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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, my calendar states the first day of Spring 2004 will be on Saturday, March 20th---none too soon for those of us who quickly grew tired of "skating" to and from the Annex Gate during several days in January and February.  I again encourage all of you to continue to commute safely during these last few weeks of winter weather.  Many old timers in the weather forecasting business remind us that March has produced some of this area's biggest snowstorms.   

In regards to AR Division's performance, I continue to be impressed by the ideas and action generated by AR Division personnel who are members of the two Process Improvement Teams in session---your personal initiative in these areas will make the goals listed in the AR Division Strategic Plan a reality. 

We remain busy across the Division.  This last month we witnessed a change of office location for many of our personnel due to building renovations: ARS Passports, FOIA, Parking, Security and others have moved from the old spaces around Room 1010 to new locations; portions of ARD Publishing and Logistics have moved to expanded offices and Records, Reports and Directives will move very soon to the main ARD body in the 2d Wing; in addition, ARI will relocate their front office to the new Data Center.   Speaking of ARI, hats off to Major Steve Crow and his team for hosting a successful Data Center tour with Mr. Michael Dell (yes, that DELL, who makes the computers).  Stay safe, enjoy the pre-Spring weather and Happy Saint Patrick's Day!  

A. A. Washington

Director, AR Division

AR-1

· Reminders from the Admin Office:

· Sgt FitReps are due 31 Mar 04.

· 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.

· ALCON: Ensure that all access rosters are current.

· HQBN S-3 is conducting remedial PT sessions every Monday, Wednesday, and Friday at 0630.  

· Legal Assistance Branch will operate tax centers in the Navy Annex and the Pentagon.  FREE preparation and electronic filing of state and Federal tax returns services are available to all active duty military members, military retirees, and their dependents.  
· Navy Annex, Rm G503 / M-F 0800-1600 / (703) 692-6930 / Opens 20 Jan 04.
· Pentagon, Rm  5C763 / T&T 0830-1530 / (703) 614-2510 / Opens 3 Feb  (appointments recommended for Pentagon office).
AR-3

· Hail to Mrs. Brenda Proper who joined AR-3 as a Budget Analyst.  

ARD

· Hail to Mr. Don Black who joined ARDD as an Interior Design Specialist.

· Conducted the first, in a series of meetings, termed the "Process Improvement Team (PIT)" to tackle the subject of ARDiv check-in/out procedures for both military and civilian employees. 

Like most ARDiv Branches, we responded to

   numerous BRAC Data Calls (requests for

   information). BRAC (Base Realignment &

   Closure) is a congressionally mandated process

   enacted in 1990 to reduce DoD/Military

   installations and facilities. This process ensures that 

   those installations being considered for closure or

   realignment are evaluated fairly. This is the 4th

   BRAC; the last BRAC was completed in 1995. 

ARH

· Promotions/Reassignment:

- Mr. Pete Evangelista transferred from ARHB to 

  EEO.

- Chris Nelson (ARHB) promoted to higher grade.
   - Annie Gordon (ARHA) promoted to higher grade.
· Awards:

- Julie Burton (ARHC-2) received two on-the-spot 

  awards.

   - Sam Butler (ARH) received a Leadership Award                                                                                                                                                                                                                                                                                                                                                             

     in recognition for his Combined Federal 

     Campaign efforts.

   - Alma Paschall (ARHC) received the Ambassador 

     of Quality Award.

   - Clarissa Pollard (ARHC-2) received the 

     Ambassador of Quality Award.

   - Cheri Matter (ARHC-2) received an on-the-spot 

      award.

   - Michele Shappy (ARHC-2) received an on-the-

      spot award.
· New Joins/Transfers:
   - Farewell to Mr. Richard Keller (ARHK) who

     transferred effective 24 January.

   - Hail to Mr. Julio Matta who joined ARHC-2  

     effective 23 February as the new Supvr  HR 

     Specialist.

   - Farewell to Ms. Mary Rotchford (ARHC-2)

     who transferred effective 21 February.

   - Hail to Mr. William Whaley who joined ARHB

     effective 9 February as the new Deputy Head, Org

     Development Section.

· Vacancies:
 - Security Assistant, GS-0086-04/5/6/7-ARS

 - Security Specialist, GS-0080-12/13 - ARS

 - Suprv HR Specialist, GS-201-13 - HROM

      (Kansas City)

    - Source Librarian, GS-1410-7/9/11/12 - ARD   

    - Writer/Editor, GS-1082-7/9/11 - ARD
· Items of Interest:

- Civilian Training Opportunities:

   -- The following classes will be offered during

       March. To register, contact Cpl Nanese Loza, 

       614-2409/4111.

       a.  Resume Writing (Resumix), 16 March @  

            Annex.

       b.  EEO Training for Supervisors, 24 March @  

            Quantico and 25 March @ Annex.

       c.  Management Competencies, 23-24 March  

            Quantico.

       d.  Mid-Career Retirement Planning, 30-31 

            March @ Quantico.

ARI 

· SSgt Jasmine Esperon (ARIB) reenlisted and  

   subsequently transferred to MCB Quantico.

· Items of Interest:
  NMCI Cutover: NMCI cutover for HQMC is 

    still now tentatively scheduled to begin in the 

    April-to-May timeframe (last month it was the 

    March-to-April timeframe).  Although that date

    is  subject to potential slippage, ARI continues to

    work with NMCI personnel and NMCI

    leadership within the Marine Corps to prepare

    for this transition. 

  HQMC Data Center:  The new server room 

    has been fully operational since mid-November 

    2003 and now the adjoining office spaces have 

    been built-out and occupied.  Additionally, the 

    HQMC Communications Center has relocated

    the majority of their operations to the new

    HQMC Data Center.

  Mr. Michael Dell Visit: The founder and 

    President of Dell Corporation, Mr. Michael Dell, 

    toured the new HQMC Data Center in February.  

    Major Crow briefed Mr. Dell on the center's 

    operational capabilities and its roll in supporting 

    the Office of the Secretary of Defense's Defense 

    COOP Integrated Network (DCIN) initiative in 

    supporting the HQMC COOP effort, and in 

    supporting the Marine Corps Enterprise 

    Information Technology Services (MCEITS) 

    initiative.  
ARS

· Hail to GySgt Darryl Baker who joined AR Security on 27 Feb 04 to serve as an EKMS Manager.

· Hail to LCpl Shawna L. Durborow who joined AR Security on 1 Mar 04 to serve as an Admin Clerk.

· Hail to PFC Kevin R. Fraunfelter who joined AR Security on 3 Mar 04 to serve as an Admin Clerk.
Editor’s Corner

“Quote of the Month”

"The highest courage is to dare to be yourself in the face of adversity.  Choosing right over wrong, ethics over popularity…these are the choices that measure your life.  Travel the path of integrity without looking back, for there is never a wrong time to do the right thing."

-Unknown
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