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From:  Commander 

To:    Distribution List

Subj:  LETTER OF INSTRUCTION (LOI) FOR PEACETIME/WARTIME SUPPORT

       TEAM (P/WST) ANNUAL TRAINING CONFERENCE 15 - 20 AUGUST 2004 

Encl:  (1) Government Credit Card Application Form

1.  Purpose.  To provide instructions and assign responsibilities for the execution of the Peacetime/Wartime Support Team (P/WST) Annual Training Conference. 
2.  Conference Objective.  This conference will provide training and offer essential elements of information regarding the Readiness Support Program (RSP) functions and the responsibilities of the P/WST.
3.  Information  

    a.  The conference is being sponsored by the Marine Corps Mobilization Command (MOBCOM) and will be held at the Sheraton Overland Park Hotel and the Overland Park Convention Center, 6100 College Boulevard, Overland Park, Kansas 66211.  A pre-conference social gathering will take place in the hotel’s Cottonwood 1 Room beginning at 1800 on Sunday, 15 August 2004.  Attendance is highly encouraged.  Dress for the social is business casual.  Examples may be accessed per the web site link:

http://www.businesscasualdress.com/illustrations.htm.  

The conference will begin on Monday, 16 August 2004, at 0730 in the adjacent Overland Park Convention Center.

    b.  The uniform of the day will be Service “C.”  There will be one physical training event scheduled.  The uniform is green t-shirt and shorts with appropriate footwear.

c.  Prior to attendance, attendees are strongly encouraged to familiarize themselves with the Readiness Support Program Order: ForO P3060.3C (RSP SOP).  The Order may be accessed via the following web site link: http://MCRSC.mfr.usmc.mil/pwst.

    d.  Attendees will be charged a non-reimbursable conference fee of $75.00.  This fee covers 5 breakfast meals, 4 lunches and beverages throughout the conference as well as a catered barbeque lunch and field mess night on Thursday, 19 August 2004.


It will be collected at the time of check-in(cash only)during the social or on the morning of the first day of the conference.  

    e.  There will be a field mess night at MOBCOM 19 August beginning at 1800.  Food and beverages will be provided and paid by monies collected from the conference fee.  Uniform will be camouflage utilities.  

    f.  I&Is are invited and encouraged to attend this conference.  

    g.  Liberty call:  The following events have been scheduled for your entertainment.  Attendance is not mandatory.  Monday evening, 16 August, there will be bus transportation taking any Marine attending the conference from the hotel to Verizon Wireless Amphitheatre for the Dave Matthews concert.  Tickets can be purchased at http://www.ticketmaster.com and placed at will call.  Tuesday evening, 17 August, there will be bus transportation taking any Marine attending the conference from the hotel to the Kansas City Royals MLB game.  The Royals are playing the Seattle Mariners that evening.  Cost for a ticket will be under ten dollars.  Wednesday evening, 18 August, there will be bus transportation taking any Marine attending the conference from the hotel to the Kansas City Plaza.  Visit the following web site in order to view the Greater Kansas City Guide which will provide information about the Kansas City plaza and other attractions in the Kansas City area:  http://MCRSC.mfr.usmc.mil/pwst/Conferences.asp

4. Coordinating Instructions for Attendees 

   a.  Orders
        (1) P/WST attendees should coordinate with their respective regional deputies for orders. Order requests that come directly from individual Marines to the MOBCOM G-3 will be returned.  P/WST Marines on active duty should coordinate with their gaining force command for orders, however, even though TAD orders will be written by your current command, funding will be provided by MOBCOM.  Any I&I staff wishing to attend will need to coordinate and be fund-approved through their chain of command.  Transportation and funding will be provided via Annual Training (AT) orders for Marines NOT in a mobilization or active duty status.  Annual training period for IMAs is 13 days.  Once the training at MOBCOM is complete, the second week of training will be conducted at the Home Training Center (HTC), immediately after the training conference.  





        (2) Regional headquarters will need to coordinate with MOBCOM G-3 for orders for their respective regions. 

(3) In order to better support you, CUT OFF FOR ORDERS REQUESTS WILL BE 15 JULY 2004.

(4) Travel claims.  A full travel claim class will be provided.  Travel claims have caused major problems in the past, therefore amplifying instructions are provided in this LOI.  If you are only attending the conference, your travel claim will be 90% complete by the time you leave Overland Park.  Once you are mission complete and have returned to your home of record, you may fill the rest of the travel claim out and fax to the Customer Service Center.  If you are completing your second week of annual training at your HTC (directly following the conference) you are not mission complete.  Once you have completed your second week of AT, you may fill the rest of the travel claim out and fax to the Customer Service Center (816)843-3077.  All numbers and POCs will be provided during the travel claim class.

   b.  Travel and Transportation.  All travel will be arranged by MOBCOM and sent to your home of record.  If for any reason you need to change a flight time, extend your stay in Kansas City at your own expense, etc. you must contact the airline directly.  You will be issued a ‘Y’ class ticket that may be changed and refunded.  Your travel itineraries will be mailed to your HOR with your orders. There will be no “hard ticket” as all tickets are electronic. Do not contact MOBCOM directly to change your flight.  Inbound travel will occur on Sunday, 15 August 2004, ensuring that arrival to Kansas City is adequate to enable the Marine to arrive at the Sheraton Overland Park Hotel prior to the social referenced above.  Outbound travel may begin on Friday, 20 August 2004.  Ensure outbound flights are scheduled after 1300 to allow for appropriate transportation and check-in time at the airport.  Ground transportation to and from the airport will be accomplished through the use of commercial shuttle buses.  To travel between the airport and the hotel two options are available.  First, the KCI Shuttle may be used.  Passes for The KCI Shuttle may be purchased in the terminal at The KCI Shuttle sales counter with cash or credit card or by visiting www.kcishuttle.com.  The fee is $45.00 one way.  Up to three Marines may ride in the shuttle and the shuttle service will only make one $45.00 charge.  The charge is a reimbursable expense to the Marine that makes the charge.  Another option is to utilize Levi’s Town Car Service, which charges $50.00 per round trip utilizing cash or credit card.  Advance reservations are required and may be made by calling (913) 451-9777.  Up to three Marines may ride in the shuttle and the

shuttle service will only make one $50.00 charge.  The charge is a reimbursable expense to the Marine that makes the charge.  In the interest of being fiscally prudent, please make every attempt to ride the shuttle with either Marines from your HTC or with other Marines at the airport.  POVs are authorized if it is deemed advantageous to the government.  Rental cars are not authorized by this command. 

   c.  Billeting and Chow

      (1) The P/WST attendees will be billeted at the Sheraton Overland Park Hotel located at 6100 College Boulevard, Overland Park, KS 66211.  The Overland Park Convention Center is co-located with the hotel.  Attendees are required to make reservations by calling (866)837-4214 or by accessing the following site http://www.sheraton/overlandpark.com.  BECAUSE OF FORCE PROTECTION MEASURES, PLEASE DO NOT STATE YOU ARE WITH THE UNITED STATES MARINE CORPS, MARINES, ETC.  Many hotels outsource their reservations, and at the last conference, the point was made that an outsourced company in India had the home phone numbers, credit card information, home addresses, etc. for over 100 Marines coming to the Kansas City area.  Attendees will make their reservations under the code of “P/WST.”  The cut-off date for reservations is 1700 Monday, 19 July 2004.  Any reservations made after the cut-off date will be made based upon availability and may be at a higher rate.  The conference special rate is $88.00 per night and is within the

lodging per diem for Overland Park, Kansas.  This rate may not be changed at check-in or check-out for guests who fail to identify their affiliation with the conference at the time the reservation is made.  All reservations require a credit card guarantee.  

       (2) A full country-style breakfast buffet will be available each day of the conference.  Lunches will be at the Overland Park Convention Center Monday, Tuesday and Wednesday.  The menu will be varied each day, and it will be set up directly outside of the meeting room.  On Thursday a catered barbeque lunch will be served at MOBCOM.  Thursday evening, the field mess night will be conducted.  The cost for above meals will be included in the conference fee.  Evening meals will be at the individual’s discretion.  Because the conference fee is non-reimbursable, all attendees will receive the full M&IE per diem during their stay in Overland Park, Kansas.  If a Marine has special dietary needs, let your regional deputy know and they in turn will contact MOBCOM; i.e. vegetarians, diabetics, etc.  This lunch is set for 100 Marines and this is not an a la carte menu, however, if you have 

legitimate dietary needs, we want to accommodate and address those needs.

    d.  Government Credit Card.  Attendees are required per MARADMIN 302/99 to utilize issued Government Travel Credit Cards (GTCC) for expenditures incurred during this conference.  Note:  Most of the cards are currently turned off.  To activate your card, call Sgt Allen at (816) 843-3806.  If you do not have a government credit card, an application form is enclosed.  Please fill out the form and return via fax to Hdqtrs MOBCOM.  Fax number is (816) 843-3826.  

    e.  OQR, SRB, Health Training Records.  Per the P/WST transition message, and given the fact that all P/WST Marines are now OpCon and AdCon to the MOBCOM IMA detachment, all OQRs and SRBs are to be maintained at MOBCOM.  If you or the I&I site-support staff currently possesses these records, you are ordered to bring them to the conference.  MOBCOM will collect these records for the purpose of conducting a full audit and future administrative maintenance.  Do not bring your HTRs.  HTRs will now be maintained at the HTCs by the SMCR’s corpsman.  


f.  Change of Command for the SW region.  19 August 2004, time TBD, the SW region will conduct a change of command.  Command will pass from Col Edwards to Col(select) Young.  The change of command will take place at MOBCOM and the uniform will be Service “C.”

5. Tasks:

     a.  G-1
        (1) Provide instructors to C3PO in order to 

give instruction on G-1 functions and IMA administration.

        (2) Conduct OQR and SRB audit on Thursday, 19 August 2004.


     b.  G-3  

        (1) Develop and maintain a list of nominees to attend the P/WST Training Conference.

        (2) Generate orders for all P/WST attendees unless other specific arrangements are required.

        (3) Provide administrative support to include check-in of attendees and the collection of the $75.00 conference fee.

   (4) Provide two Marines daily who will provide administrative assistance during the conference.

        (5) Provide an instructor in order to give an overview of order requests and travel claim submissions.

        (6) Assure adequate Periods of Instruction are developed on the following topics:

            (a) Force Order P3060.3C (RSP SOP)

            (b) Site Maintenance

            (c) Mobilization and Muster

            (d) Military Support to Civilian Authorities

  (e) Family Readiness and Support/MCCS One Source

            (f) Casualty Assistance

            (g) Media Training/Community Outreach

(h) Billeting and Clothing

    c.  G-4

        (1) Be prepared to support the mess night and the change of command.  POC is SgtMaj Elkins.

        (2) Provide two bus drivers for the week of 15 – 20 August 2004.

    d.  G-6

        (1) Provide information technology and audio/visual support for 16 – 20 August 2004, for conference attendees.  Ensure that the PowerPoint presentations can be run via remote control.

        (2) Provide support and materials in the form of CDs and technical support for transferring conference data/materials to computerized format.

        (3) Provide four (4) cell phones to help facilitate command and control during the P/WST Training Conference.

        (4) Provide an instructor and develop a Period of Instruction for an overview of G—6 functions and NMCI issues/program, as they pertain to P/WSTs.

          (5) A VTC with COMMARFORRES will be conducted and the time is currently TBD.  Be prepared to support this evolution.



(6) Provide audio support for the change of command.

    e.  G-8 

        (1) Coordinate funding issues with MFR comptroller and the MOBCOM G-3 for instructors and attendees.

        (2) Be prepared to pay the information technology invoice for ISDN lines, etc.

    f.  PAO

        (1) Provide photography coverage of the conference, change of command, and the mess night.

        (2) Assist in the development of the P/WST website.  Provide and coordinate a period of instruction for Media Relations/Community Outreach subject matter.

        (3) Assist in the development of the PAO media symposium.

    g.  CMD (C3PO)

        (1) Under separate correspondence, request instructors to present each Period of Instruction to MOBCOM, C3PO, and G-3.

        (2) Consolidate all training material and provide to the 

G-6 for CD replication.

        (3) Provide assistance as necessary to the G-3 for planning, execution and administration of P/WST Annual Training Conference.

    h.  HQCO

       (1) Coordinate the assignment of two duty drivers to assist with transportation requirements during the Annual Training Conference.


  (2) Support both the change of command and the mess night.

6.  Point of contact at MOBCOM is Capt Andy Shinskie at (816) 843-3152 or shinskieAJ@mfr.usmc.mil. The alternate POC is Master Sergeant Rose Moore at (816) 843-3178 or moorerm@mfr.usmc.mil.  The MOBCOM duty can be contacted after hours for assistance at the following numbers: (816) 843-3001 or (800) 255-5082 ext 3001.

M. A. SIEBE

Chief of Staff
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