMBERS SHOULD STAND AT ATTENTION.  DURING THE NATIONAL ANTHEM, OUR CIVILIAN GUESTS SHOULD PLACE THEIR RIGHT HAND OVER THEIR HEART.  WE REQUEST CELLULAR PHONES AND OTHER ELECTRONIC DEVICES BE TURNED OFF AT THIS TIME.  THE CEREMONY WILL BEGIN SHORTLY.  THANK YOU." 
0956
Additional family members are escorted to their seats and they are seated.

0957
AFDW cues band to cut pre-ceremony music. 

0959
On cue from AFDW/CCP, USAF Honor Guard OIC escorts official party to the room entrance.

OPENING NARRATION

1000 On cue from AFDW/CCP
Narrator	"GOOD MORNING, LADIES AND GENTLEMEN.  TODAY THE MEN AND WOMEN OF THE UNITED STATES AIR FORCE PAY SPECIAL TRIBUTE TO THE EXECUTIVE OFFICER TO THE COMMANDER, AIR FORCE DISTRICT OF WASHINGTON, LIEUTENANT COLONEL MICHELLE 
VAN COURT, ON THE OCCASION OF HER PROMOTION TO COLONEL.  THE PRESIDING OFFICIAL FOR TODAY'S CEREMONY IS THE COMMANDER, AIR FORCE DISTRICT OF WASHINGTON, MAJOR GENERAL DARRYL W. BURKE. LADIES AND GENTLEMEN, PLEASE RISE.”
Arrival Fanfare/Musical Honors
AFDW/CCP plays "Arrival Fanfare."
USAF Honor Guard OIC escorts official party into the room.  They stop in front of their chairs and remain standing, facing the audience.

AFDW/CCP plays two“Ruffles and Flourishes” and the “General’s March.”

Lt Col Van Court faces Maj Gen Burke on the first note of the music.  At the conclusion of musical honors, Lt Col Van Court faces back toward the audience.

NATIONAL ANTHEM

After musical honors
Narrator	“PLEASE REMAIN STANDING FOR THE PLAYING OF OUR NATIONAL ANTHEM AND THE INVOCATION.”
[bookmark: _GoBack]Maj Gen Burke and Lt Col Van Court face toward the U.S. flag.
Vocalist sings the “Star Spangled Banner.”
After the last note of the music, the official party faces back toward the audience.
INVOCATION
At the conclusion of the music
Narrator	“LADIES AND GENTLEMEN, CHAPLAIN, COLONEL WILLIAM EVANS, WILL NOW DELIVER THE INVOCATION.”
Ch. Evans proceeds to the podium, delivers the invocation, then returns to his seat and is seated.

REMARKS

As Ch. Evans returns to his seat
Narrator	"PLEASE BE SEATED.  (Pause)  LADIES AND GENTLEMEN, MAJOR GENERAL BURKE."
AFDW/CCP initiates applause.
Lt Col Van Court is seated.
Maj Gen Burke proceeds to podium, makes remarks, and then moves into position in front of the flags (place marker shows position).

Lt Col Van Court joins Maj Gen Burke in front of flags (place marker shows position).

PROMOTION ORDER/PINNING OF INSIGNIA

Once Lt Col Van Court is in position
Narrator	“LADIES AND GENTLEMEN, PLEASE RISE AS MAJOR GENERAL BURKE PROMOTES LIEUTENANT COLONEL VAN COURT TO COLONEL.  (Pause) ATTENTION TO ORDERS.  THE PRESIDENT OF THE UNITED STATES, ACTING UPON THE RECOMMENDATION OF THE SECRETARY OF THE AIR FORCE, HAS PLACED SPECIAL TRUST AND CONFIDENCE IN THE PATRIOTISM, INTEGRITY, AND ABILITIES OF LIEUTENANT COLONEL MICHELLE VAN COURT.  IN VIEW OF THESE SPECIAL QUALITIES, AND HER DEMONSTRATED POTENTIAL TO SERVE IN THE HIGHER GRADE, LIEUTENANT COLONEL VAN COURT IS PROMOTED TO THE GRADE OF COLONEL, UNITED STATES AIR FORCE, EFFECTIVE 1 AUGUST 2016, BY ORDER OF THE SECRETARY OF THE AIR FORCE. (Pause) PLEASE BE SEATED.”
As audience is seated
Narrator	“LADIES AND GENTLEMEN, COLONEL VAN COURT’S FATHER, MR. GEORGE WALTERS, AND DAUGHTER, MISS EMILY VAN COURT WILL NOW PIN THE NEW RANK INSIGNIA ON HER SERVICE COAT.” 
Escort guides family to a position on Col Van Court’s left and right.

Award bearer moves to a position directly in front of Col Van Court.

Family retrieves new rank insignia from award bearer and pins new insignia on the service coat, pausing for photographs.  Award bearer steps away once insignia has been exchanged.

Escort guides family to their seats and they are seated.

As family is seated 
Narrator	“LADIES AND GENTLEMEN, COLONEL VAN COURT’S NIECE, MISS JESSICA UHL, WILL NOW PIN HER NEW RANK INSIGNIA ON HER FLIGHT CAP.” 
Escort guides Miss Uhl to the left of Col Van Court.

Awards bearer moves to a position directly in front of Col Van Court.

Miss Uhl retrieves new rank insignia and flight cap from awards bearer and pins new insignia on the flight cap, pausing for photographs.  After photographs, Miss Uhl returns flight cap to the award bearer.  

Escort guides Miss Uhl back to her seat and she is seated.


REAFFIRMATION OF OATH

Once Miss Uhl returns to her seat
Narrator	“PLEASE RISE AS MAJOR GENERAL BURKE ADMINISTERS THE OFFICERS’ OATH TO COLONEL VAN COURT."
Maj Gen Burke comes forward and administers the Officers’ Oath to Col Van Court, they exchange handshakes and then both face back toward the audience.

(If required)
Narrator  “PLEASE BE SEATED.” 

Maj Gen Burke returns to his seat and is seated.  

REMARKS
As Maj Gen Burke returns to his seat
Narrator	"LADIES AND GENTLEMEN, THE AIR FORCE IS PROUD TO INTRODUCE, COLONEL VAN COURT."
AFDW/CCP initiates applause.
Col Van Court proceeds to podium, makes remarks, then returns to her seat and remains standing.

Maj Gen Burke joins Col Van Court in standing.

CLOSING NARRATION

Once official party is in position
Narrator	"LADIES AND GENTLEMEN, THE MEN AND WOMEN OF THE UNITED STATES AIR FORCE ARE PROUD OF COLONEL VAN COURT AND LOOK FORWARD TO WORKING WITH HER AS SHE TAKES ON NEW CHALLENGES.  THERE WILL BE A RECEPTION IN THE BACK OF THE ROOM IMMEDIATELY FOLLOWING THE CEREMONY.   (Pause)  PLEASE RISE (or remain standing) FOR THE PLAYING OF THE AIR FORCE SONG.”
AFDW/CCP plays one verse of the “Air Force Song.”
Col Van Court remains in place for receiving line.

Narrator	"THIS CONCLUDES TODAY'S CEREMONY.  PLEASE JOIN MAJOR GENERAL BURKE IN CONGRATULATING COLONEL VAN COURT IN THE RECEIVING LINE AT THE FRONT OF THE ROOM.  THANK YOU FOR ATTENDING AND WE WISH YOU A PLEASANT DAY.”
Maj Gen Burke starts receiving line and departs at his discretion. 
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