DEPARTMENT OF THE NAVY
CHIEF OF NAVAL AIR TRAINING
250 LEXINGTON BLVD SUITE 102
CORPUS CHRISTI TX 78419-5041
Canc: Nov 12

CNATRANOTE 5060
N11
10 Oct 12

CNATRA NOTICE 5060

Subj: CHIEF OF NAVAL AIR TRAINING CHANGE OF COMMAND AND
RETIREMENT CEREMONY

Encl: (1) Plan of Actions & Milestones (POA&M)
(2) Hangar Bay USS LEXINGTON Ceremonial Set-up Chart

1. Purpose. To publish information, assign duties and
responsibilities, and ensure the effective coordination for the
Chief of Naval Air Training (CNATRA) Change of Command (COC) and
Retirement Ceremony of RDML William G. Sizemore 11I.

2. Discussion

a. Rear Admiral William G. Sizemore 11, USN, will be
relieved as Chief of Naval Air Training by Rear Admiral Troy
(Mike) M. Shoemaker at 1100 on Thursday, 15 November 2012, in a
ceremony to be held on board USS LEXINGTON, Museum On The Bay,
Corpus Christi, TX. The post reception will be held in the
hangar bay of the USS LEXINGTON.

b. The COC Chairman is Captain Chuck Hollingsworth (COS).
The Deputy COC Chairman is Mr. Vince Ortiz (N11). Enclosures
(1) and (2) are provided to assist with the preparation and
execution of the ceremony.

c. The ceremony will be conducted on the USS LEXINGTON and
set up per enclosure (2). A reception following the ceremony
will be held on board the USS LEXINGTON.

d. Three walkthrough rehearsals for ceremony participants
will be conducted in the hangar bay at a time TBD. All USS
LEXINGTON arrangements shall be complete prior to the final
walkthrough. Uniform for the walkthrough rehearsals will be the
working uniform of the day. A Full Dress rehearsal will be held
on Wednesday, 14 November 2012 at a time TBD.

e. This is an All Hands function for CNATRA personnel.
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f. Escorts will be designated to assist with the official
party and Distinguished Visitors (DVs) as necessary. Remaining
guests will be ushered to appropriate seating.

3. Responsibilities

a. Chairman, Change of Command Committee

(1) Coordinate with the COC Committee, USS LEXINGTON and
command personnel to ensure accomplishment of all specific
tasking and oversee the coordination of all events related to
the ceremony. Enclosure (1), which contains a detailed Plan of
Action and Milestones, pertains.

(2) Schedule and chair periodic status meetings with
committee personnel to check progress and discuss preparations
for the ceremony and reception.

(3) Ensure all logistical aspects of the ceremony are
identified and ensure funding is per financial guidelines.

(4) Ensure an invitation is offered to the entire staff.
b. Deputy Chairman, COC Committee

(1) Assist COC Chairman in every aspect of ceremony.

(2) Ensure all administrative requirements for
COC/Retirement are complete: Awards, Fitness Reports, podium
binders, required messages and turnover correspondence as
defined iIn enclosure (1).

c. Flag Aide/Flag Writer

(1) Assigned as the main liaison with the USS LEXINGTON
representative.

(2) Coordinate and draft invitation list.
(3) Prepare and mail invitations per enclosure (1).

(4) Coordinate VIP/family visitor requirements.
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(5) Maintain guest list and provide updates to the
committee and ensure CNATRA and prospective CNATRA are kept
apprised of RSVPs.

(6) Coordinate escort requirements for DVs.

(7) Determine ORF requirements. Liaise with the
Comptroller (N8A) and Judge Advocate (00J) accordingly.

(8) Develop parking hierarchy for DVs. Liaise with USS
LEXINGTON and Senior Enlisted Advisor as required.

(9) Draft CNATRA’s ceremony remarks.

(10) Draft CNATRA’S farewell and prospective CNATRA’S
incoming message.

(11) Perform/execute other duties as outlined in
enclosure (1).

d. Public Affairs Officer

(1) Determine media plan.

(2) Draft news releases.

(3) Draft the Ceremony Program and submit to Admin for
submission the print shop, upon CNATRA"s approval. Drafts shall
be provided to CNATRA per enclosure (1).

e. Senior Enlisted Advisor

(1) Ensure all aspects of venue preparation are

complete. Oversee and coordinate with Site/Facilities/Base and

Transportation Coordinators.

(2) Ensure transportation plan is promulgated. Provide
for requirements as directed by Flag Aide/Writer for DVs.

(3) Ensure all Color Guard, Sideboys, Honors Boatswain’s
Mate (BM) and Bell Ringer are trained to perform Honors at the
ceremony.
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(4) Ensure all Color Guard, Sideboys, Honors BM and Bell
Ringer uniforms are inspection-ready.

f. Safety

(1) Coordinate the overall script for the COC and
Retirement Ceremony.

(2) Coordinate sound system on USS LEXINGTON.

(3) Request support of the Navy Band New Orleans
Crescent City Brass Quintet and solo vocalist.

g- CNATRA Operations (N3)

(1) Assign one Commander (0-5) as Head Usher/Escort to
coordinate seating chart and seating, manage activities of all
ushers; coordinate with Flag Aide in DV support for lodging and
transportation.

(2) Coordinate with parking attendants and ushers to
ensure escorts are ready as VIPs arrive at the USS LEXINGTON.

(3) Coordinate air transportation requirements for Navy
Band and any others as appropriate.

h. CNATRA Training (N7)

(1) Assign one Lieutenant (0-3) or above as
Transportation/Parking Coordinator.

(2) Coordinate with USS LEXINGTON on parking plan and
parking signs.

(3) Coordinate activities of parking attendants,
coordinate DV movement/support from parking area to the USS
LEXINGTON. Liaison with city to confirm parking spaces and
liaison with USS LEXINGTON for Golf Cart service.

(4) Manage the drivers and duty vehicles and coordinate
transportation for DV’s and New Orleans Band.

(5) Acquire four radios to be used by parking
attendants, escorts, head usher and SEA.
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(6) Ensure transportation is provided for Staff
personnel that will attend.

(7) Coordinate with Flag Writer and SEA to ensure Band,
VIPs, VIP family and Official parties have transportation and
drivers.

1. Commander, Training Air Wing FOUR

(1) Coordinate with SEA to provide 10 flight students to
be coordinated by the SEA.

(2) Provide specific names by Monday, 15 October 2012.
J.-. Commander, Marine Aviation Training Group

(1) Coordinate with SEA to provide 23 flight students to
be coordinated by the SEA.

(2) Provide specific names by Monday, 15 October 2012.
k. CNATRA 1st LT

(1) Provide ceremonial accessories, carpet, ceremonial
bullets and bell.

(2) Ensure sedans/vans are leased with Public Works and
proper identification is placed in all DV vehicles.

(3) Coordinate and oversee working party to assist set
up, clean up, and break down of the ceremonial area.

(4) Ensure dais contains appropriate chairs, water for
each member, and any personal affects required by speakers
(eyewear, Kleenex).

(5) Ensure Building 1 is prepared (painting, etc.) for
arrival of new Commander and official guests.
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1. New Orleans Band Director

(1) Provide for selections throughout ceremony as
directed by the Commander.

{2) Ensure band prepared to play requested selections
(TBD) .

(3) Provide a small combo to play during reception.
4. Uniform
a. Official Party: FULL DRESS WHITE

b. Ceremony Participants (Side boys, Boatswain, Bell
Ringer, Ushers, Escort Officers, Parking Attendants): Service
Dress White

c¢. Duty Drivers: Summer White (or equivalent)
d. New Orleans Band: Service Dress White
e. Color Guard: Service Dress White

f. Other military attendees: Summer White (or equivalent)

g. Civilian personnel: Business

Distribution:
TW-4

MATSG 21
SharePoint



Plan of Actions Milestones (POA)

1.0 Draft and forward EOT award (120 days)
2.0 Staff FITREP shell’s sent
3.0 Begin Admiral's gift(s)
4.0 Draft sample invitation for review by 00/E-Invite
5.0 Schedule ceremony location - USS LEXINGTON
6.0 Shadow Box preps
7.0 Track Admiral's Speech
8.0 Begin working on CoC Notice 5060
9.0 Track Admiral's EOT Award
10.0 Begin program design to Admiral
11.0 Discuss Pre-Ceremony and CoC Reception
12.0 Discuss Dinner w/Staff
13.0 Obtain One-Star Flag / Gift box or frame
14.0 Letter requesting Chaplain support
15.0 Letter requesting Color Guard support
16.0 Begin working on Guest List
17.0 1st POA&M STATUS MEETING WITH COS
18.0 Guest speaker request
19.0 Navy Band New Orleans
20.0 Guest list for incoming Commander. Will need to mail out to his invitees (if any).
21.0 2nd POA&M STATUS MEETING
22.0 Verify Security CInc for both Admirals
Calls for CoC support (dais, VIP chairs, 4 lectern, 400 chairs, signal flags, large US flag, 2nd podium,
23.0 transportation)
24.0 Start working on 5060 / CoC Script
25.0 Establish location for pre-ceremony
26.0 Verify Guest Speaker
27.0 Arrange Reception in LEXINGTON Theater
28.0 Send invitations to Print Shop — (700?) (Print shop at Lackland AFB or PNS)
29.0 Singing of National Anthem/Request a Vocalist
30.0 3rd POA&M STATUS MEETING WITH COS
31.0 Promulgate CoC Notice 5060
32.0 Photographer / video arranged
33.0 Confirm band (New Orleans)
34.0 Status of CoC Programs
35.0 Obtain Guest Speaker’s Bio / Photo
36.0 Prepare Press Kit, including Photos, Bios, Cmd History, Hometown News release
37.0 Order new Admiral’s name tags and signs
38.0 Order photos of incoming CNATRA
39.0 Billeting for DV’s / VIP’s Reserved (Block rooms)
40.0 Classified Material Audit
41.0 Smooth Guest List (including Pre-Ceremony List)
42.0 Order 2-Star Flags, Letterhead, etc
43.0 POA&M STATUS MTG WITH COS
44.0 Establish temporary housing for prospective Commander

Decoration for reception area on the LEX. With a larger invitee list, we might want to have it on the flight deck

45.0 of the Lady LEX.

46.0 Turnover brief schedule for new Commander

47.0 Prepare Bldg 1 (paint, etc.)

48.0 4th POA&M STATUS MEETING WITH COS

49.0 Retirement paperwork from PSD - to include DD214

50.0 Stuff and mail invitations

51.0 Begin identifying Side Boys and Boatswain’s Mate

52.0 33 Students for set-up and break down

53.0 Obtain bios & pictures of all participating Flag Officers

54.0 Finalize ceremony program / ready for print

55.0 Arrange for CoC announcement in base POW

56.0 Provide Band with 5060 and coordinate Program of events

57.0 Contact local media for coverage

58.0 Bring 2nd Podium

59.0 Arrange for transportation requirements (band, VIP’s, family members, and Duty Drivers)
60.0 Obtain reception guest log, pens, and holder (have LEX set up a check-in table for guest log)
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No. _lEvent ___________________________________________________________________[AdionOfficer ____|

COS /N11
YN1/N11
LCDR Walker / COS / N11
YN1/N11
Flag Aide
LCDR Walker
Flag Aide / YN1
N11

N11

PAO / N11
COS /N11
Committee
SEA / 1st LT
YN1/N11
SEA / NASCC
YN1
Committee
YN1

Safety
YN1/N11
N11

N11

1st LT/SEA
N11 / Safety
00/YN1
00/YN1

Flag Aide / YN1
N11

Flag Aide / N11 / Safety
COS /N11

COS /N11
PAO

Safety

PAO / N11
PAO

PAO

Flag Aide / 1ST LT
PAO / N11

Flag Aide / N1
CSM /N11
YN1

YN1 / Flag Aide
Committee
YN1/Flag Aide

YN1/PAO

COS /N11

1st LT

COS /N11

YN1 / Flag Aide / N11
YN1/N11

SEA

SEA / TW-4 / MATSG
PAO / YN1

PAO/ COS / N11
PAO

Safety

PAO

1st LT

1st LT

YN1 Sheppard/YN1

Enclosure (1)
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Plan of Actions Milestones (POA)

61.0 Staff notice / email for POO briefs

62.0 Plan staff dinner

63.0 Menus to Catering

64.0 CoC cake orders for 400 people

65.0 Make arrangements for Staff gift to 00

66.0 NAS Front Gate Marquee reserved

67.0 Begin Officer FITREP debriefs

68.0 POA&M STATUS MEETING WITH COS

69.0 Arrange for shipment of household goods

70.0 5th POA&M STATUS MEETING WITH COS

71.0 VIP vehicles finalized

72.0 Flowers for 00 / POO wives ordered

73.0 Prepare VIP Welcome Packages / Letters and rooms

74.0 Finalize side boys, ushers, escorts and parking attendants (by name)
75.0 Draft LOAs for band, chaplain, Color Guard, guest speaker, Bay Club, NASCC, TW-4, MATSG, MN1, etc.
76.0 Precedence list completed/Seating Arrangements

Ceremony script finalized / Prepare CoC notebooks (to include award, Breaking the Flag, orders, VIP honors and

77.0 flow of ceremony)
78.0 Pre-Ceremony and Reception finalized
79.0 6th POA&M STATUS MEETING WITH COS
80.0 Prepare Command Bio's for new Commander
81.0 Order auto pen signature for P / 00
82.0 Track 00's EOT Award
83.0 Status of CoC Program
84.0 Draft seating chart
85.0 Coordinate / determine duty drivers
86.0 Arrange for small table with cloth, decanter, glasses for water on stage
87.0 Ensure availability for required flags, chairs, red carpet, bullets and bell
88.0 Finalize Staff farewell party for 00
89.0 Follow-up on gifts to 00
90.0 Schedule POO briefs
91.0 Assign clean-up crew / Tiger Team
92.0 Command relieving / assumption letters / messages / orders prepared
93.0 POA&M STATUS MEETING WITH COS
94.0 Complete all outstanding JAG investigations
95.0 Coordinate parking by the LEX or possibly arrange for a van from HQ to the ceremony
96.0 Transportation for VIP spouses
97.0 Arrange for Corpsman / Medical attends
98.0 Inventory of items: (coins, travel suitcase(s), cell phone, BB, laptop, travel printer, computer terminal)
99.0 Drivers for official party
100.0 Rehearsal
101.0 Draft CNATRA's farewell message/email
102.0 Arrange for media coverage
103.0 Draft message announcing CoC
104.0 Obtain / Track 00's EOT Award
105.0 Pick up CoC programs
106.0 Reconfirm Band
107.0 Reconfirm Chaplain
108.0 Reconfirm Color Guard
109.0 Reconfirm flowers ordered
110.0 Confirm classified inventory and letter signed
111.0 Finalize LOAs for Band, Chaplain, Color Guard, Guest Speaker, Bay Club, NASCC, TW-4, etc.
112.0 Release press kit, photos to media, etc.
113.0 Command spaces cleaned / Zone Inspection
114.0 FITREPs debriefed and signed
115.0 POA&M STATUS MEETING WITH COS
116.0 Rehearsal
117.0 Finalize seating chart with nametags for VIPs
118.0 VIP rooms with Welcome Packages
119.0 VIP vehicles acquired and cleaned
120.0 Set up podium with 2 lecterns and microphone, chairs, quarterdeck equipment, and flags
121.0 Designate parking area - general, band vehicles, flag officers
122.0 Confirm 00's gifts
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COS /N11

Committee

Flag Aide / YN1

Terri / N11 / Flag Aide / YN1
COS /N11

PAO

COS /N11

Committee

Mr. Roach/Flag Aide / NOO
COS /N11

1st LT

Flag Aide / YN1

Flag Aide / YN1

SEA

YN1 Sheppard / N11
N11/YN1

COS /N11
00/COS/N11

COS /N11

YN1

YN1

N11

PAO / N11

Flag Aide / YN1
SEA / SWO

1st LT

1st LT

COS/ N11

COS /N11

COS /N11

SEA / MATSG

Mr. Roach/YN1 / N11
Committee

JAG

N7

SEA / Flag Aide / N7
SEA / NHCC

N6 / Flag Aide

N7

Safety / COS / N11
Flag Aide / YN1 /N11
PAO

N11

COS /N11

PAO

Safety

YN1

SEA

Flag Aide / PAO
CSM / N11

YN1 Sheppard/ N11
PAO

COS / ACOS

00 / COS
Committee

Safety / COS / N11
COS / Flag Aide / YN1
YN1/N11

1st LT

1st LT

N7

COS /N11

Enclosure (1)
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Plan of Actions Milestones (POA)
123.0 Confirm photographer / videographer PAO / N11
124.0 POA&M STATUS MEETING WITH COS Committee
125.0 Rehearsal Safety / COS / N11
126.0 Close out 00's Log book and NATOPS N3 / Flag Aide
127.0 Set up seating / nametags and assign VIP seats PAO /YN1/N11
128.0 Provide appropriate security and traffic directors at specified locations 1st LT
129.0 Flowers and cake acquired Flag Aide / PAO
130.0 Ensure arrangements / catering and set for Pre-Ceremony Flag Aide / YN1 / N11
Brief side boys, ushers, escorts, Color Guard, parking attendants, Bos'n, bell ringer, OOD / Breaking the Flag, and
131.0 delivering flowers Safety
132.0 Rehearsal / Position bullets and bell Safety / COS / N11 / All Players
133.0 Command turnover and CoC Relief Letter signed 00/ P00
134.0 Check Pre-Ceremony location N11
135.0 Position bullets and bell 1st LT
136.0 Place script and award on lectern COS /N11
137.0 Test all microphones and sound system Safety
138.0 Verify seating chart / nametags N7 / YN1/Flag Aide
Re-brief side boys, ushers, escorts, Color Guard, parking attendants, Bos'n, bell ringer, OOD / Breaking the Flag
139.0 and delivering flowers N7 / Safety
140.0 Give flowers to ushers N7 / PAO/Flag Aide
141.0 Brief band director and Color Guard Safety
142.0 Ensure dais / VIPs have water and program Safety
143.0 Distribute new bio and picture of 00 PAO
144.0 SDO makes appropriate log book entry SWO / N11
145.0 Hang new 00's photo in command spaces PAO
146.0 Hang new 00's nametag in command spaces 1st LT
147.0 Update all lists, watch bills, instructions, recalls and rosters N11
148.0 All borrowed items returned Committee
149.0 Send LOAs for band, chaplain, Color Guard, guest speaker, Bay Club, NASCC, TW-4, MATSG, MN1, etc. YN1 Sheppard / N11
150.0 00's Safety, EO, Fraternization Policy Statements posted Safety / N11
151.0 Completed required hosting duties for VIPs Flag Aide / N1
152.0 PAO article sent, if not already PAO
153.0 New 00 photos sent to Wing / Squadrons, CNAF, NASCC locations and command spaces PAO / N11

3 Enclosure (1)
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Hangar Bay USS LEXINGTON Ceremonial Set-up Chart
Awards
Table Ii
RDMU VADM | RDML | VADM LT
Shoemaker | Myers | Sizemore Buss Warne BAND
Bell
Tender
Side Boys Hollﬁgszvorth

Side Boys

Pre-Reception
Theater
Entrance

Flowers
Table

Post-Reception

SAO4 3diIs

advno 407102

Enclosure (2)





