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UNITED STATES MARINE CORPS
Mobilization Command

15303 Andrews Road

Kansas City, MO 64147









IN  REPLY REFER TO:    

                                                                                                                                                             4000




        S1



                                                                                              September 26, 2004 From:
Commanding Officer, Southeast Region

To:
Distribution List

Subj:
LETTER OF INSTRUCTION FOR THE SOUTHEAST REGIONAL COMMANDER’S CONFERENCE 9-10 October 2004

Encls:
(1) 
Agenda Schedule

(2) Map to Atlanta Hilton Hotel

1.  Purpose.   To provide information and guidance for conducting the Southeast Region Commander’s Conference on 9-10 October in Atlanta, GA.  

2.  Background.  This conference provides the Regional Commander a forum to personally communicate short and long range plans, objectives; facilitate instruction in P/WST and MOBCOM related issues, and to receive a status report on the state of readiness of his subordinate commands.   

3.  Information.


a.  
The Commanding Officer will host the subject conference at the Atlanta Hilton Hotel on 9-10 October 2004.  The conference will follow the agenda provided in enclosure (1).


b.
Each site will send a minimum of one (1) attendee, ideally the attendee being the OIC of the site.  OICs of Mobilized Sites are not required, but highly encouraged to attend.  RSVP to your respective Deputy Commander via telephone or email NLT Monday, September 27.    

4.  Conference Agenda. Enclosure (1) pertains.

5.  Concept of Operations.  Over a two-day period, Officers and SNCOs of the Southeast Region will conduct readiness briefings to the Regional Commander and receive sustainment training during a conference in Atlanta, GA.  Focus of effort will be a RSP overview, Annual Training Plan briefs and Site SITREP from the site OICs, MOBCOM brief and assorted agenda topics.   LtCol Scott Smith is the conference host.


a.  Tasks

(1) Site Officers-in-Charge.



(a) Prepare a SITREP, to include the following bullets: MOB Readiness, site T/O (include impact of I&I integration), annual training plan, and concerns/issues at the site with recommendations for addressing these issues.  Each briefing should not exceed five (5) minutes.



(b) All briefings shall be prepared using the most expedient medium available, (MS PowerPoint, flip chart, etc.).  Projection equipment or a flip chart will be available to assist with the presentation.  Notify LtCol Shores if you need audiovisual support.  If you are using a PowerPoint presentation, saving the material to a memory stick is the recommended method.



(c)
Submit RSVP and orders request for each attendee through your respective Deputy Commander NLT September 27.  



(d) For billeting purposes, Marines are authorized lodging for Friday 8 October and Saturday 9 October.  Funds are available to billet Marines on a two-per–room basis only.  Contact the Atlanta Hilton Hotel at 404-659-2000.  When Marines call in, they need to notify the Reservations Office that they are attending the PWST Conference and are in a double room.  The Lodging office will fill in the double rooms as the Marines call in and they will billet officers with officers and SNCO with SNCO, etc.  Marines in the double rooms will have to request a separate receipt so that they can be reimbursed when they submit their Travel Claims.   Use of a Govt Credit Card is highly encouraged.      


(e) Travel directions to the Atlanta Hilton Hotel are available in encl (2).  Use of POVs is highly encouraged.  Rental cars will not be authorized, as the Atlanta MARTA system will suffice for travel in and around Atlanta, including transportation to and from the airport. 



(f) Each Marine will make his or her own travel reservations to preclude incorrect flights. Use of the Govt Credit Card is highly encouraged.


(2) Deputy Commanders.


(a) LtCol Smith will coordinate preparation of the conference site, billeting and other S-4 related functions.  Submit all orders request from your AOR to MOBCOM via MSgt Moore.



(b) LtCol Shores will complete and distribute the final LOI for the conference; coordinate audiovisual support and other S-1 related functions.  



(c)
LtCol McHugh will coordinate the conference agenda, coordinate with the VIP’s, plan for the Change of Command, and other S-3 related functions.  Submit all orders request from your AOR to MOBCOM via MSgt Moore.

6.   Coordinating Instructions.

      a.   This LOI is effective upon receipt.

b. Uniform for subject conference is Summer Service C on Saturday. On Sunday, the uniform will be appropriate civilian attire.


c. Point of Contact for the conference and for billeting is LtCol Smith at 678-481-0188, or smityz@earthlink.net.


d. Point of contact for audiovisual support and briefing materials is LtCol Shores at 770-494-3396, or wes.shores@lmco.com.


e. Do not hesitate to contact your respective Deputy Commander for any concerns, questions, or recommendations.





J. D. Gignac

P/WST Southeast Region

Commander’s Conference

Agenda

Saturday, 9 October 2004

0730-0815:
Conference Opening/Overview
Colonel Gignac

0815-0945:
OIC/Site Briefs
LtCol McHugh’s sites

0945-1000:
Break

1000-1130:
OIC/Site Briefs
LtCol Smith’s sites

1200-1300:
Lunch

1300-1430:
OIC/Site Briefs
LtCol Shores’ sites

1430-1445:
Break


1445-1515:
Norfolk Activation Status
LtCol Miniaci

1515-1545:
Fit Rep Brief
Captain Shinskie

1545-1615:
Desktop Procedure Overview
Captain Shinskie

1615-1645:
ROWS Class
Captain Shinskie

Sunday, 10 October 2004

0730-0745:
Obligors
Colonel Gignac

0745-0815:
P/WST Data Base (Restricted Access)
MSgt Moore



0815-0845:
IMA T/O Structure 
Captain Shinskie

0845-0915:
P/WST Data Base (Public Access)
MSgt Moore

0915-0930:
Break

0930-1030:  
OIF III Mobilization
Captain Shinskie

1030-1130:
MORDT P/WST Assessment
MSgt Moore

1130-1200:
Final Remarks




Directions to Hilton Atlanta 

Traveling 75/85 South: 

Exit at 249A (Courtland Street). This is a one-way street and the hotel is one block ahead on your left.

Traveling 75/85 North: 

Exit at 249B (Peachtree Street). At first light, turn right on Peachtree Street. Next light, turn left on Ralph McGill Blvd. Next light, right on Courtland Street. The hotel is one block on your left.

Traveling from East/West I-20: 

Take 75/85 North and follow directions for 75/85 North.

From the Airport by the Subway (MARTA):

MARTA is a transit system much like a subway, except most of it is above ground.

Its southern most stop is the Atlanta airport, just next to baggage claim.  Just follow the signs directly into the MARTA station.  The cost of a one-way ride to anywhere in the MARTA system is $1.75.  (So you don’t need to worry about getting the exact fare for your destination.)  

Getting to the Hilton

Once you are in the Airport station, follow the signs toward the tracks going north, it should be easy since there aren’t any going south.  Jump on the first train you see and ride it for about 15-20 minutes to the Peachtree Center station. Then get off.

Leave the train platform by going up an escalator.  At the top of the first escalator, you have two directions you can go, head toward the Peachtree Street East/Peachtree Center sign.  This will take you up a second escalator.  At the top of the second escalator, you can walk toward the street, or go through a food court/mall.  You want to go through the food court.

Walk all the way through the food court until you see a sign pointing to toward a covered walking bridge heading to the Atlanta Health club.  Continue walking across the bridge and you will find an elevator that will take you down to the street level.  Ride it down to the Courtland St. level (level 2).  At the bottom, go out the door and look across the street to the right.  You will see the Hilton.

From GA 400:


Follow GA 400 South to I-85 South. Follow 85 south and take exit 249A (Courtland St). This is a one-way street and the hotel is one block ahead on the left.
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