BY ORDER OF THE COMMANDER
                             158th FW Instruction 34-503

                                                                                                                                 25 Feb 2000












Honor Guard

ORGANIZATION, UNIFORMS AND RESPONSIBILITIES   

This instruction outlines procedures established for the operation of the Vermont Air National Guard Honor Guard (HG).

SUMMARY OF CHANGES

Format and date changes have been made.  Paragraph 5.2 (specifically, compensatory time off  and leave status) are the primary changes within this Fighter Wing Instruction.  A ( indicates revisions from the previous edition.

REFERENCES:  AFI 34-503 Honor Guard, AFMAN 36-2203 Drill and Ceremonies, AFI 36-2903 Uniforms, AFMAN 23-110 Ammunition, AFI 31-209 Weapons and Ammunition Control, AFI 34-501 Mortuary Affairs, FM 22-5 Drill and Ceremonies and Protocol by McCaffree and Innis.

1.  AUTHORITY:  The Honor Guard is established by the Commander, 158th Fighter Wing (FW/CC), at the direction of the Adjutant General, State of Vermont (TAG-VT).

2.  PURPOSE:  The Honor Guard is established for the purpose of rendering military honors to visiting dignitaries, deceased veterans entitled to military funerals and other ceremonial occasions as directed. The Honor Guard is composed of the Red, White and Blue teams with duty dates assigned on HG Form 4, HG Team Duty Roster.  The Team Duty Roster will cover the calendar year and will be published prior to the beginning of the calendar year.  The Honor Guard Crest and Symbolism is as noted on HG Form 1, Honor Guard Crest and Symbolism.

3.  ELIGIBILITY:  Eligibility for Honor Guard ceremonies will be as determined by VT-AG.  All requests for Honor Guard support should be referred to the C/S-Air, VT-AG (Comm 338-3124).  Sanctioned Honor Guard requests will be recorded HG Form 2, Honor Guard Request (Atch #2).

4.  HONOR GUARD MEMBERSHIP:

4.1.  Honor Guard Commander is appointed by the FW/CC

4.2.  Honor Guard NCOIC is appointed by the Honor Guard Commander

4.3.  Honor Guard Team OIC and NCOIC’s are appointed by the Honor Guard Commander

4.4.  Honor Guard membership will be as selected by the Honor Guard Commander and NCOIC with concurrence of the FW/CC.  Personnel selected to be members of the Honor Guard will be obligated to serve a minimum of a one year tour unless relieved from their Honor Guard duties earlier.

Supersedes FWI 34-503, 21 Mar 99  
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5. COMPENSATORY TIME:

5.1.  Compensatory time is not given for Honor Guard details performed during a member’s regularly scheduled work hours.

(5.2.  Honor Guard members receive nine hours of compensatory time for duty performed on non UTA weekends, holidays and compressed days off (CDO's).  If the duty is performed on an administrative leave day or on an individuals scheduled day off (for compensatory time earned or regular leave) nine hours of compensatory time will be earned.  If the duty extends on either end of the work shift, compensatory time will be compensated on a one for one basis.  Honor Guard members will receive written confirmation of duties performed which will result in earned compensatory time (duty performed on non UTA weekends, holidays before or after normal duty hours) and during any entire day leave status.  It is the Honor Guard members responsibility to ensure that their supervisor receives a copy of this correspondence.  HG Form 3, Supervisors Record of Employees Honor Guard Compensatory Time (Atch #3) may be used to record compensatory time earned and used.  Compensatory time for AGR personnel will not be authorized to circumvent the provisions of follow-on leave.  Honor Guard compensatory time will not be posted in the regular Time and Attendance Program.

5.3.  Honor Guard members should try to schedule their work so that they will be available during workdays that their team is on duty.  Unless necessary, (members from other teams cannot be obtained) members will not be called to perform Honor Guard duties on scheduled days off.  Honor Guard OIC is responsible to insure that compensatory time earned is minimized and that work day status is denoted on the most recent copy of HG Form 5 & 5a, Red, White and Blue Team Recall Roster (Atch #5), HG Form 6, Honor Guard Red Team Recall Roster (Atch #6), HG Form 7, Honor Guard White Team Recall Roster (Atch #7) or HG Form 8, Honor Guard Blue Team Recall Roster (Atch #8).

5.4.  Honor Guard personnel will be released from their normal duty section in time to meet the specified reporting time and will return directly to their normal duty section when dismissed during duty hours.  When dismissed outside of duty hours, personnel will report at their next scheduled work period and will be compensated on a one for one basis for the time spent outside their normal work schedule.

6.  HONOR GUARD SIZE AND COMPOSITION:

6.1.  FUNERALS:

6.1.1.  In case of no shows or inability to obtain number of members required, three additional positions may be saved by having the OIC perform flag folder duties with one of the firing element members and having the NCOIC/FS call commands and fire.  The bugler may serve on the firing element as well as perform duties of the bugler.  This reduces the personnel required to nine (9) but is dependent on status of personnel trained.

6.1.2.  OIC (1)




NCOIC/FS (1)




Firing Element (7)




Colors (2)




Flag Folder (1)




Bugler (1) (or tape player)




Total of 12 members
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6.2.  PARADES:  Flag Bearers (2)




   Guards (2)

7.  DUTIES:

7.1.  The Honor Guard Commander/NCOIC will:

7.1.1.  Advise the Commander on all Honor Guard matters.

7.1.2.  Serve as liaison/OPR on Honor Guard matters.

7.1.3.  Coordinate requests requiring multiple team support.

7.1.4.  Insure Honor Guard personnel are properly trained.

7.1.5.  Perform Honor Guard ceremonial duties.

7.1.6.  Order wooden ceremonial blocks as needed.

7.1.7.  Order all Honor Guard equipment required (uniforms, white gloves, ceremonial belts, parade belts, etc.).

7.2.  The Honor Guard Team (Red, White, Blue) OIC/NCOIC will:

7.2.1.  Advise Honor Guard Commander on all Honor Guard matters.

7.2.2.  Serve as liaison for team matters.

7.2.3.  Insure team personnel are properly trained.

7.2.4.  Perform Honor Guard ceremonial duties.

7.2.5.  Insure team members and equipment (rifles, blank ammunition, tape player) are ready for the funeral/ceremony.

7.2.6.  Project ammunition requirements/maintain inventories.

7.3.  The Honor Guard Team (Red, White, Blue) Admin NCO will:

7.3.1.  Contact Honor Guard Team members to arrange participants for funerals/ceremonial functions.

7.3.2.  Distribute applicable copies of HG Forms 2 through 8 to FW/CC, TAG-VT(AIR), Honor Guard Historian, Services, Honor Guard Commander and NCOIC.  In addition, distribute copies to all Honor Guard members who earned compensatory time.

7.3.3.  Maintain all team admin files including copies of funerals/ceremonies performed and up to date team recall rosters.

7.3.4.  Coordinate arrangements for required team transportation support.

7.4.  The Honor Guard Armorer will:

7.4.1.  Clean/maintain rifles in firing order.  Additional assistance may be obtained through the Honor Guard Commander/NCOIC.

7.4.2.  Clean rifle slings as required.

7.4.3.  Ensure weapons and blank ammunition are properly secured and safeguarded.

7.5.  The Honor Guard Member will:

7.5.1.  Perform Honor Guard duties when requested.

7.5.2.  Report to building 110, Honor Guard room or other designated place, at the time specified.

7.5.3.  Provide their supervisor with a copy of HG Forms 2 through 8 as applicable showing all compensatory time earned and the dates it was earned.

7.5.4. Ensure conformance to AFI 36-2903.
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7.6.  The Honor Guard Historian will:

7.6.1.  Maintain a book of all newspaper articles about the Honor Guard


7.6.2.  Maintain a photo file including available videos


7.6.3.  Maintain a book of all letters of appreciation

8.  UNIFORMS:

8.1.  Honor Guard Service Dress Uniform:
8.1.1.  Tie or tie tab with the service dress uniform. 8.1.2.  Single, silver braided aigullette worn grounded on the top left should seam

8.1.3.  Authorized ribbons

8.1.4.  Blue belt with silver braid; chromed buckle with Hap Arnold Design star and wings

8.1.5.  Standard issue Air Force blue shirt

8.1.6.  Service hat with silver trimmed patent leather bill, chromed hat brass/buttons with “Hap Arnold” design star and wings, hat device, scarf and silver braided chinstrap

8.1.7.  Patent leather low quarter shoes (boots authorized in Winter)

8.1.8.  White gloves

8.2.  Honor Guard Winter Uniform:

8.2.1.  For wear during the long Winter season determined by the Honor Guard Commander/NCOIC, shall be the Honor Guard service dress uniform described above with the following additions:

8.2.2.  All weather coat

8.2.3.  Blue belt with silver braid and buckle with “Hap Arnold” design star and wings is worn over the overcoat

8.2.4.  Air Force grey wool scarf

8.2.5.  Black lined winter gloves/at the discretion of the OIC/NCOIC, flag folders may wear white gloves

8.2.6.  Ear protection at the discretion of the OIC/NCOIC, Honor Guard members may wear ear muffs/turtle fur

8.2.7.  Footwear - patent leather boots

8.2.8.  On occasions when Honor Guard members are performing funeral duties (where the all-weather coat will not be removed) in extreme cold weather, members may wear alternate warm clothing which will be covered up by the scarf and all weather coat.

8.3.  Honor Guard Summer Uniform:

8.3.1.  For wear during the short summer season determined by the Honor Guard Commander/NCOIC.

8.3.2.  Light blue short sleeve shirt without tie or tie tab; no nametag, wear ribbons and badges.  Color guard flag bearers do not wear ribbons and badges if wearing slings.

8.3.3.  Headgear - ceremonial service hat with silver trimmed patent leather bill, chromed hat brass/buttons with “Hap Arnold” design star and wings hat devise seal and silver braided chin strap.

8.3.4.  Belt - ceremonial Air Force shade 1620, silver braid along top and bottom edges, chrome buckle with “wing and star” design

8.3.5. Aiguillette - ceremonial, silver, worn grounded on left shoulder seam
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8.3.6.  Footwear - single/double soled, high gloss, poromeric low quarter with metal taps

8.3.7.  White gloves

8.4.  Uniform maintenance - Honor Guard Uniform cleaning is paid for with Operations and Maintenance (O&M) funds.  Uniform turn in and cleaning is arranged through services.

9.  SPECIAL EQUIPMENT/SUPPLIES:

9.1.  Sources of supply for flags, flag carriers, white gloves, parade belts (white) and ceremonial belts (blue/silver) include: Glendale Industries, 192 Paris Ave., Northvale, N.J. 07647-2016 (Comm 1-800-653-5515).

9.2.  Ceremonial wooden blocks (see Honor Guard handbook) are made by the 158 FW/HG.

9.3. Rifles used are the M-1 rifle NSN 1005-00-674-1425.  Requested through supply to 

WR-ALC/LKJMW, Routing Identifier FLB, Robbins AFB, GA 31098-5000.

9.4.  Blank adapters for rifles

9.5.  Blank ammunition: annual blank ammunition projections will be made to the base ammunition supply representative so that these requirements are included in the installation’s five (5) year forecast (reference AFMAN 23-110).

9.6.  Control of weapons and ammunition will be in accordance with AFI 31-209.

10.  TRANSPORTATION:  Military vehicles will be primary transportation used by Honor Guard members going to and form Honor Guard duties.  If desired, members may use their own private vehicles to drive to funerals.



                                                                        GREGORY A. FICK, Col, VTANG



                                                                        Commander

Attachments

1.  HG Form 1, HG Crest and Symbolism

2.  HG Form 2, HG Request

3.  HG Form 3, Supervisors Record of Employee HG Compensatory Time

4.  HG Form 4, HG Team Duty Roster

5.  HG Form 5, HG Red, White and Blue Team Duty Roster with Continuation Sheet

6.  HG Form 6, Red Team Recall Roster

7.  HG Form 7, White Team Recall

8. HG Form 8, Blue Team Recall Roster
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158 HONOR GUARD 

SYMBOLISM

     Mission:  To perform funerals and ceremonies, "To Honor Those Who Served."  The center of the Honor guard crest is the seal of the Army Air force used by many numbered Air forces from World War II to the present.  The 158 is our unit designation.  The crossed rifles are Garand M-1 rifles used in World War II and Korea.  The M1 Garand Rifle was the first rifle used by the Honor guard for the twenty-one gun salute.  The bugle is used to play taps, the last bugle call prior to a service member being laid to rest.  The flowers are poppies. The poppy thrived on the battlefields of Flanders after World War I and become the universal symbol of remembrance for all veterans.  The folded flag is as presented to the next of kin or a deceased veteran. 
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HONOR GUARD REQUEST 


TYPE OF DUTY TO PERFORM:  Funeral / Parade / Retirement / Flag Ceremony / Other


________________________________________________________________________


SERVICE REQUESTED:  Colors / Firing Squad / Bugler / Flag Folder /  Vocalist / Other


________________________________________________________________________ 


Name of Contact / Funeral Home: ____________________________________________


Phone Number:  __________________________________________________________


In Honor of (Name/Ceremony): ______________________________________________

Branch of Service: _________________________________________________________

Campaign:   WWII / Korea / Vietnam / Desert Storm / etc. _________________________

Date Required:


Message Taken By:

Time for HG to Meet:


Date / Time Received: 

Time Required at Site: 


Team Liability: 

Church Service Time: 


Man Hours Expended: 

Vehicle Arranged: 


Comp Time Earned: 

Location: ____________________________________  Town:  _____________________

Directions (From a Landmark): _______________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

CC:  FW/CC

         TAG-VT (AIR)

         HG Admin 

         HG OIC

         Services 

         HG Members

Distribution Made on:  ________  Initials: _____   Posted on Commander's Slide on:  _________

HG Form 2, 21 Mar 99

Privacy Act of 1974 Applies
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SUPERVISORS RECORD OF EMPLOYEES HONOR GUARD COMPENSATORY TIME 
EMPLOYEES NAME:




RANK:












DATE EARNED
HOURS EARNED
DATE TAKEN
HOURS TAKEN
BALANCE
INDIVIDUALS INITIALS

SUPERVISORS INITIALS









































































































































































































































































































































































HG FORM 3, 12 DEC 96
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158TH FIGHTER WING

VERMONT AIR NATIONAL GUARD

HONOR GUARD RED, WHITE AND BLUE TEAM DUTY ROSTER




           PHONE








NAME
WORK CENTER
DUTY
WORK
HOME
TOWN
GOING
DUTY PERF.
WORK DAY
CT HOURS
PRES









































































































































































Key:











O = OIC
C = COLORS


I CERTIY THAT THE ABOVE INFORMATION IS CORRECT







NC = NCOIC
FF = FLAG FOLDER










FS = FIRING SQUAD
NCFS = NCOIC FIRE SQUAD










B = BUGLER/TAPE











          
HG FORM  5, 12 Dec 96
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158TH FIGHTER WING

VERMONT AIR NATIONAL GUARD

HONOR GUARD RED, WHITE AND BLUE TEAM DUTY ROSTER

CON’T SHEET




           PHONE








NAME
WORK CENTER
DUTY
WORK
HOME
TOWN
GOING
DUTY PERF.
WORK DAY
CT HOURS
PRES





































































































































































































I CERTIY THAT THE ABOVE INFORMATION IS CORRECT



















               HG FORM 5a, Reverse, 12 Dec 96 
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158TH FIGHTER WING

VERMONT AIR NATIONAL GUARD

RED TEAM RECALL ROSTER

NAME
WORK CENTER
POSITION
WORK PHONE
HOME PHONE
TOWN
GOING Y/N
DUTY PERF
WKDAY   Y/N
CT HOURS
PRES

































































































































































































O = OIC
C = COLORS


I CERTIY THAT THE ABOVE INFORMATION IS CORRECT







NC = NCOIC
FF = FLAG FOLDER










FS = FIRING SQUAD
NCFS = NCOIC FIRE SQUAD










B = BUGLER/TAPE
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158TH FIGHTER WING

VERMONT AIR NATIONAL GUARD

WHITE TEAM RECALL ROSTER

NAME
WORK CENTER
POSITION
WORK PHONE
HOME PHONE
TOWN
GOING Y/N
DUTY PERF
WKDAY   Y/N
CT HOURS
PRES

































































































































































































O = OIC
C = COLORS


I CERTIY THAT THE ABOVE INFORMATION IS CORRECT







NC = NCOIC
FF = FLAG FOLDER










FS = FIRING SQUAD
NCFS = NCOIC FIRE SQUAD










B = BUGLER/TAPE
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158TH FIGHTER WING

VERMONT AIR NATIONAL GUARD

BLUE TEAM RECALL ROSTER

NAME
WORK CENTER
POSITION
WORK PHONE
HOME PHONE
TOWN
GOING Y/N
DUTY PERF
WKDAY   Y/N
CT HOURS
PRES

































































































































































































O = OIC
C = COLORS


I CERTIY THAT THE ABOVE INFORMATION IS CORRECT







NC = NCOIC
FF = FLAG FOLDER










FS = FIRING SQUAD
NCFS = NCOIC FIRE SQUAD










B = BUGLER/TAPE











             HG FORM 8, 12 Dec  96   
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