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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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AR Division continues to make great strides in providing quality customer service to the Departments of Headquarters Marine Corps---last month (May) ARS, ARH and ARI supported several senior level conferences and events at the CMC-level; ARH  advanced the implementation of the Secretary of Navy's (M&RA) plan to bring about significant positive changes to the civilian hiring process; ARH also published a guidebook, "Designing and Implementing Alternative Work Schedule Programs" for HQMC; and ARD provided significant logistics support in the realm of facilities as many of the contracted office renovations at the Annex were completed.  Finally, ARS and ARD look forward to the completion of the Annex Parking Lot project (by mid-July) which will provide an additional 300 "C" parking spaces for our Marines and civilians.  

I hope each of you take full advantage of the beautiful weather that we have been enjoying and spend some meaningful time off from work.  Washington D.C. and the surrounding areas of Maryland and Virginia present numerous opportunities for great family recreation.  The summer driving season has already kicked off with Memorial Day---stay safe and if you consume alcoholic beverages please have a designated sober driver when you travel.

A. A. Washington

Director, AR Division

AR-1

WHAT NO VISIT REQUEST?

ACCESS DENIED!
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Going TAD? Check with your Security Manager to ensure your visit request and/or clearance information is appropriately forwarded through JPAS.  Under no circumstances will personnel hand carry their own visit requests to places being visited.

ARDiv, Security Manager

· TSP Open Season April 15 – June 30, 2004.
· Reminders from the Admin Office:

   - MSgt/GySgt Fitreps are due by June 30th.

· Duty non-availability rosters are due by the 15th monthly. 

· Promotion “recs/nonrecs” are due by the 10th monthly.

· Submit Morning Reports to Cpl Nguyen daily by 0900.

ARD

· Promotions and Awards:

   - Congratulations to Ms. Austin (ARDB) who was promoted on 16 May.

· Items of Interest:

- ARD hosted a "benchmarking session" with representatives from the D.C. Government on 25 May.  The session was requested by Maj Wooten (USMC, Ret.) who is currently serving as the Director of Contracts and Procurement, Office of Management and Administration (OMA), Office of the Chief Financial Officer, District of Columbia.  The purpose of the session was to allow OMA personnel to see how similar functions were performed in ARD (Facilities Management, Electronic Requisitioning, and Supply ordering).  They also requested to see ARH's Electronic Decision Room (EDR).  Accompanying Mr. Wooten was Ms. Camilleri, Deputy Director, OMA; and Mr. Brooks, Director of Support Services.  Capt Thomas, HQBn Supply Officer was present and discussed how supplies are ordered and demonstrated the Boise Office Solutions ordering system.  Mr. Cone, Deputy Head, ARD; Mr. Dobash, Facilities Officer; and Mr. Bungcayao, Space Management Specialist discussed how ARD coordinates and oversees moves and renovations within HQMC.  Mr. DeVaughan, Head ARD, demonstrated the Electronic Requisitioning System (ERS).  Ms. Nelson and Ms. Harris (ARHB) conducted a demonstration of the GroupWare software in the EDR.  Ms. Camilleri stated that she was very impressed with "everything she saw and heard," and requested ARD's assistance in helping her Support Services staff plan and coordinate a complicated personnel relocation.

ARH

· Items of Interest:

- Civilian Training Opportunities:  Contact Cpl Loza at 614-2409 to register for the following workforce development classes:

a.  22-23 Jun, Communication Skills,  Quantico.

b.  29 Jun, Mentoring for Managers, Annex.

c.  8 Jul, Speedreading, Annex.

d.  13 Jul, Resume Writing (Resumix), Annex.

e. 20-21 Jul, Employee Relations for Supervisors, Annex.

f. 27-28 Jul, Conducting High Performance Meetings, Annex.

- ARH and two of our serviced organizations participated in the Public Service Recognition Week 4-9 May, a yearly event that honors the accomplishments and sacrifices of men and women who pursue public service as a career.  This is the first year that our Human Resources Office was represented at this event.  Individuals that participated include:  Mr. Matta, Ms. Carruthers, Mr. Whaley, Ms. Diaz, Ms. Marsh, and Mr. Brooks (ARH); Ms. Cruz (I&L); and Ms. McCain (AAAV).

· Vacancies:

- Defense Travel System Administrator, GS-0301-12.

- Defense Travel System Program Support Specialist, GS-0301-09.

ARI 

· Promotions and Awards:

- LCpl Ayers was promoted to his current rank. 

- LCpl Holmes will be meritoriously promoted to Cpl on 2 Jun.

- SSgt Barrett was awarded his second Navy and Marine Corps Commendation Medal.
· New Joins:

- Sgt Scott reported aboard from Camp Butler, JP.

- LCpl Ayers reported aboard from MCCES 29 Palms, CA.

- PFC Darin reported aboard from MCCES 29 Palms, CA.
· Transfers:

- LCpl Kvasager will transfer to 3rd FSSG, Okinawa, Japan on 15 Jun.

· Items of Interest:
- BRIGADIER GENERAL SELECT ORIENTATION COURSE (BGSOC):  Sgt Urquizu and LCpl’s Hibbert, Holmes and Kvasager professionally supported the Information Technology (IT) requirements for the weeklong BGSOC.

- LOCAL CONTROL CENTER (LCC) OF THE YEAR:  BGen Thomas will formally present the HQMC LCC the “LCC of the Year 2004” award at 1000 on Friday, 11 Jun in the CMC Theater.  This is the second time in two years that the HQMC Communications Center (now known as the HQMC LCC) has won this prestigious award.

- CORPORALS COURSE: Cpl Farrell graduated from the Corporals Course on 21 May.

- BATTLE STAFF COOP EXERCISE:  GySgt Medina, Sgt Hitzemann, and Cpl Pelletier supported the IT requirements for this critical exercise from 11 thru 14 May. 

- JOINT SERVICE OPEN HOUSE: SSgt Barrett, Sgt Hitzemann, and Sgt Young helped support this annual event at Andrews Air Force Base on 14 thru 16 May.

- HEADQUARTERS BATTALION SERGEANT MAJOR POST, RELIEF, AND RETIREMENT CEREMONY:  GySgt Serafino, LCpl’s Owen, Rosin, and Young, and PFC’s Darin and Carico supported the posting of SgtMaj Watkins and the Relief and Retirement of SgtMaj Gadsen on 21 May.

ARS

· New Joins:

- Hail to PFC Teague and PFC Stepp who joined AR Security as Security Clerks. 

- Hail to Mr. Ares who joined AR Security on 17 May.

EDITOR’S CORNER

“Quote of the Month”

"Excellence is the result of caring more than others think is wise, risking more than others think is practical, and expecting more than others think is possible."

-Unknown
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