
*USAFACFS Reg 210-3 

DEPARTMENT OF THE ARMY 
HEADQUARTERS U.S. ARMY FIELD ARTILLERY CENTER AND FORT SILL 

FORT SILL, OKLAHOMA 73503-5100 
 

USAFACFS Regulation 1 May 2002 
No. 210-3 
 

INSTALLATIONS 
SCHEDULING OF THE 77TH ARMY BAND, FIELD ARTILLERY HALF SECTION, 

POLO FIELD, AND OLD POST QUADRANGLE 
 

Supplementation by subordinate commanders is prohibited unless specifically approved 
by Headquarters, USAFACFS 

 
1.  PURPOSE.  To establish policies and procedures for scheduling the 77th Army Band, 
the Field Artillery Half Section, Polo Field and Old Post Quadrangle (OPQ). 
 
2.  GENERAL.  The 77th Army Band and the Field Artillery Half Section are under the 
operational control of the Directorate of Plans, Training, and Mobilization (DPTM) 
Operations Branch.  The Polo Field and OPQ are operationally controlled and 
scheduled by (DPTM) Operations Branch. 
 
3.  RESPONSIBILITIES.  DPTM responsibilities are as follows: 
 
 a.  Scheduling.  DPTM schedules-- 
 
 (1)  The 77th Army Band, for dress rehearsal and ceremonies. 
 
 (2)  The U.S. Army Field Artillery Half Section, for dress rehearsal and ceremonies. 
 
 (3)  Flight and rail restrictions, during ceremonies. 
 
 (4)  Photographic support, for installation ceremonies. 
 
 (5)  Public address support, for ceremonies. 
 
 (6)  OPQ and Polo Field. 
 
 b.  Reviewing.  DPTM reviews all ceremony Memorandums of Instruction (MOI) and 
directs rehearsals for correct procedures and sequence of events. 
 
_________ 
*This regulation supersedes USAFACFS Reg 210-3, 9 December 1993. 
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 c.  Equipment.  DPTM will provide a canopy for ceremonies located at the OPQ.  
DPTM also provides public address support, for battalion level and higher change of 
command ceremonies and all installation level ceremonies. 
 
 d.  Ground Maintenance Periods.  DPTM supplies the Directorate of Public Works 
(DPW) with the schedule of events, then DPW schedules maintenance periods for the 
OPQ and Polo Field accordingly. 

 
4.  SCHEDULING PRIORITIES. 
 
 a.  First priority is all installation level ceremonies and activities as listed in 
USAFACFS Regulation 210-5 (i.e., monthly retirement ceremonies and retreat 
ceremonies) including buglers for funerals. 
 
 b.  Second priority is colonel/lieutenant colonel change of command ceremonies and 
all events requiring the participation of general officers. 
 
 c.  Third priority is on-post graduation ceremonies, in the order the request are 
received. 
 
 d.  Fourth priority includes all other on-post events, for Training Command CSM, III 
Corps Artillery CSM, Commandant, NCOA, and Marine Detachment CSM Change of 
Responsibility Ceremonies. 
 
 e.  Fifth priority is off-post events that are active duty official functions. 
 
 f.  Sixth priority includes off-post events such as National Guard/Reserve official 
functions, Army Recruiting, and Community Relations. 
 
 g.  Seventh priority is off-post retiree official functions and nonmilitary events. 
 
 h.  Ceremonies have priority over rehearsals.  Dry runs and ceremony rehearsals 
have no priority over scheduled events.  
 
5.  SCHEDULING PROCEDURES. 
 
 a.  Receive approval from DPTM, Operations Branch, to avoid any scheduling 
conflicts, for any event that requires the use of the Polo Field. 
 
 b.  Any on-post unit may request the support of the Band and Half Section and the 
use of the Polo Field.  (Support for unit change of command ceremonies is limited to 
battalion-level and above.)  The OPQ, however, is reserved for installation events, 
ceremonies, or general officer ceremonies.  Approving authority for use of the OPQ is 
the Chief of Staff, USAFACFS.  Route memorandums requests, for use of the OPQ, 
through DPTM, to the Chief of Staff.  You may not utilize the OPQ prior to 0630.  Units 
must observe the following guidelines when preparing requests for support. 
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 (1)  Submit requests for support, in the form of an MOI, routed through the unit’s 
chain of command (the MOI must specify DPTM requirements) or Fort Sill Form 104 
(Training Support Request), figure 1, for those events not requiring an MOI.  Send Fort 
Sill Form 104 requests to the DPTM Operations Branch Scheduling NCO, Bldg 455, Rm 
308.  Requests submitted less than 45 calendar days prior to a ceremony require 
approval from the Chief of Staff, USAFACFS.  Submit five copies of the MOI or the Fort 
Sill Form 104, when submitting requests via paper.  DPTM will stamp and return one 
copy to the unit and keep one as acknowledgement.  Copies are sent to all assets, 
controlled by DPTM, which have been reserved for the unit’s use. 
 
 (2)  Call DPTM Operations Branch prior to submission of MOI’s or Fort Sill Form 
104’s to verify that the desire date and time are open to avoid conflicts in scheduling the 
Band, Half Section and Polo Field.  THIS CALL DOES NOT CONSTITUTE 
CONFIRMED SCHEDULING.  Assets are reserved, only upon receipt of the approved 
MOI or Fort Sill Form 104. 
 
 c.  Submit requests for support of off-post nonmilitary events through the Public 
Affairs Office (PAO).  Submit requests as far in advance as possible.  Requests 
received less than 60 calendar days from the event are considered on a case-by-case 
basis.  PAO will provide DPTM with the following information: 
 
 (1)  Type of support requested. 
 
 (2)  Date, time, location, and type of event. 
 
 (3)  Organization providing required meals and lodging. 
 
 (4)  Organization paying required per diem and/or transportation costs necessary to  
support the event. 
 
 (5)  Point of contact (POC), providing name, address, and telephone number of the 
POC.  The POC must be available 0800-1600, Monday through Friday. 
 
 d.  On-post private organizations will submit their requests through the Directorate of 
Community Activities (DCA).  DCA will forward the request to DPTM. 
 
6.  77TH ARMY BAND SCHEDULING GUIDELINES. 
 
 a.  When requesting the Band, indicate the type of support needed on Fort Sill Form 
104 (figure 2).  When type of support is not clear, DPTM will delay request until unit 
clarification is received.  Use the following musical group names to indicate what 
support is required: 
 
 (1)  Concert Band for major events, USAREC activities, community relations events. 
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 (2)  Marching Band for military ceremonies and parades. 
 
 (3)  Crusader is the big band for official functions, USAREC, community relations. 
 
 (4)  Direct Fire is the pop/rock band for official functions, USAREC, community 
relations.  
 
 (5)  Ceremonial Band for indoor ceremonies or outdoor ceremonies, not requiring 
the marching band. 
 
 (6)  Artillery Jazz Ambassadors is light instrumental jazz for official dinners and  
receptions. 
 
 (7)  Redleg Brass, Reeds Afire, and Firepower Brass are combos of classical music, 
used for official functions and USAREC, community relations. 
 
 (8)  Caisson Dixieland Band is for Dixieland Jazz, for official functions and USAREC,  
community relations. 
 
 (9)  Soloists, indicate which type is needed: 
 
 (a)  Bugler. 
 
 (b)  Pianist. 
 
 (c)  Vocalist. 
 
 b.  Commander, 77th Army Band, based upon his/her experience and technical 
expertise, determines the applicability, of any performing group, in relation to the target 
audience. 
 
 (c)  Requests for scheduling of individual elements of the band are considered only 
when requests do not conflict with full-band participation in another event.  The following 
examples of requests meet the criteria: 
 
 (1)  At DPTM’s discretion, requests for band support, for ceremonial dress 
rehearsals, is limited to a bass drummer and a bugler.  Submit requests for rehearsal 
support, using unit MOI or Fort Sill Form 104. 
 
 (2)  Requests for individual bandsmen (i.e., pianist, bugler, or vocalist). 
 
7.  77TH ARMY BAND GROUP/ENSEMBLE INFORMATION. 
 
 a.  The band can be broken down into groups as listed in paragraph 6a and at the 
discretion of the 77th Army Band Commander.  More detailed group descriptions, 
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consisting of transportation, stage, and set-up requirements is found in USAFACFS 
Supplement 1 to AR 220-90, appendix C. 
 
 b.  Normally, the band will travel to off-post events (outside the immediate Fort 
Sill/Lawton area) in civilian clothes.  This creates a recurring requirement for two 
changing rooms.  Latrines are not acceptable for use as changing rooms. 
 
 c.  By direct contact with the requestor, the Commander, 77th Army Band determines 
the performing group committed to an event and the style of music they will perform.  
He/she bases that decision on the parameters of the event, the requirements/needs of 
the requestor, and the age of the target audience. 
 
8.  HALF SECTION SCHEDULING GUIDELINES. 
 
 a.  Firing Demonstration.  The half section performs, upon request, a demonstration 
of firing procedures for a horse-drawn 1897 French 75mm field piece (figure 3).  These 
demonstrations are performed on the OPQ or Polo Field. 
 
 b.  Presentation of Flowers.  When flowers are provided to the half section by the 
unit conducting the ceremony, the half section will presents the flowers to spouses of 
outgoing and incoming commanders.  This applies to both indoor and outdoor 
ceremonies. 
 
 c.  Other Events.  The half section can support various other events, such as 
opening ceremonies, etc., as approved by the DPTM. 
 
 d.  Safety Considerations.  Weather and terrain conditions sometimes limit the 
availability of Half Section support.  See paragraph 10b, Inclement Weather. 
 
9.  SCHEDULING THE OLD POST QUADRANGLE AND THE POLO FIELD. 
 
 a.  Request use of the OPQ or Polo Field, along with all other support needed, on 
one Fort Sill Form 104. 
 
 b.  Units sign and return a Statement of Understanding (figure 4) with the Fort Sill 
Form 104. 
 
 c.  It is the responsibility of the using unit to follow these rules when using the OPQ 
or Polo Field. 
 
 (1)  No tracked or wheeled vehicles are allowed on the field (except a HMMWV 
when performing a mounted inspection). 
 
 (2)  Clean and remove all dirt and debris, from reviewing stand, following the 
ceremony. 
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 (3)  Mark the field with paint and flags, only. 
 
 (4)  Following the ceremony, units will police field and bleacher area. 
 
10.  SCHEDULING RESTRICTIONS. 
 
 a.  Block Leave.  Requests for support are not honored during the band and half 
section unit block leaves.  Due to their unique scheduling requirements, the band and 
half section take leave in two unit block leave periods.  These leave periods occur 
during the summer and during the Christmas holidays.  The dates are staffed 
throughout the installation and approved by the Chief of Staff. 
 
 b.  Inclement Weather. 
 
 (1)  Inclement Weather Plan.  Any unit requesting a half section or out door band 
performance, must have an inclement weather plan.  If weather conditions preclude 
band or half section participation, notify DPTM Operations Branch of any changes, so 
they can notify the band and/or the half section. 
 
 (2)  Half Section.  Due to the nature of half section performances, inclement weather 
conditions, causing slick ground surfaces, may preclude their ability to support an event.  
This is especially true during November through February.  If possible, schedule events 
after 1100, November through February and, due to the heat, before 1200 during May 
through August. 
 
 (3)  77th Army Band.  Band performance, during inclement weather, is determined, at 
the discretion of the senior leader of the band, at the commitment.  Musical support is 
reduced, when weather conditions will impair performance or damage musical 
instruments.   
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TRAINING SUPPORT REQUEST 
 
 
IMPORTANT!  You must hand carry all requests which provides less than 45 calendar days lead time to 
DPTM Operations with a memorandum of lateness signed by a commander (LTC or above), director, or 
chief of special staff or tenant unit. 
 

 
 
DATE:  22 OCT 01 
 
 
TO:  DPTM Op Branch 
 
 
FROM: S3, 6-32  
 
 
POC: SFC STONE 
 
 
TELEPHONE: 2-5645 
 
 
REQUEST FOR WEEK ENDING: 28 JAN 02 (SAT) 
 
 
TYPE OF SUPPORT: 77th ARMY BAND 
 
 
REQUEST #:  (for unit use) 
 
 
TIME: 0900 - UTC 
 
 
REQUIREMENT: Marching Band 
 
 
REPORT TO: 1SG ROCK 
 
 
AREA, BLDG, LP, OR PLACE:  Polo Field 
 
 
REMARKS: to perform for BN Change of Command, 26 JAN 02 
 
Page  1 of  1 Pages 
 
FS Form 104 
(DPTM)  1 Jul 00 
 
 
 
 
 
 
 

Figure 1.  FS Form 104, Example of 77th Band Requirement for Battalion Change of 
Command 

 

7 



USAFACFS Reg 210-3, 1 May 2002 

TRAINING SUPPORT REQUEST 
 
 
IMPORTANT!  You must hand carry all requests which provides less than 45 calendar days lead time to 
DPTM Operations with a memorandum of lateness signed by a commander (LTC or above), director, or 
chief of special staff or tenant unit. 
 

 
 
DATE:  11 OCT 01 
 
 
TO:  DPTM Op Branch 
 
 
FROM: G3, TNG CMD 
 
 
POC: 1SG Chatman 
 
 
TELEPHONE: 2-2188 
 
 
REQUEST FOR WEEK ENDING: 31 AUG 02 
 
 
TYPE OF SUPPORT: 77th Army Band 
 
 
REQUEST #:  G3-00-942 
 
 
TIME: 1030 - UTC 
 
 
REQUIREMENT: Direct Fire 
 
 
REPORT TO: 1SG Chatman 
 
 
AREA, BLDG, LP, OR PLACE:  Kerwin Auditorium 
 
 
REMARKS: to perform at WOAC 3-02 Graduation, 29 Aug 02 
 
Page  1 of  1 Pages 
 
FS Form 104 
(DPTM)  1 Jul 00 
 
 
 
 
 
 
 
 

Figure 2.  FS Form 104, Example of 77th Band Support for Graduation Ceremony 
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TRAINING SUPPORT REQUEST 
 
 
IMPORTANT!  You must hand carry all requests which provides less than 45 calendar days lead time to 
DPTM Operations with a memorandum of lateness signed by a commander (LTC or above), director, or 
chief of special staff or tenant unit. 
 

 
 
DATE:  29 OCT 01 
 
 
TO:  DPTM Op Branch 
 
 
FROM: Protocol Office 
 
 
POC: Donna Cunningham 
 
 
TELEPHONE: 2-3902 
 
 
REQUEST FOR WEEK ENDING: 5 JAN 02 
 
 
TYPE OF SUPPORT: Half Section 
 
 
REQUEST #:        
 
 
TIME: 1300 - 1700 
 
 
REQUIREMENT: Firing Demonstration 
 
 
REPORT TO: Mrs. Cunningham 
 
 
AREA, BLDG, LP, OR PLACE:  OPQ 
 
 
REMARKS: Half Section to perform demonstration for XXXXXXXXXXX 
 
Page  1 of  1 Pages 
 
FS Form 104 
(DPTM)  1 Jul 00 
 
 
 
 
 
 
 
 
 

Figure 3.  FS Form 104, Example of Half Section Support for Firing Demonstration 

9 



USAFACFS Reg 210-3, 1 May 2002 

DATE 
 

STATEMENT OF UNDERSTANDING 
 
1.  I fully understand the vehicle restriction policy of no tracked or wheeled vehicles on 
the Polo Field and the OPQ unless approved by the Directorate of Public Works (DPW).  
It is my responsibility to coordinate with DPW for their approval of all wheeled vehicles 
except for mounted inspection (1/4 – ton or HMMWV). 
 
2.  The using unit will clean the carpet on the reviewing stand of all dirt and debris 
IMMEDIATELY following the ceremony. 
 
3.  Paint and flags are the only acceptable methods of marking the parade fields.  CAN 
LIDS AND NAILS WILL NOT BE USED UNDER ANY CIRCUMSTANCES. 
 
4.  I understand my unit is responsible for police of the field and the bleacher area. 
 
 
 
 
        Commander’s Signature Block 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 4.  Statement of Understanding 
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______________________________________________________________________ 
The proponent of this regulation is the Operations Branch, Directorate of Plans, 
Training, and Mobilization.  Users of this regulation are encouraged to submit any 
comments or suggested improvements concerning its provisions directly to 
Commander, USAFACFS, ATTN: ATZR-TPO.  Use of DA Form 2028 (Recommended 
Changes to Publications) will facilitate the processing of any recommended changes. 
 
FOR THE COMMANDER: 
 
   
 
 
 
 
 
 
 
 
 
 
N
D
 
 
D
F
 

  
     ROBERT A. CLINE 
     COL, FA 
     Chief of Staff 

  

ICHOLAS L. BONACCI 
irector of Information  

 Management 

ISTRIBUTION: 
ort Sill Internet 
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