UNITED STATES MARINE CORPS
MARINE CORPS BASE
QUANTICO, VIRGINIA 22134-5001

MCBO 5050.1
C 031/d
4 Feb 91

From  Commanding General
To: Distribution List

Subj:  WMISIT COONTROL PROCEDURES/ COWAND VISITS PROGRAM

Ref: (a) MCO P5720.60
b) MCCDCO 5050.3B
c) MXCDCO p5720.1A

Encl : (1) Sanple Checklist for VMisits
(2) Sample Letter of Instruction (LOI)

1. Purpose. To establish guidance, procedures, and responsibili-
ties for the proper coordination and conduct of visits to the
Marine Corps Conbat  Devel opnent  Command  ( MOCDQ).

2. Cancel | ati on. MCCDCO 5050. 1A.

3. Summary of Revision. This Order contains minor admnistrative
changes. Due to the reorganization of Qperations Dvision, the
Visitor Control Coordination Section (VCCS), under the cognizance
of the Head, CQurrent Qperations Branch was established as the
monitoring/tracking agency for the conduct of such wvisits.

4, Background

a. Reference (a) sets forth Marine Corps policy as it relates
to support for youth organizations. School groups %preschool,
grammar, high school, etc.) are not considered yout or gani zati ons,
and requests for visits wll be handled on a case-by-case basis
depending on the nature of the request. Reference (b) provides
guidance for the proper reporting of significant events and visits
to this Headquarters. Reference (c) sets forth public affairs
procedures for this Comrand.

b. Due to MccDC's varied missions and its proximty to
Washington, DC this Command hosts/sponsors visits by nunerous Very
Inmportant Persons (MPs), nedia representatives, and a wde
variety of organizations. Accordingly, MXDC activities nay be
tasked to coordinate and/or provide Ssupport for these visits. The
vast nunber and varied nature of the visits throughout the Conmand
requires a central controliing agency to nonitor and track these
visits for the Commanding General, MXDC.  The VCCS, under the
cogni zance of the Head, Current Operations Branch, Operations
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Division (C 031), was established as the nonitoring/tracking agency
for the conduct of such wvisits.

5. | nformati on

a. For definition purposes, official visits to MXDC are visits
by an organization or individual duly approved and specifically hosted
or sponsored by the Commanding General, MOCDC or one of the deputy
comanders.

(1) In certain instances directors may be delegated authority
by the Commanding Ceneral, MCCDC to approve/ di sapprove official
visits. Oficial visits are nornally requested and approved in
writing. hce approved the VOCS and/or the Security Manager (C 054)
should be informed of the event.

2 Those personnel who conduct regular/routine business
aboard such as mlitary liaison officers: staff action officers;
federal, state, or local governnment officials and representatives; or
civilian commercial sales or service personnel, repair personnel, and
gaghni cians, would not be considered official visitors under this

er.

(3) Youth organizations (see reference (a?) requesting mness-

ing and/or billeting wll be referred to the Mrale, Wlfare and
Recreation Division (C 37) for action. School group requests wll be
coordi nated/ conducted at the |lowest echelon (i.e., a local computer
class/club visit to the Conmputer Sciences School wll be coord nated/

conducted by the Conputer Sciences School) based on the nature of the
request.

(4) Approved nedia representatives requesting print or

el ectronic media coverage aboard this Command will be referred to the
Public Affairs Ofice (PAO (see reference (c)). Community relations
activities involving visits by individuals and groups wll be

coordinated through the PAQ

b. The VOCS has res(s)onsi bility for planning visits which are
directly/specifically hoste or sponsored by the Commanding Ceneral,
MCCDC or for visits of Command interest which significantly involve
two or nore Command activities and which require extensive coordina-
tion and staff [liaison for proper planning and execution. The
Commanding General, MOCDC has established four levels of execution/
conduct of visits:

(1) Level "a": The Conmanding Ceneral wll personally greet
and escort the visiting individual/group in the conduct of the visit
itinerary.

(2) Level "B": The Commanding GCeneral wll greet, but
del egate/assign an escort officer, for the conduct of the visiting
individual's/group's Itinerary.
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(3) Level "¢": The wvisiting individual/group wll be greeted
by a designated escort officer, and then be escorted to the Commanding

Ceneral's office for an official "Cffice call™ prior to the conduct of
the wvisit itinerary.

~ (4) Level "p":; The visit itinerary does not reflect/require
scheduling with/by the office of the Commanding General. Such visits
will normally be conducted under/within the staff cognizance of the
centers concerned.

c. Visits concerned with natters primarily wthin the cognizance
of one center wll be the responsibility of that center director to
coordinate, plan for, and properly conduct. Additionally, at the
discretion of the Commanding General, MOCDC visits may be specifically
cclgl egahed/assigned to a single center to conduct on behalf 01P t he

mand.

(1) Centers delegated/ assigned action for a visit, or
conducting a routine/recurring visit, a guest speaker program Visit,
or another internal type visit are not required to publish  a MXDG
wide Letter of Instruction (LoI).

(2) Oficial visits which require coordination of conplex
support  from several external activities, will normally necessitate
publication of a MXDCwde LoI. Drect liaison for coordination of
support (i.e., transportation, messing, billeting, etc.) is authorized
and encouraged. Enclosure (1) nay be used as a checklist for the
pl anning/coordination of visits. Enclosure (2) is a sanple LoI. All

LOoI's produced wll nornmally contain at least the follow ng inforna-
tion.
_ _ (a) _ Backsround. To include the purpose of the visit,
bi ographical information, protocol, and supporting material.
(b) Information. To include the concept/intent for

conduct of the visit.

, (c) _Action. To include all activity specific taskings/
assignments, and a detailed itinerary.

o (d) _Coordinatins Instructions. To include uniform key
coordination elenents of the itinerary, support activities' points of
contact (PoC's), the escort officer, and the responsible activity's
project officer for the visit.

6. Action

a. Activity Heads

_ (1) Conduct visits per this Oder, and such additional
guidance as may be given relative to special energing situations or
ci rcunstances.
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(2) Ensure all official visits to the Conmand are approved by
the Commanding General, MXCDC

(3) Wen/if a visit is approved, report significant visits to
the VOCS and ensure sufficient information is submtted for the

monthly significant events report (see reference (b)).

(4) Coordinate classified visits by contractor personnel and
visits by foreign nationals, which wll involve substantive technical
di scussions or the disclosure of classified naterial, through the
office of the Security Mnager to ensure proper clearances have been
received from higher authority (extension 2752/2753).

(5 Submt after action visit reports for MPs to the
Commanding Ceneral, MXDC (C 031).

b. Director, Operations Division. Exercise staff cognizance over
the Qurrent Qperations Branch and VOCS tasked wth the follow ng:

(1) Prepare itineraries and LoI's, and coordinate necessary
support with MXDC activities for visits specifically hosted/directly
sponsored by the Conmanding Ceneral, MOCDC

(2) Wen approved by the Conmanding GCeneral, MOCDC coordinate
support requirenents, for wvisits and ‘tours by individuals, organiza-
tions, or groups.

(3) Report all significant visits by individuals or
organi zations to the Command or to individual activities wthin the
Command as required by reference (b).

4

C. N. PASTINO
By direction

DI STRIBUTION: A
copy to: 1, 2
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SAWLE CHECKLIST FCR M SITS

Mo to Commanding Ceneral, MXDC Yes No
Visit Approved: Yes No
Post to Significant Events: Yes No
Honors: Yes No
r
lvisitor(s)/Group
ate: POC: Phone No.:
Purpose of Msit:
pecific Requests:
Areas of Interest:
Sponsor/0IC:
GROUP COMPOSITION Males Females Total in Party:

Spec Diet/ Bio
Rank *VIP's* Title Med Probs Rec'd
Remar ks: Previous visits; organization's background: goals: |anguage
capabi lity/requirenent; etc.

ENCLOSURE

(1)
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VIP LEVEL "A'" MSIT

COMWANDI NG GENERAL  (¢G) TO GREET AND ESCORT

VIP LEVEL »Bm VISIT

OG_TO GREET BUT ESCORT DELEGATED TO A DI RECTCOR

VIP LEVEL w¢cn MISIT

"CFFICE CALL" ON GG QONLY

NON- VI P

LEVEL "p* MISIT = NO GG | NVOLVEMENT

Air panel for Lejeune Hall MP Landing Zone and pilot brief
if helo arrival/departure

Adj ut ant/ Headquarters Conmandant alerted to dress Lejeune Hall
and ensure area police

Commands/activities along visit routes alerted for police/
personnel and area squared away

Director, Facilities Division alerted to street sweeping and
Facilities Maintenance priority--inspection of route

Sedans inspected/drivers briefed on convoy profile/procedure/
route

Provost Marshal COfice alerted for traffic control/escort/
security requirements

Itinerary and LOQL

Draft approved by GG Yes No
Uniform approved by GG Yes No
Escort approved by GG Yes No

-- Vehicle/helo seating arrangement
G@ft exchange
Inclement weather plan

Luncheon (cG's Aide responsibility)

Time and place (usually Waller Room Harry Lee Hall)
Menu

Seating and guest |ist

Inspection of site

Training and Audiovisual Support Center Requirenents

-- Photographers assigned and briefed--film processing and
delivery determ ned

-- Video recording with backup determ ned

-- Public Address system with backup determ ned

Rehear sal schedul ed

ENCLOSURE (1)
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Inspection by OG or designated official
Additional nessing
Billeting arrangements

Communi cati on/t el ephone connectivity wth Conbat Qperations
Center--Autovon/Secure lines/etc.

ENCLOSURE (1)
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LOGQ STI CAL/ OPERATI ONAL  SUPPORT  REQUI REMENTS
Type of >oint oOf "hone late Fi nal
Support ‘ontact L ~ontacted [3Remarks |Gk Date
Ground fotor Yo. and Type
Transporta- |[ransporta- Vehi cl e:
tion and :ion Ofice Schedul e/ Rout e/
Drivers (MTO) Procedur e:
facilities _
dJivision (Fac Seating Plan:
div) Fl ags/ Pl at es:
Uni form
Air  Trans- farine Corps No. and Type
portation \ir Facility/ Aircraft:
and Pilot IMX-1 FI't Schedul e/
Zippo Brief Profile:
Seating Plan:
Pl at es:
Uni form
Billeting Morale, Pl ace:
Nelfare and Dat es:
Recreation How Pai d:
Division (MR
Div) Oor Fac
Div
Meal s MWR Dv or Pl ace:
Logi stics Dat e:
Division (Log Ti me:
Div) How Pai d:
Mar quee MWR Dv Little Hall
Di spl ays
Cer emoni es Operations Honor s:
Division (Ops Oficial Call:
Div) Oficial Gft:
Stop Carillons:
Band:
Conference Rm
Escort Manpower
O ficer(s) Division (Mr
Di v)
ENCLOBURE (1)
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Type of Point of
Suppor t Cont act ontacted |Remarks
Communi ca- Data Communi - Secure  \oi ce:
tions cations/
I ntegration
Di vi si on
Command Qs Dv Briefer:
Brief/ Ti me:
Speci al Classification:
Briefings Conference Rm
Set up:
Weapons Qs Dv Type Weapons:
Type Amo:
Ti me:
Range:
Briefers:
Safety O:
Commandi ng Provost Security/Escorts:
Oficer, Mar shal Info Gates:
Security Office VIP Passes:
Battalion/ Traffic Control:
Security Special  Parking:
Manager's Uni form
Office Convoy Escort:
Security
Cl earance:
Access Roster:
Expl osive Qs Dv Sweep:
Ordnance Ti me:
Di sposal
Medi a/ Public Cover age:
Public Affairs Bi os:
Affairs Office Media Access
Roster:
Phot o/ Sound/ |Trai ni ng Type  Sound:
Training and Audi o- Type Film
Support vi sual Phot ogr apher s:
Devi ces Support Pickup  Tine:
Branch, Ops
Di v

ENCLOSURE
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Type of
Support

Point  of
Cont act

Phone

Dat e
Cont act ed

Remar ks

Fi nal
X Date

Preparation
of
Lej eune Hall

Adj ut ant/
| nspect or

Col or Detail
Flag Breaking:
Headquarters
Dr essed:

/ Pol i ced:

Uni form
Speci al
Cl ot hi ng

Safety
Gear

| ndemmi ty/
Hol d
Har ml ess
Agreement s

LOL  Speci al
Di stribution

I ncl ement
Weat her Pl an
Deci si on

Poi nt's

\\eat her
Forecast

Brief/

Visit
Fol der _
Construction

| ssue Books/
Poi nt  Papers

ENCLOSLRE (1)
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ORGANI ZATI ON  SUPPORT TASKI NGS
Point of |Phone Dat e Fi nal
Organization { Contact # Cont act ed Tasks Ck Date

ENCLCSURE (1)



HANSOIONA

(1)

VISIT:

DATE

LOG TO TRACK SEQUENCE OF COORDI NATI QV EVENTS

TASK COMMENTS

DATE

6 =9 ¥
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UNITED STATES MARINE CORPS

MARINE CORPS COMBAT DEVELOPMENT COMMAND
QUANTICO, VIRGINIA 22134-5001

IN REPLY REFER TO:

5050/1
¢ 031
3 Jan 91

From  Conmanding General, Marine Corps Conbat Devel opnent
Command

Subj : LETTER OF INSTRUCTION (Lor) FOR THE MISIT BY MEMBERS OF

THE JONI MEXICAN - UNITED STATES DEFENSE COMM SSION ON
11 JANUARY 1991

Encl : (1) Visit Itinerary

1. Backsround. The Commanding Ceneral, Marine Corps Conbat
Devel opnent  Command (MOXCDC), is  hosting this visit.  The group
will consist of the followng people:

Captain J. L. Hesles Pavon, Mexican Navy:

Lieutenant Colonel P. F.  Qrrola, Mxican Arny;
Lieutenant Colonel R I. QOtega Cardoso, Mxican Arny;
Lieutenant Colonel J. J. Bolanos Vasques, Mexican Arny;
Colonel T. T. Kelley, US. Mirine Corps;

Lieutenant Colonel B. Vega, US Any, and

Mjor H M Hernandez, US.  Mrine Corps.

2. Information. The party wll arrive at Lejeune Hall at 1000
by government van. Neither translator nor transportation support
is required of MXDC  They will eat lunch in the Hansen Room at
The Basic School .

3. Action. Request the following support.

a. Deputy Commander for Training and Education/Director,
Marine Corps Air-Gound Training and Education Center/Commander,
Marine Corps School s

(1) _Commanding Oficer, COficer Candidates School (0cCs).
Provide OCS Command Brief and tour of Tarzan Course, bstacle
Course, and Reaction Course from 1035-1130, 11 January 1991.

(2) Commanding Oficer, The Basic School (TBS)

(a) Provide TBS Command Brief and walkthrough of
dassroom 4 and O'Bannon Hall from 1145-1220, 11 January 1991.

(b) Provide the noon neal for nine people from 1220-
1300, 11 January 1991, in the Hansen Room  Ensure the
availability of 1stLt Alvaro G Fores of the Mxican Navy,
Infantry COfficers Course 2-91, to eat wth the group.

ENCLOSURE  (2)
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Subj : LETTER OF INSTRUCTION (LoI) FOR THE M SIT By MMERS CF
THE JONT MEXICAN - UNITED STATES DEFENSE COW SSION ON
11 JANUARY 1991

_ (c) Coordinate the observation by the visitors of the
squad in the attack live-fire exercise at R5 from 1315-1400,
11 January 1991.

h. Director, Logistics Division. Coordinate the eating of
the noon neal by the group at the Hansen Room TBS, from 1220-

1300, 11 January 1991.

c. Director. Operations Division

(1) Ensure availability of cG's Conference Room Lejeune
Hall, for presentation of MXDC Command Brief from 1000- 1030,
11 January 1991.

) (2) Provide MXDC Command Brief at time and place stated,
above.

d. Inspector. Ensure Lejeune Hall is properly policed by
0930, 11 January 1991

4, Coor di nati ng | nstructions

a. The wuniform is the uniform of the day.

¥ b. Ensure all places to be visited are in a proper state of
pol i ce.

~c. Al taskings have been coordinated and concurred in. The
points of contact are:

Dep COmdr T&E Capt Shafer 3721
co, 0CS My Wnter 2565

aQ TBS Capt Gl 5264
Dir, Log Dv MGySgt Landers 2348
Dir, Qs Dv LtCol Lews 2845
I nspector My  Doyle 2635

~d. The MXDC point of contact is Captain W P. Snow Head,
Visitor Control Coordination Section, Operations Division,
extension 2786.

P R HEWNG
By direction

Di stribution: 6, 9, 17, 20, 20F, 20H
copy to: 1, 2 (2)
ENCLOSURE  (2)



Visit Itinerary
Joint Mexican = United States
Def ense  Conmi ssi on

Friday, 11 January 1991
Ti me Event Pl ace
1000 Arrival Lej eune Hal
1000- 1030 MCCDC  Bri ef CG's Conference
(30 mns) Room
1030-1035 Movement to
(5 mns) ocs
1035- 1130 QCS Brief & Brown Field
(55 mns) tour
1130- 1145 Movenent to
(15 mns) TBS
1145-1220 TBS Brief & Canp Barrett
(35 mns) tour
1220- 1300 Lunch Hansen Room
(40 mns)
1300- 1315 Movement to
(15 mns) R-5
1315- 1400 bserve squad R-5
(45 mns) in the attack

live-fire

exerci se.
1400- 1420 Movenent to
(20 mns) Lej eune Hal |
1420 Drop- of f Lej eune Hal

escort/

Departure

A-2-|
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Resoonsi hilitv

HQMC
Dr, Qs

Visits

co, 0OCS
Visits

QO TBS

a0 TBS/'Dr,
Log

Visits

Qg  TBS

Visits

HOMC

Appendix A to
ENCLOSURE  (2)



