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DEFENSE LOGISTICS AGENCY
DEFENSE SUPPLY CENTER, COLUMBUS

POST OFFICE BOX 3990

COLUMBUS, OH  43216-5000

  IN REPLY

    REFER TO
DSCC-DEB 

January 16, 2002

MEMORANDUM FOR RECORD

SUBJECT:  Protocol/Command & VIP Visits Policy

    The Public Affairs Office is responsible for protocol procedures and policy for Command and VIP visits.  Protocol responsibilities include planning and coordinating Command-level, Command-sponsored events, conferences, visits, and luncheons.  The protocol manager also provides guidance and advice to DSCC organizations and tenant activities responsible for planning their own major events, conferences, meetings, etc.
     A Command-level, Command-sponsored event, conference, meeting, etc., directly involves the DSCC Commander, Deputy Commander and/or the Chief of Staff. If Command will attend the meeting, luncheon, event, etc., it is the responsibility of the DSCC Public Affairs Office protocol manager to work with the assigned military project officer to coordinate the event.  

     All DSCC Offices/Directorates and tenant organizations are responsible for notifying the DSCC Public Affairs Office, via a Visitor Control report, of visits by flag officers, SES, Congressional, Senatorial, or other dignitaries (excluding GS-15 and below).  If Command is not directly involved, it is the responsibility of the Office of Primary Interest to meet with the Public Affairs protocol manager for protocol guidance.  It is the responsibility of the OPI to plan and coordinate such functions that do not involve Command.

     A Visitor Control Report needs to be prepared only for VIPs.  The report will include information that describes the purpose of the visit and the individuals being visited.  The Visitor Control Report will also include specific requirements for the Public Affairs Office.  Public Affairs requirements include flags, room-set-up, transportation coordination, information handouts, marquee signs, Columbus Federal Voice Newspaper coverage, etc.

     The assigned military project officer will coordinate all aspects of the visit to include arranging for billeting, transportation, briefing coordination and clerical assistance and office space when requested by the VIP.

     To ensure all requirements are identified, DSCC Offices/Directorates and tenant activities should meet with the assigned military project officer, protocol manager and DSCC Installation Services representative to ensure all customer needs are identified and completed.  For more information, contact the DSCC Public Affairs Office at (614) 692-2328.

      DSCC Directors/Office Chiefs/Personal Staff and Tenant Activity Commanders/Directors will advise the Command Section immediately of planned visits by a VIP when notified by other than a DSCC source; notify the Command Section as soon as possible of visitor’s arrival, utilizing the Visitor Control Report. 

DEBRA B. PERRY

            Chief, Public Affairs Office
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