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1. History. This is the first printing of this publication

2. Purpose. This circular establishes the responsibilities and schedule for
t he Conmander's receptions for newy arrived students.

3. Scope. This circular is applicable to all U'S. Arny Medical Depart nment
Center and School (AVEDDC&S) staff, faculty, and Center Brigade personnel
responsi ble for planning or participating in the receptions at Fort Sam
Houst on, Texas.
4. Responsibilities.
a. Protocol Specialist, Ofice of Executive Operations.

(1) Provides protocol guidance.

(2) Schedul es and coordi nates dates, tinmes, and |ocations for al
receptions for newy arrived students with the A de-de-canp and the Course
Director.

(3) Coordinates with club nmanagers regardi ng nenus and arrangenents, and
provides information to the course directors.

(4) Requests flags and ensures display.

(5) Retires general officer's flag upon his departure.

(6) Manages non-appropriated Commander's funds for receptions.
b. Aide-de-canp.

(1) Extends invitations to special guests of the Conmander or his
desi gnated representative

(2) I nfornms Executive Operations of command representation on
receiving |ines and any ot her special arrangenents.

(3) Plans and conducts a snooth-flowi ng receiving |line and coordi nates
with the O ass Advisor

(4) Designates an Acting Aide-de-canp in his/her absence and provides
Executive Operations with the name of the designated individual

(5) Provides guidance and instruction to the Acting A de-de-canp as
appropri ate.

c. Cdass Advisor
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(1) Ensures students are aware of proper protocol procedures for
proceedi ng through a receiving |ine.

(2) Ensures that students are present at the appointed tinme and
organi zed in an orderly fashion.

(3) Prescribes the uniformfor students, staff, and faculty foll ow ng
t he gui dance of the Course Director and coordi nates between other d ass
Advisors in the event of multiple class receptions.

(4) Inforns the Aide-de-Canp and Executive Operations of the uniform
prescri bed for students.

(5) Inforns Executive Operations of class size.

(6) Coordi nates changes in the nunmber of students with Executive
Operations and the Aide-de-canp. Direct contact with the club systemby the
Cl ass Advi sor concerning nenu content and food amounts is not authorized.
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