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INTRODUCTION


The purpose of this newsletter is two-fold; to improve internal communication within the Administration and Resource Management Division and to keep our employees informed. All newsletters can be viewed on the AR Division website. Go to www.hqmc.usmc.mil - scroll to HQMC Agencies - and click Administration and Resource.
MISSION

The ARDiv supports the Commandant of the Marine Corps, Marine Corps activities within the National Capital Region and Marine Corps commands worldwide by providing the following to help our customers better support the warfighter:

· Responsive support services

· Sound policies

· Timely guidance

· Expert program management
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Greetings,  

As we approach the final months of the FY04, I want to encourage all of you to take full advantage of the new training that focuses on improving our Customer Service processes---this training is scheduled to take place during the month of August.  As you recall, we made a commitment in our Strategic Plan for 2003-2006 to focus on "providing consistent quality customer service throughout AR Division to improve customer relationships, image and reputation" and "to enhance the timely delivery of quality, cost-effective products and services."  A contractor will provide the training to all supervisors and employees (Marines and civilians) in AR Division.  

We welcome GySgt Willis back (ARI) who augmented the Officer's Candidate School training staff at Quantico this summer.  As we again enter another "Code Orange" period, please stay alert and be aware of your immediate surroundings.  For those of you taking a late summer vacation, have fun and drive safely.

Sincerely,

A. A. Washington

Director, AR Division

AR-1


      [image: image3.wmf]
ARDiv, Security Manager

· Reminder from the Admin Office: 

· Submit Morning Reports to Cpl Nguyen daily by 0900.

· Items of interest:

· The ARDiv Annual Picnic is scheduled for September.  More details to come.

· Cpl Nguyen completed the Pentagon Evacuation Training.

ARD

· Promotions:

- Mr. Black, to Head, Facilities Management Section (ARDD).

- Ms. Bedford, to Head, Records, Reports, and Directives Management Section (ARDB).

· Award:

- Congratulations to Ms. Christin upon completing 15 years of dedicated federal civilian service.

· New Joins:

-  Ms. Rotchford, to the Publishing and Logistics Systems Management Section (ARDE) as the Technical Information Management Specialist. 

- Ms. Jamison, to the Records, Reports and Directives Management Section (ARDB) as a Management Assistant.

· Items of Interest:

- Mr. Black completed the renovation of rooms 1233 and 1235 for the Director, Reserve Affairs and staff.  He is currently initiating plans for the renovation of rooms 2407, 2409, 2411, 2413 and 2415 (old Communications Center space).

- Mr. Bungcayao continues the space planning for future HQMC occupancy in the Pentagon.

- Ms. Bedford and Ms. Fortune are working on a proposed revision to the MCO P5215.1 “Marine Corps Directives” with the DMCS staff.

- Mr. Bricker and staff continue the conversion of paper-based non-technical publications and   forms into electronic formats for distribution on MCPEL CD-ROM, the USMC MCEN/WAN/LAN, and the Internet. 

- Mr. Cone is coordinating ARD’s QDR requirements with PP&O and P&R focal points.   
ARH

· Promotions:

- Mr. Collinsworth in ARHQ was promoted to Supervisory Human Resources Specialist, GS-14.

- Mr. Evangelista in ARHA was promoted to Equal Employment Opportunity Specialist, GS-9.

- Ms. Marsh in ARHB-2 was promoted to Human Resources Specialist, GS-12.

- Ms. White in ARHC was promoted to Human Resources Specialist, GS-9.

· Awards:

- Congratulations to Ms. Weldon who received a Certificate of Appreciation and Cash Award from SYSCOM for outstanding service.
- Congratulations to Cpl Loza who received a Certificate of Commendation for outstanding service as a technical support specialist for ARDIV.  Job well done!

· New Join:

- Ms. Loza joined ARHB-1 as a Management Assistant.

· Transfer:
- Ms. Jones in ARHC will be leaving us to live life as a Floridian.  We will miss her.  Wishing both Luci and her husband, Jimmy, the best of luck for a wonderful future.

· Items of Interest:

- August Training for Civilian Marines:

* 5 Aug - ARDiv Customer Service Training for Managers (Annex).

* 9-11 and 23-25 Aug - ARDiv Customer Service Training for all Non-Supervisory Civilians (Annex).

* 17-18 Aug - Negotiating Skills (Quantico).

* 26 Aug - ARDiv Customer Service Training for Managers (Annex).

* 26-27 Aug-  Pre-Retirement Planning (Annex).

* 26 Aug - New Employee Orientation (Quantico).

- Mr. Hubbell stopped by ARHB-2 to praise and thank Ms. Pollard for the service he received when he requested a summer hire.  He was very pleased with the individual hired, plus the customer service he received from Ms. Pollard.

- Mr. Leeman praised Ms. Jackson, Ms. Paschall, Mr. Wright, Mr. Weiss and Mr. Butler. They have worked hard to provide him with expert advice and superb service.   Mr. Leeman also had the pleasure of working with Ms. Pollard.  “She too is a pleasure to deal with, is always helpful and her timeliness is noteworthy!”

ARI 

· Promotions

- Cpl Owen was promoted to his current rank.

· Awards:

- MSgt Curry was awarded a Good Conduct Medal (8th award).

- GySgt Baughman was awarded a Good Conduct Medal (7th award).

- Cpl Farrell was awarded a Good Conduct Medal (1st award).

- LCpl Hibbert was awarded a Good Conduct Medal (1st award).

- LCpl Diehl was awarded a Good Conduct Medal (1st award).

- Cpl Farrell, coach for ARI volleyball team, was presented a 1st place  Henderson Hall regular season Champions trophy and a Henderson Hall Tournament Champions trophy.

· New Joins

 - Maj Eiben reported aboard from 2nd MarDiv, G-6, Camp Lejeune, NC.

- PFC Tull reported aboard from MCCES 29 Palms, CA.

· Transfers:

- Capt Richards transferred to the Advanced Warfighting School,  Quantico, VA.

- SSgt Steverson graduated Drill Instructor School, USMC Recruit Depot, Parris Island, SC and is currently assigned as a Drill Instructor at 1st BN,   B CO training our future leaders for the United States Marine Corps.  

· Items of Interest:
- NMCI CUTOVER:  The transition to the NMCI infrastructure for the HQMC Network is now scheduled for 18 Sep. This transition will preposition HQMC for NMCI seat cutover that is now scheduled for sometime in Nov. 

- SIPRNET RESPONSIBILITY:  On 1 Jul, the Information Technology Center (IT Center) assumed full responsibility for managing the SIPRNET HQMC Network.  The IT Center Marines will now manage, maintain and troubleshoot all devices with the exception of GCCS machines.

- EXECUTIVE OFF-SITE (EOS):  Sgt Urquizu supported the Information Technology requirements of the Executive Off-Site held in July at Arlington, VA Navy Annex and received many kudos from the Special Projects Directorate for her hard work and dedication.

- PHOTO SHOOT:  ARI Division held its annual photo shoot in front of the Navy Annex on Jul 6.

- SPOTLIGHT:  Henderson Hall News front page article on the Information Technology Center about Professional Marines conducting Professional Business dated Jun 25.

- BATTALION BOARDS:  Cpl Vance represented ARI on the NCO of the Quarter Board.  LCpl Rosin represented ARI on the Marine of the Quarter Board.  Cpl Spence represented ARI on the Meritorious Sergeants Board all held in July.

- CAC/PKI INSTALL: The DOD-mandated Common Access Card (CAC) and Public Key Infrastructure (PKI) initiative is now being implemented throughout HQMC.  ARI Marines have currently installed 528 CAC Readers on HQMC Network Users workstations and continually coordinating with each HQMC Staff Organization until the mission is completed.

- SERGEANTS MAJOR SYMPOSIUM:  In direct support of the Special Projects Directorate, Sgt Urquizu and Cpl Holmes completed a site visit to Alexandria, VA in preparation for the SgtsMaj Symposium being held in Aug.
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“Quote of the Month”

“ Nothing ever comes to one, that is worth having, except as a result of hard work.”

- Booker T. Washington.
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