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Chapter 1 

INTRODUCTION 

Purpose: 

     The United States Volunteers-Joint Services Command Military Funeral Honors 

Training Manual is designed to provide uniformity and standardization for all USV-

JSC organizations.  This Manual prescribes procedures for all Drill and Military 

Funeral Honors. 

Scope: 

     This Manual encompasses all drill and Military Funeral Honors procedures for 

use by USV-JSC organizations.  The Military Funeral Honors outlined in this 

Manual is that traditionally executed by USV-JSC units.   

Recommendation of Modification: 

     Recommendations for improving or modifying the USV-JSC Military Funeral 

Honors Training Manual are invited.  Recommended changes will be submitted to 

CG and J3, Operations and Training. 

Action: 

     All USV-JSC personnel shall familiarize themselves with this USV-JSC Military 

Funeral Honors Training Manual. 

Reserve Applicability: 

     This training Manual is applicable to the USV-JSC Organization. 

Certification: 

     Reviewed and approved this date: 

 

BG Alexander Peng My, USAFVR  LTG Allen A. Baumann, USAVR 

9th Regional Commander    Commanding General 

USV-JSC      USV-JSC 

BOOTS ON GRAVES    BOOTS ON GRAVES 
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Chapter 2 

Organization of the Operations Team 

     An Operations Team is composed of not less than 14 nor more than 17 US 

volunteers as follows: 

1. COMMANDER:  Captain (O3) 

2. Deputy Commander:  First Lieutenant/Warrant Officer (O2/WO) 

3. FIRST SERGEANT/NCOIC of Firing Party: Non-Commissioned Officer 

Grade E-8 

4. Staff Sergeant/5-8/Firing Party:  Non-Commissioned Officer Grade E-6 

5. Sergeant/4/Color Guard:  Non-Commissioned Officer Grade E-6/E-5 

6. Sergeant/2/Flag Folders:  Non-Commissioned Officer Grade E-6/E-5  
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Chapter 3 

The USV-JSC 14-17 Volunteer Operations Team Duties 

COMMAND SECTION: 

1. Commander:  Captain 

2. Executive Officer:  1LT/WO 

3. First Sergeant:  1SG (E8) 

The functions of the Command Section are: 

Commander:                                                                                                                                                                            

Responsible for all the Operations Team does or fails to do. 

Directs his Executive Officer and First Sergeant in the duties expected by the 

Commander 

Serves as the Point of Contact (POC) for all Operations Team actions, planning, 

coordinating, disciplining, seeking help from his Company Commander, ensuring 

Awards and Decorations are obtained for his Operations Team, Official 

Representative at all meetings, social functions, personnel conduct is IAW TC/FM 

3-21.5, paragraph 14-4,  etc., for his Operations Team; stops outside interference 

directed at any US Volunteer on his Operations Team; insures all training is 

conducted IAW TC/FM 3-21.5 Drill and Ceremonies insuring the Field Manual is 

current; establishes Standard Operating Procedures with specific actions by 

specific US Volunteers on the Operations Team; insures Team and Individual 

records are maintained; etc. 

Executive Officer:                                                                                                                                                

Serves as Commander in the absence of the Operations Team Commander and 

performs all duties and assignments so ordered by the Commander. 

Is the Administrative Officer and Logistics Officer for the Operations Team. 

Coordinates with the US Volunteers of the Operations Team to insure the 

minimum number of US Volunteers are available to conduct Military Funeral 

Honors Ceremonies on the scheduled day of duty. 
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Maintains an Alert Roster with periodic "testing"  

Coordinates transportation to and from the Ceremony site and any available 

transportation at the Ceremony site for use by the Operations Team, e.g., bus 

available at the National Cemetery for use thereby eliminating unnecessary use of 

POVs 

Insures sufficient weapons are available for the Firing Team; that the Blank 

Ammunition is available; that the Operations Team carries water and has a First 

Aid Kit available; fully versed on emergency transport at the Ceremony site and 

how to contact proper authorities, communication procedures, etc.    

Insures military decorum, uniforms meet the standards for each distinctive USV-

JSC Service uniform. 

Assists in Training the Operations Team including Individual Training and Unit 

Training 

Carries a Sword to assist the First Sergeant should the necessity arise 

First Sergeant:                                                                                                                                         

Serves as the Operations Team Senior NCO, coordinates directly with the 

Commander, conducts all Training, provides direct leadership and discipline to the 

other NCOs on the Operations Team (IAW FM 7-22.7); ensures members are 

Cross-trained; ensure all equipment is available and in working condition and is 

accountable for all equipment and US Volunteers; conducts pre-Inspections of US 

Volunteers haircuts, shaves, uniforms, shoes, and equipment; forms the 

Operations Team for Inspections by either the Commander or the Executive 

Officer; observe each Operations Team US Volunteer for correct personal conduct 

(IAW TC/FM 3-21.5, paragraph 14-4) and knowledge of current Drill and 

Ceremonies (IAW TC/FM 3-21.5) and directs extra training for those who are sub-

par; recommends promotions, change of duties and when necessary, removal 

from the prestigious ranks of the Operations Team. 
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Carries an Army Sword as part of his uniform and is trained in Sword Drill and 

Ceremonies and Sword Commands and proper execution for Military Funeral 

Honors with principal duty as Commander of the Firing Party.  Impress upon the 

Firing Team the necessity for precision, military uniformity to each Command and 

any lesser or sloppy performance is abundantly obvious to the NOK and funeral 

party.      

Serves as the Senior NCO for mentoring, as the best example of an NCO in dress, 

decorum, NCO duties and responsibilities, coach and mentor 

Ensures the highest state of Esprit de Corps for the NCOs of the Operations Team 

 Stresses the need for each US Volunteer to recruit to serve in the prestigious 

USV-JSC with duties on an Operations Team 

Conducts his/her actions and Team Training IAW TC/FM 3-21.5 

Firing Party (5-8 Staff Sergeants):                                                                                               

Commanded by the First Sergeant or Executive Officer, conducts the three rounds 

of honor Firing of Arms for the deceased Veteran with dignity, precision and strict 

military uniformity IAW TC/FM 3-21.5 Chapter 14.  The Firing Party is highly visible 

to the NOK and the funeral party, therefore, full attention to each Command is of 

paramount necessity.   

Color Guard (4 Sergeants):                                                                                                             

The initial entry of the Greeting Party with the Color Guard sets the standard and 

raises the Military Ceremonial process of the final departure of the US Armed 

Forces Service Member.  The NOK and funeral party observing the Color Guard 

conduct of precision, perfect uniforms, haircuts, etc., decorum makes the FIRST 

IMPRESSION upon them.  (Trained and performs its duties IAW TC/FM 3-21.5) 

Flag Folders (2 Sergeants):                                                                                                                       

With two Flag Folder US Volunteers, correct folding and presentation of the Flag 

is a daunting process.  Either the First Sergeant or the Executive Officer must 

assist to insure the 13 folds are tight, begun and ended properly and done with 

MILITARY dignity.  (Trained and performs its duties IAW TC/FM 3-21.5)  
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http://www.youtube.com/watch?v=8jw7qUz6cf0&feature=share&list=PLElSjthx0t

V3dDkQ9NBwOBEdfVM8fmhjG 

http://www.youtube.com/watch?v=nZly_p3Aw5A&feature=share&list=PLElSjthx0

tV3RO4qpdW4ZHZNFqdS3Zc8f 

http://www.youtube.com/watch?v=asUOxn_6Ylc&feature=share&list=PLElSjthx0t

V2S_67UEzD2Xtgwq0qVBcY- 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.youtube.com/watch?v=8jw7qUz6cf0&feature=share&list=PLElSjthx0tV3dDkQ9NBwOBEdfVM8fmhjG
http://www.youtube.com/watch?v=8jw7qUz6cf0&feature=share&list=PLElSjthx0tV3dDkQ9NBwOBEdfVM8fmhjG
http://www.youtube.com/watch?v=nZly_p3Aw5A&feature=share&list=PLElSjthx0tV3RO4qpdW4ZHZNFqdS3Zc8f
http://www.youtube.com/watch?v=nZly_p3Aw5A&feature=share&list=PLElSjthx0tV3RO4qpdW4ZHZNFqdS3Zc8f
http://www.youtube.com/watch?v=asUOxn_6Ylc&feature=share&list=PLElSjthx0tV2S_67UEzD2Xtgwq0qVBcY-
http://www.youtube.com/watch?v=asUOxn_6Ylc&feature=share&list=PLElSjthx0tV2S_67UEzD2Xtgwq0qVBcY-
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Chapter 4 

USV-JSC Military Funeral Honors Model 

     The Military Funeral Honors may be efficiently rendered by a detail of fourteen 

to seventeen members. Upon arrival of the procession, the Operations Team 

Commander/Executive Officer positions himself between the Chaplain and the 

Shelter.  The pallbearers form and remove the casket from the conveyance.    

Note:  Honorary Pallbearers 

     The selection of honorary pallbearers is the responsibility of the next of kin or 

family of the deceased.  If honorary pallbearers take part in the funeral ceremony, 

the OIC of the ceremonial unit should be advised prior to the funeral.   The 

honorary pallbearers should arrive at the gravesite in sufficient time prior to the 

funeral procession in order to receive instruction from the OIC.  The uniform for 

military personnel serving as pallbearers should be the service dress uniform, as 

directed by USV-JSC Uniform Code. 

   

  Honorary Pallbearers 

     When the casket is placed in the Shelter, the FIRST SERGEANT commands the 

Firing Party and the Bugler to ORDER ARMS and PARADE REST.  The FIRST 

SERGEANT terminates his Salute and assumes the position of PARADE REST and 

moves to the Command Position of the Firing Team site.  
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     After Parade Rest has been commanded, the Operations Team 

Commander/Executive Officer addresses the NOK and attendees advising them 

the rifle fire may be loud and so cover your ears, especially of small children; at 

the sound of TAPS all should stand and place their right hand over their heart and 

if current or prior US Armed Forces members, render the hand salute.  The 

Operations Team Commander/Executive Officer commands the FIRST SERGEANT 

Fire Three Volleys.  The FIRST SERGEANT renders his salute to the 

Commander/Executive Officer with his Sword.  The Commander/Executive Officer 

executes Present Arms.  The FIRST SERGEANT commands the Firing Party to 

Attention, then With Blank Ammunition Fire Three Volleys.  The FIRST SERGEANT 

then commands, Ready, Aim, Fire for each volley.  The Firing Party upon 

completion of the three volleys immediately executes Present Arms.  The First 

Sergeant executes Present Arms with his sword.  That is the signal for the Bugler 

who is positioned near the Firing Party and in view of the NOK to sound TAPS. 
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Seven Firing Team Members and NCOIC of Firing Party 

At the conclusion of TAPS the FIRST SERGEANT commands Order Arms and Parade 

Rest.  The Commander/Executive Officer terminates his Salute. 

     

                     A bugler sounds taps 

      The Flag Folder Team aided by the Commander/Executive Officer, fold the Flag 

making sure it does NOT touch the casket.  As the flag is folded, it is passed to the 

Team’s Senior NCO at the head of the casket, who makes the final tuck.   
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                       Two flag folders 

     After the flag is folded, the Team senior NCO executes a Right Face and places 
the folded flag at chest level into the hands of the Operations Team 
Commander/Executive Officer.  The Team senior NCO salutes the flag for three 
seconds after presenting it to the Commander/Executive Officer and the 
Commander/Executive Officer salutes the flag for three seconds before taking it 
from the Team senior NCO.  The Commander/Executive Officer does an About 
Face (or Left/Right Face as appropriate) and presents it at chest level to the 
Chaplain.  The Commander/Executive Officer salutes the flag for three seconds 
after presenting it to the Chaplain.  The Commander/Executive Officer returns to 
his proper position.  The Chaplain then moves by the most direct route to the 
NOK who is to receive the flag.  Upon presentation, the Chaplain/Presenter 
renders the following statement:  THIS FLAG IS PRESENTED ON BEHALF OF A 
GRATEFUL NATION AS AN EXPRESSION OF APPRECIATION FOR THE HONORABLE 
AND FAITHFUL SERVICE RENDERED BY YOUR LOVED ONE.   Other appropriate 
remarks may be added.  Upon completion, the Chaplain/Presenter returns to his 
original position.   
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  Flag Presentation to the Commander/Chaplain 

 

   

  Flag Presentation to NOK 

http://youtu.be/VwjznyOQwLE  

     After the presentation is completed, the FIRST SERGEANT marches the Firing 
Team and the Bugler from the site.  At the first Halt, the rifles of the Firing Team 
are cleared and inspected.  Upon completion, the team will perform an After 
Action Review, to point out any necessary improvements. 

 

http://youtu.be/VwjznyOQwLE
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     The Operations Team Commander/Executive Officer assembles the Operations 
Team at a proper location so as not to interfere with the continuing Military 
Funeral Honors Ceremony.  The Dispatcher shall be notified by the 
Commander/Executive Officer that the Military Funeral Honors Ceremony of 
Operations Team X is complete and ask for further instructions so preparations 
may be made.  

http://www.youtube.com/watch?v=qhXkP2emFII&feature=share&list=PLElSjthx0t
V15wEjbw4zXTAs46RpTKTZp 

http://youtu.be/ShyJs4j6qY4 

 

http://www.youtube.com/watch?v=UtXd32urGt8&feature=share&lis

t=PLElSjthx0tV3kcPfjQMiz-6zA8UAaQj_f 

Note:  Duties of the Chaplain 

     The chaplain takes his position in front of the chapel before the arrival of the 

remains.  He precedes the casket when it carried from the hearse into the chapel 

and from the chapel to the hearse.  While the remains are being placed in the 

hearse, he stands at the rear and to the side facing the hearse.  At the conclusion 

of the chapel service, he then precedes the hearse to the gravesite and precedes 

the casket to the grave. 

 
                                           Chaplain 

http://www.youtube.com/watch?v=qhXkP2emFII&feature=share&list=PLElSjthx0tV15wEjbw4zXTAs46RpTKTZp
http://www.youtube.com/watch?v=qhXkP2emFII&feature=share&list=PLElSjthx0tV15wEjbw4zXTAs46RpTKTZp
http://youtu.be/ShyJs4j6qY4
http://www.youtube.com/watch?v=UtXd32urGt8&feature=share&list=PLElSjthx0tV3kcPfjQMiz-6zA8UAaQj_f
http://www.youtube.com/watch?v=UtXd32urGt8&feature=share&list=PLElSjthx0tV3kcPfjQMiz-6zA8UAaQj_f
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Chapter 5 

Rules for Ceremonial Firing and Commands 

 

     For ceremonial firing, the firing party consists of not more than seven riflemen 

and not less than five with one noncommissioned officer in charge (NCOIC).  The 

firing party is normally pre-positioned at the gravesite and facing in the direction 

that allows it to fire directly over the grave.  However, care should be taken to 

ensure that rifles are fired at a 45-degree angle from the horizontal. 

To load:  

1. Rifles are loaded with three rounds and blank adapters are attached before 

forming the firing party. 

2. At the conclusion of the religious services, the noncommissioned officer in 

charge commands WITH BLANK AMMUNITION, LOAD.  At the command 

LOAD, each rifleman executes PORT ARMS, faces to the half right, and 

moves his right foot 10 inches to the right to a position that gives him a 

firm, steady stance.  He then chambers a round, places the weapon in the 

safe position, and resumes PORT ARMS. 

To Fire by volley: 
1. Place  

2. The weapon on safe, when the riflemen have completed the movement and 

the weapons are locked; the commands are READY, AIM, FIRE.  At the 

command READY, each rifleman moves the safety to the fire position.  On 

the command AIM, the rifle is shouldered with both hands with the muzzle 

to the front at an angle of 45 degree from the horizontal.  On the command 

of execution FIRE, the trigger is squeezed quickly, and the weapon is 

immediately returned to PORT ARMS. 

3. To continue the firing with weapons that function automatically (blank 

adapter), the commands AIM and FIRE are given and executed.  To 

continue the firing with weapons that must be manually operated to 

chamber another round (without blank adapters), the commands READY, 

AIM, FIRE, are again given.  On the command READY, each rifleman 

manually chambers the next round.  The commands AIM and FIRE are then 

given and executed.   
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4. When the third round has been fired and the riflemen have resumed PORT 

ARMS, the noncommissioned officer in charge commands CEASE FIRING.  

The riflemen immediately assume the POSITION of ATTENTION (at PORT 

ARMS), and face to half left.  From this position, the firing party is 

commanded to PRESENT ARMS before the playing of TAPS.  After TAPS, 

they are commanded to ORDER ARMS.  The noncommissioned officer in 

charge executes a RIGHT (LEFT) FACE and remains at ATTENTION until the 

flag has been folded and saluted by the officer in charge or 

noncommissioned officer in charge of the funeral detail.  At this time, the 

firing party noncommissioned officer in charge executes a RIGHT (LEFT) 

FACE and commands RIGHT (LEFT), FACE; PORT, ARMS; and FORWARD, 

MARCH.  At the first halt, the rifles of the firing party are cleared and 

inspected.  During the command FIRING the NCOIC may be positioned to 

the rear of the formation or on the opposite flank. 

   

   

              Seven firing party members and one NCOIC in charge 
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Chapter 6 

The Playing of Taps 

 

      The powerful Taps was adopted throughout the military.  In 1874, it was 

officially recognized by the U.S. Army.  It became mandatory at military funeral 

ceremonies in 1891.  There is something beautiful and appropriate in the music of 

this wonderful call.  Its strains are melancholy, yet full of rest and peace.  Its 

echoes linger in the heart long after its tones have ceased to vibrate in the air.  

The playing of Taps is performed by a lone bugler or an audio recording, at a 

distance 30 to 50 yards from the grave site while a “Final Salute” is given.  After 

firing three volleys, the Taps will begin playing.  For the playing of Taps, a live 

bugler is preferred.  If none is available, the detail may play a quality recording of 

Taps.  The commander responsible for the deployment of military funeral honors 

teams must ensure the quality of the recording of Taps. 

Bugler Attention: 

1. This will describe the position of hands and feet during the position of 

attention. 

2. The bugle will be held horizontal at the belt level on the left side of the 

body with the bell of the bugle facing forward. 

3. The left hand will grasp the forward loops and the right hand will form 

“C” fist along the right side of the body running parallel with the seam of 

the trousers. 

4. Feet will be together with heel and toe touching facing forward.  
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                                                         Bugler Attention 

Bugler Ceremonial at Ease: 

1. This will describe the position of the hands and feet during ceremonial 

at ease while holding the bugle. 

2. The bugle will be along the left side at belt level with the bell of the 

bugle facing forward. 

3. Left hand will secure the bugle and the right hand will form a “C” fist will 

covering the bell. 

4. Feet will be shoulder width apart, toes facing to the front. 
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              Ceremonial at ease (Parade rest)  

Bugler Present Arms: 

1. This will describe the bugler actions returning salute to detail NCOIC to 

sound Taps. 

2. This sequence starts from the position of attention. 

3. Count one is a simultaneous half face.  

4. Count two is the movement of the right arm and hand, finger extended 

and joined and brought to the brim of the cap.   The arm is parallel to 

the marching surface.   

5. Upon completion of salute, bugler will drop right hand and arm to the 

right side. 

 

 

                                              Present arms 
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Bugler Sounds Taps: 

1. This will describe the movement form the position of attention to the 

sounding of Taps. 

2. This movement begins at the position of attention. 

3. The right hand will have a cut to the bell of the bugle while pressing the 

play button on the cone. 

4. The right hand grasps the top of the bugle.  

5. The left hand guides it to the mouth.  Once at the mouth, the left hand 

cuts back to the left side of the body forming a “C” fist.   

6. At completion of Taps, bugler returns to attention in reverse order. 

 

 

                                                 Boggler sounds Taps 

http://www.youtube.com/watch?v=WBexObUW6-

Q&feature=share&list=PLElSjthx0tV3OzuNp3aXkeUd_bhw7Lary 

 

 

 

 

http://www.youtube.com/watch?v=WBexObUW6-Q&feature=share&list=PLElSjthx0tV3OzuNp3aXkeUd_bhw7Lary
http://www.youtube.com/watch?v=WBexObUW6-Q&feature=share&list=PLElSjthx0tV3OzuNp3aXkeUd_bhw7Lary
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Chapter 7 

The Folding and Presenting of the Flag 

 

     The Flag was made of Cotton Bunting material.   The size of the Interment Flag 

is 5 feet by 9 feet.  During the playing of Taps, the Flag was held at a ¼ position. 

Before folding the Flag, the presenter and the main Flag folder come to attention 

salute for three seconds. Once eye contact is made between the presenter and 

the main folder, the two will bend forward and grasp the flag at the center and 

simultaneously slide their hands out to the corners together.    On a signal, usually 

eye contact, the presenter and the main folder will stand using the “one, two, 

three, and step back” cadence. 

The Procedure of Folding the Flag: 

1. The flag will be raised over the casket.  Hold flag waist-high so that the 

flag surface is parallel to the ground.  

2. To fold the flag, bring the striped half up over the blue field with the 

stars away from the family and the stripes towards the family. 

3. Then fold it in half again, being careful that the blue field is on the 

outside. 

4. As one person holds the flag by the blue field, another brings the lower 

striped corner to the upper edge and makes a triangular.  

5. Then fold the upper point in to form another triangle.  Continue until 

the entire length of the flag is folded. 

6. When near the end, nothing but the blue field showing, tuck the last bit 

into the other folds to secure it so that only the blue field and white 

stars are visible. 

7. When this is done, the presenter right hand and the main folder left 

hand will simultaneously slide to the bottom of the flag. 

8. On a signal, the two will turn the flag to a horizontal position. 

9. The presenter will grasp the flag, with the left hand over right, and the 

main folder will let go and do a slow hand salute and drop the salute 

(three seconds up, hold three seconds, and lower three seconds).  The 

flat side of the flag is pointed away from the main folder. 
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Presenting the Flag to Next of Kin (N.O.K): 

1. The presenter will rotate the flag by using the left hand to grab the far 

right of the flag and turn it so that the flat side is pointed away from the 

presenter. 

2. The presenter will walk towards the next-of- kin and say:  “SIR/MA’AM, 

THIS FLAG IS PRESENTED ON BEHALF OF A GRATEFUL NATION AS AN 

EXPRESSION OF APPRECIATION FOR THE HONORABLE AND FAITHFUL 

SERVICE RENDERED BY YOUR LOVED ONE.”  

3. The presenter stands at the position of attention and salutes the flag. 

4. Afterwards, the presenter may shake the hands of the family and walk 

towards the rest of the honor guard team. 

    

                      Foot                                                         Head 

                      Corrected method of displaying the flag with the casket 
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                             Corrected method of folding the United States flag 

                    

         Six folding flag members 
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        Holding the folded flag 

         

       Presenting the flag 

http://www.youtube.com/watch?v=QuyY_WUv8Vs&feature=share&list=

PLElSjthx0tV0zGfEDm34CDzHTtx8G9MZv    

 

 

 

 

 

 

 

http://www.youtube.com/watch?v=QuyY_WUv8Vs&feature=share&list=PLElSjthx0tV0zGfEDm34CDzHTtx8G9MZv
http://www.youtube.com/watch?v=QuyY_WUv8Vs&feature=share&list=PLElSjthx0tV0zGfEDm34CDzHTtx8G9MZv
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Chapter 8 

Wear and Appearance of Uniforms 

 

     The United States Volunteers-Joint Services Command (USV-JSC) requires all 

members to maintain a high standard of dress and personal appearance.  Pride in 

each member‘s personal appearance and uniform greatly strengthen the esprit de 

corps essential to an effective USV-JSC organization.  A need and well groomed 

appearance for all personnel is fundamental to the USV-JSC mission 

accomplishment.   It is the responsibility of the entire chain of command to 

ensure that personnel present a neat and soldierly appearance.  It is the duty of 

all personnel to take pride in their appearance. 

Wearing the Uniform: 

When to Wear the Uniform 

     The USV-JSC personnel must wear the prescribed service uniform at all 

places of duty during duty hours.  The installation commander designates 

the appropriate uniform combinations in accordance with local climate and 

mission requirements.  Special occasions require wearing the service dress 

uniform.   

Standards of Dress and Appearance 

     Although all USV-JSC personnel must maintain a high standard of dress 

and appearance, officers in particular, whose manner of dress and personal 

appearance provide visual example for enlisted personnel, must wear the 

uniform in a manner that emphasizes pride and must keep their personal 

appearance above reproach.   

     The elements of the USV-JSC standard are neatness, cleanliness, and 

military image.  The first two are absolute, objective criteria.  The third 

standard, military image is subjective in that the American public draws 

certain conclusions based on the image presented by USV-JSC members.  

The military image, therefore, must instill public confidence and leave no 

doubt that USV-JSC members live by a common standard and respond to 

USV-JSC order and discipline. 
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Appearance in uniform is an important part of the USV-JSC image.  Because 

judgment as to what constitutes the proper image differs in and out of the 

military, the USV-JSC must spell out what is and what is not acceptable.  For 

example, when in uniform, service members will not put their hands in 

their pockets.   

Uniform Standards 

     Keep your uniform clean, neat, and correct in design specification, 

properly fitted, pressed, and in good condition-not frayed, worn out, torn, 

faded, or stained.  Keep uniform items, including pockets, buttoned, 

snapped, or zipped as appropriate.  Keep your shoes shined and in good 

repair.  Keep your badges, insignia, belt buckle, and other metallic devices 

clean and free from scratches.  Keep your ribbons clean and replace them 

when they begin to look frayed.   

     Of course, you may wear wristwatches and identification bracelets, but 

they should be of conservative design.  Necklaces must be concealed under 

the collar or undershirt.  An identification bracelet must be no wider than 1 

inch and must not present a safety hazard.  You may also wear rings, but 

only a total of three rings on both hands at any one time. 

     Women may wear small, matching, conservative gold, diamond, white 

pearl, or black spherical earrings.  When worn, earrings must fit flat against 

the ear and must not extend below the earlobe.  Do not wear earrings 

when safety considerations dictate.  Women who choose to wear nail 

polish may use a single conservative color, in good taste and not containing 

any ornamentation. 

     Eyeglasses must be conservative in the shape and style, frames and 

lenses are only authorized to have conservative ornamentation.  Minor 

ornamentation on sunglasses as well as conservative, wraparound 

sunglasses is authorized.   

     Except in the special pocket on the operations dress uniform shirt, pens 

and pencils must be concealed.  Headphones and earphones are prohibited 

unless required to perform duties. 
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Personal Appearance and Grooming Standards 

     One of the most important elements of your personal appearance as an officer 

is your hair.  Keep your hair clean, well groomed, and neat.  Avoid extreme or 

faddish hairstyles.  If you dye your hair, it must look natural.  When groomed, 

your hair must not touch your eyebrows. 

Men 

     Hair must have a tapered appearance on sides and back must not touch the 

ears.  Only the closely shaved hair on the back of the neck may touch the collar. 

The bulk of a man’s hair may not exceed 11/4 inches in depth, regardless of 

length.  Sideburns must be neatly trimmed and tapered, straight, not flared, and 

end a horizontal line.  They can be no longer than the lowest part of the exterior 

ear opening.  Men who choose to wear mustaches must ensure that they do not 

extend downward beyond the lip line of the upper lip, or extend sideways beyond 

a vertical line drawn upward from the corners of the mouth. 

Women 

     Hair must not extend in length on all sides below an invisible line drawn 

parallel to the ground at the bottom edge of the shirt collar at the back of the 

neck.  Minimum length/bulk is 1 inch; hair bulk may not exceed 3 inches.  To keep 

hair in place, women may wear black conservative hairpins, combs, headbands, 

elastic bands, or barrettes with all natural female hair colors. 

Tattoos and Body Piercing 

     In the recent past, body mutilation was considered incompatible with service in 

the USV-JSC organization.  Members who failed to remove or alter unauthorized 

tattoos in a timely manner (or remove or alter inappropriate, excessive tattoos) 

and/or who attached, affixed, or displayed objects, articles, jewelry, or 

ornamentation to or through the ear, nose, tongue, or any exposed body parts 

were subject to disciplinary action, or involuntary separation.  This prohibition of 

body mutilation also extended to alteration or modification to achieve a visible, 

physical effect that disfigured, deformed, or otherwise detracted from a 

professional image, such as tongue splitting, and acquiring visible, disfiguring skin 

implants. 
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     Tattoos anywhere on the body that advocate sexual, racial, ethnic, or religious 

discrimination are prohibited in and out of uniform.  Tattoos that are prejudicial 

to good order and discipline or of a nature that tends to bring discredit on the 

USV-JSC are also prohibited in and out of uniform.  Members obtaining 

unauthorized tattoos will be required to remove them at their own expense.   

Using uniform to items to cover unauthorized tattoos is not an option.  In addition 

to these prohibited tattoos, excessive tattoos that are inappropriate for 

organization image will not be exposed or visible while in uniform. 

     Excessive is defined as any tattoos that exceeds one fourth of the exposed 

body part and those above collarbone and readily visible when wearing an open–

collar uniform.  USV-JSC members are not allowed to display excessive tattoos 

that detract from an appropriate professional image while in uniform.  USV-JSC 

members with existing tattoos not meeting an appropriate professional image are 

required to maintain complete coverage of the tattoos using current uniform 

items or remove their tattoos at their own expense. 

     USV-JSC members are prohibited from attaching, affixing, or displaying objects, 

articles, jewelry, or ornamentation to or through the ear, nose, tongue, or any 

exposed body part, including those visible through the uniform.  This prohibition 

is total.  It applies in and out of uniform, on and off duty.    

     Members not complying with these requirements will be subject to disciplinary 

action for failure to comply with USV-JSC standards and may be involuntarily 

separated. 

Classification of Uniforms 

     Uniforms worn by USV-JSC personnel fall into three categories:  service 

uniforms (class A and class B uniforms), mess dress uniforms and utility uniforms 

(class C uniforms). 

Service Uniforms (class A and class B) 

     Wear the service uniforms during regular duty hours.  You may wear all service 

uniform combinations year round, but the installation commander may prescribe 

when members will wear certain combinations.  If the commander does not 
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prescribe specific combinations, use good judgment, based on weather conditions 

and duties, when selecting the particular service uniform combination to wear.  

There are several service uniform combinations:  the service uniform for men and 

women (class A).  When conducting the Military Funeral Honors, the USV-JSC 

personnel are required to wear class A uniform.  There are long- and short 

sleeved shirts with trousers for men (class B), and there are long- and short sleeve 

blouses with skirts or slacks for women (class B). 

Other Service Uniforms 

     In addition to the service dress uniform, there are numerous combinations of 

shirts, blouses and trousers, slacks, or skirts.  Name tags are worn on the shirts or 

blouses, except for the service dress coat.  Both men and women may wear the 

pullover sweater with or without tie.  If the shirt or blouse collar is open, it may 

be in or out of sweater’s V-neck.  If worn outdoors, all buttons must be buttoned.  

Men can wear the long sleeved shirt with tie, or the short sleeved shirt with or 

without tie.  The tie should end approximately in the middle of the belt buckle, 

and the tie tack or clasp should be placed halfway between the bottom of the 

knot and the tip of the tie.  Women have more uniform combinations than men 

because there are several types of long- and short-sleeved blouses, slacks, and 

shirts, as well as maternity uniform. 

Class A Uniform: 

Footwear 

     Footwear for service uniforms must be black and made of smooth leather or 

man-made material, of either high-gloss or patent finish.  They must always be 

clean and polished, worn-down heels should be replaced. Shoe heel must not 

exceed one inch in height.  Men may wear low-quarter shoes or dress boots.  Sock 

must be black.  Women may wear pumps, oxfords, or oxfords with low-wedge 

heels.  Dress boots are authorized for wear with pants but not with skirts. 

Beret 

     The beret is worn so that the headband is straight across the forehead, 1 inch 

above the eyebrows.  The flash is positioned over the left eye.  The excess 

material is draped over the right ear extending to at least the top of the ear, and 



 

31 
 

no lower than the middle of the ear.  Personnel will cut off the ends of the 

adjusting ribbon and secure the ribbon knot inside the edge binding at the back of 

the beret.  When worn properly, the beret is formed to the shape of the head 

(take a shower with it on to form it to your head).  Officers wear non-subdued 

grade insignia centered on the flash.  Enlisted wear the Distinctive Unit Insignia 

(DUI) centered on the flash. 

Belt Brass 

     The belt is worn so that the tipped end passes through the buckle to the 

wearer’s left for males, and the wearer’s right for females.  The tipped end will 

extend beyond the end of the buckle so that only the brass tip is visible, and no 

fabric portion of the belt can be seen beyond the buckle.  Males wear the 11/4 

inch brass tip belt and brass buckle with service and dress uniforms.  Females 

wear the 1 inch brass tip belt with the service uniform when wearing slacks with 

the tuck-in version of the shirt. 

Distinctive Unit Insignia (DUI): 

1. Enlisted personnel wear the DUI, centered on the shoulder loops an equal 

distance from the outside shoulder seam to the outside edge of the button, 

with the base of the insignia toward the outside shoulder seam. 

2. Officers wear the DUI centered on the shoulder loops, an equal distance 

from the inside edge of their grade insignia to the outside edge of the 

button, with the base of the insignia toward the outside shoulder seam. 

Insignia: 

1. Male Officers wear their branch insignia centered on both lapels, 1 ½ inches 

below the U.S. insignia.  The branch insignia is positioned so that the 

centerline of the insignia bisects the centerline of the U.S. insignia and is 

parallel to the inside edge of the lapel.  The U.S. insignia 5/8 inch above the 

notch on both collars, with the centerline of the insignia bisecting the 

notch, and parallel to the inside edge of the lapel. 

2. Female officers wear branch insignia on both lapels.  The insignia is worn 

approximately 1 ¼ inches below the U.S. insignia, with the insignia bisecting 

the U.S. insignia and parallel to the inside edge of the lapel.  The U.S. 
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insignia is centered on both collars, approximately 5/8 inch up from the 

collar and lapel seam, with the centerline  of the insignia parallel to the 

inside edge of the lapel. 

3. Male enlisted wear their branch insignia centered on the left collar, with 

the bottom of the disk approximately 1 inch above the notch, with the 

centerline of the insignia parallel to the inside edge of the lapel.  The 

bottom of the U.S. insignia disk is place approximately 1 inch above the 

notch, centered on the right collar, with the centerline of the insignia 

parallel to the inside edge of the lapel. 

4. Female enlisted wear their branch insignia on the left collar.  The insignia is 

worn so the bottom of the disk is centered between the outside point and 

inside edge of the collar, approximately 5/8 inch up from the notch, with 

the centerline of the branch insignia parallel to the inside edge of the lapel.  

The bottom of the U.S. disk is centered on the right collar, approximately 

5/8 inch up from the collar and lapel seam, with the centerline of the 

insignia parallel to the inside edge of lapel. 

U.S. Unit Awards: 

     All unit award emblems are worn in the order of precedence from the wearer’s 

right to left.  Award emblems are worn in rows containing no more than three 

emblems per row, with no space between emblems, and with up to 1/8 inch 

space between  rows, depending upon the size of emblems with frames. 

Male personnel 

Emblems with or without frame are worn centered, 1/8 inch above the 

right breast pocket flap. 

Female personnel 

Emblems with or without frame are worn centered on the right side of the 

uniform, with the bottom edge ½ inch above the top edge of the 

nameplate. 

Marksmanship Badges: 

     No more than three marksmanship badges are authorized for wear.  Personnel 

will not attach more than three clasps to marksmanship badges.  The total 
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number of marksmanship and special skill badges worn on the pocket flap or 

below the ribbons will not exceed three.   They are worn in order of precedence 

from the wearer’s right, and to the left of any special skill badges that are worn.  

Normally, all soldiers wear at least one marksmanship badge, unless they fail to 

qualify or are exempt from qualification by Army regulations. 

Male personnel 

     Marksmanship badges are worn on the upper portion of the left breast 

pocket flap, or on the lower portion of the pocket flap, if special skill badge 

skill badges are worn.  Marksmanship badges are special skill badges are 

authorized for wear on the pocket flap.  Males wear the badge centered on 

the pocket flap, from left to right, with the upper portion of the badge 

approximately 1/8 inch below the top of the pocket. 

Female Personnel 

     Marksmanship badges are worn on the left side, ¼ inch below the 

bottom ribbon row.  Personnel may adjust the placement of badges to 

conform to individual body-shape differences.   Following are descriptions 

of the placement of badges when more than one marksmanship badge is 

worn, or when special skill badges are worn with marksmanship badges.  

Females wear the badge on the left side, centered below the ribbons, with 

the upper portion of the badge ¼ inch below the ribbon bar. 

Marksmanship and Special Skill Badges 

One Special Skill and Two Marksmanship Badges: 

1. Males wear these badges equally spaced on the pocket flap, from left to 

right, with the upper portion of the badges approximately 1/8 inch below 

the top of the pocket.  They will wear marksmanship badges that have 

attaching devices at the top of the badges.  When no badges are worn that 

have devices attached at the top, males have the option of wearing the 

special skill badge centered on the pocket flap, from left to right, with the 

upper portion of the badge approximately 1/8 inch below the top of the 

pocket.  Each marksmanship badge is centered between the button and the 
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left or right side of the pocket.  The bottom of the badges is adjacent to the 

bottom of the pocket flap. 

2. Females wear these badges with the upper portion of the badges ¼ inch 

below the ribbon bar and spaced an equal distance apart. 

Two Special Skill and One Marksmanship  Badge, or One Special Skill and 

Two Marksmanship badges, or Three Marksmanship Badges: 

1. Males wear these badges equally spaced on the pocket flap, approximately 

1/8 inch below the top of the pocket. 

2. Females wear these badges with the upper portion of the badges ¼ inch 

below the ribbon bar and spaced an equal distance apart. 

Mess Dress Uniforms 

     The mess dress is for year-round wear for semiformal and formal occasions.  As 

this uniform is the equivalent of civilian black-tie, it should be reserved for 

evening wear.  Member may, however, choose to wear the mess dress for 

wedding at any time of day.   

Utility Uniforms (class C) 

     Wear the class C uniform whenever mission requirements make the service 

uniform inappropriate.  Class C uniform can be worn to go to and from your 

residence.   However, class C uniform can be worn at gas stations, convenience 

stores, or drive through fast food establishments.  Nevertheless, the class C 

uniform must not be worn for dining, shopping, or socialization. When wearing 

class C uniform, you must present the proper standards of cleanliness, neatness, 

and professional image. 

Uniform Wear Policies: 

     USV-JSC members may not wear the uniform, or any part, in situations that are 

counter to the interests of the United States or the USV-JSC, including the 

following: 

1. A meeting of, or sponsored by, an organization, association, movement, or 

group that the attorney general of the United States has named as 

totalitarian, fascist, communist,  that advocates acts of force or violence to 
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deny others their rights under the constitution, or that seeks to change the 

U.S. government  by unconstitutional means. 

2. Activities such as public speeches, interviews, marches, rallies, or any public 

demonstration not approved by the USV-JSC.   

3. When doing so would discredit the USV-JSC. 

4. Any public meeting, demonstration, march,, rally, or interview if the 

purpose may be to advocate, express, or approve opposition to the U.S. 

armed forces. 

     USV-JSC members are also prohibited from wearing combinations of uniforms 

not prescribed in the USV-JSC uniforms requirements. And from wearing or 

mixing distinctive uniform items (grade insignia, cap devices, badges, insignia, and 

so forth) with the civilian clothing. 

Illegal Wearing 

     Any person within the jurisdiction of the United States who a uniform or a 

distinctive part of a uniform of the armed services without authority is subject to 

the penalties prescribed  by title 18 U.S. Code 702.  This policy is frequently 

violated, especially by veterans.  Nevertheless, officers should scrupulously 

adhere to policy. 

Illegal Manufacture, Sale, and Possession 

     The protection of law extends to wearing, manufacture, sale, possession, and 

reproduction in regular size of any U.S. decoration, medal, badge, or insignia that 

requires the approval of the secretary of the individual Armed Force 

http://www.youtube.com/watch?v=W51aXP4tR_k&feature=share&list=PLElSjthx

0tV0TgZkDpKWqpI7BsM7caDnb 

http://www.youtube.com/watch?v=OcYd011UWMs&feature=share&list=PLElSjth

x0tV3nM0X4GSnFl7VxPbdlX5bi 

http://www.youtube.com/watch?v=BcW5fFANNC8&feature=share&list=PLElSjthx

0tV11wzQY1QNQFC6Wnm56AP2R 

 

http://www.youtube.com/watch?v=W51aXP4tR_k&feature=share&list=PLElSjthx0tV0TgZkDpKWqpI7BsM7caDnb
http://www.youtube.com/watch?v=W51aXP4tR_k&feature=share&list=PLElSjthx0tV0TgZkDpKWqpI7BsM7caDnb
http://www.youtube.com/watch?v=OcYd011UWMs&feature=share&list=PLElSjthx0tV3nM0X4GSnFl7VxPbdlX5bi
http://www.youtube.com/watch?v=OcYd011UWMs&feature=share&list=PLElSjthx0tV3nM0X4GSnFl7VxPbdlX5bi
http://www.youtube.com/watch?v=BcW5fFANNC8&feature=share&list=PLElSjthx0tV11wzQY1QNQFC6Wnm56AP2R
http://www.youtube.com/watch?v=BcW5fFANNC8&feature=share&list=PLElSjthx0tV11wzQY1QNQFC6Wnm56AP2R
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Chapter 9 

Drill Instructions 

Instructional Methods 

     The progress made by individuals and units in precise and unified action in drill 

is determined by the following: 

1. The method of instruction and the thoroughness of the instructor. 

2. The organization of soldiers into units of the most effective instructional 

size. 

     The three methods of instruction used to teach drill to soldiers are:  step-by-

step, talk-through, and by-the-numbers.  The character of the particular 

movement being taught will indicate the most effective method to use.  As a rule, 

marching movements are taught using the step-by-step method.  Movements 

that require numerous or simultaneous actions by an individual or unit are best 

taught using the talk-through method.  Movements that have two or more counts 

are taught using the by-the-numbers method. 

     To ensure that a soldier develops satisfactory proficiency during the time 

allotted, and to ensure a complete and consistent presentation by the drill 

instructor, each movement should be presented using three teaching stages:  

explanation, demonstration, and practice. 

Explanation 

     In the explanation stage, the instructor must: 

1. Give the name of the movement. 

2. Give the practical use for the movement. 

3. Give the command(s) for the movement and explain its elements:  the 

preparatory command and the command of execution.  He must also 

discuss the command(s) necessary to terminate the movement. 
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     This is how an instructor teaches a marching movement using the first teaching 

stage. 

“Platoon, ATTENTION. AT EASE. The next movement (position), which I will name, 

explains, and has demonstrated, and which you will conduct practical work on, is 

the 30-Inch Step from the Halt.  This movement is used to march an element from 

A to point B in a uniform manner.  The command to execute this movement is 

Forward, MARCH.  This is a two-part command:  Forward is the preparatory 

command, and MARCH is the command of execution.  The command to terminate 

this movement is HALT.  HALT is also a two-part command when preceded by a 

preparatory command such as Squad or Platoon.  I will use Demonstrator as the 

preparatory command and HALT as the command of execution.  When given, 

these commands are as follows:  Forward, MARCH. Demonstrator, HALT.” 

Demonstration 

     In the demonstration stage, the instructor may use the step-by-step, talk-

trough, or by-the-numbers methods of instruction.  The instructor may 

demonstrate the movement himself, modifying his position when necessary to 

maintain eye-to-eye contact with personnel being instructed. 

Step-by-Step Method of Instruction 

     In the step-by-step method of instruction, the explanation and demonstration 

are combined, and the movements are taught on step at a time.   

Note  

     The letters P, I, C, or A have been added to the end of certain paragraphs to 

help the reader understand the five-step process used in all marching movements 

known as the PICAA effect.  Put simply, the Preparatory command, the Command 

of execution and the Action step-executing the movement-are all given or 

executed when the same foot strikes the marching surface.  The intermediate 

step and Additional step are executed with the other foot. 

     The instructor explains that on the command of execution, the demonstrator 

takes only one step and then stops in position until the command Ready, STEP is 

given.  While the demonstrator is stopped in position, the instructor makes on-
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the-spot corrections, and explains the actions to be taken on the next step.  The 

instructor then has the demonstrator execute the movement at normal cadence. 

     This is how an instructor teaches the demonstration stage when using the step-

by-step method of instruction. 

1. Demonstrator, POST.  I will use the step-by-step method of instruction.  On 

the preparatory command Forward of Forward, MARCH.  Without 

noticeable movement, shift the weight of the body onto the right foot.  

Forward.   

2. On the command of execution MARCH of Forward, MARCH, step forward 

30 inches with the left foot.  The head, eyes, and body remain as in the 

Position of Attention.  The arms swing in natural motion, without 

exaggeration and without bending the elbows, about 9 inches straight to 

the front and 6 inches straight to the rear of the trouser seams.  The fingers 

and thumbs are curled as in the Position of Attention, just barely clearing 

the trousers.  MARCH. 

3. On the command of execution STEP of Ready, STEP, execute a 30-inch step 

with the trail foot.  Once again, ensure that the head, eyes, and body 

remain as in the Position of Attention, and that the arms swing naturally, 

without exaggeration and without bending the elbows, about 9 inches 

straight to the front and 6 inches straight to the rear of the trouser seams.  

The fingers and thumbs are curled, as in the Position of Attention, barely 

clearing the trousers.  Ready, STEP.  Notice that there are two steps 

explained:  one from the halt and one while marching. 

4. The command to terminate this movement is HALT.  The preparatory 

command Demonstrator of Demonstrator of HALT may be given as either 

foot strikes the marching surface.  However, the command of execution 

HALT of Demonstrator, HALT, must be given the next time that same foot 

strikes the marching surface.  The Halt is executed in two counts. 

5. On the command of execution STEP of Ready, STEP, execute a 30-inch step 

with the trail foot.  When that foot strikes the marching surface, the 

demonstrator will receive the preparatory command Demonstrator of 
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Demonstrator, HALT.  Ready, STEP. Demonstrator.  (P-step 1 of the PICAA 

process) 

6. On the command of execution STEP of Ready, STEP, execute a 30-inch step 

with the trail foot.  This is the intermediate (or thing) step required 

between the preparatory command and the command of execution.  

Ready, STEP.  (I-step 2 of the PICAA process) 

7. On the command of execution STEP of Ready, STEP, execute a 30-inch step 

with the trail foot.  When the foot strikes the marching surface, the 

demonstrator will receive the command of execution HALT of 

Demonstrator, HALT, Ready, STEP, HALT.  The Halt is executed in two 

counts.  (C-step 3 of the PICAA process) 

8. On the command of execution STEP of Ready, STEP, execute a 30-inch step 

with the trail foot, this being the additional step required after the 

command of execution.  Ready, STEP.  (A-step 4 of the PICAA process) 

9. On the command of execution STEP of Ready, STEP, bring the trail foot 

alongside the lead foot, reassuming the Position of Attention, thus 

terminating this movement.  (Ready, STEP, RE-FORM.)  At normal cadence, 

this movement would look as follows:  Forward, MARCH.  Demonstrator, 

HALT.  AT EASE.  (A-step 5 of the PICAA process) 

10.  Platoon, what are your questions pertaining to this movement when 

executed at normal cadence or when using the step-by-step method of 

instruction? 

11.  Demonstrator, ATTENTION.  You will now become my assistant instructor, 

fALL OUT. 

Note:  Notice that when marching, there are 5 steps in the step-by-step method 

of instruction:  (1) Preparatory command, (2) Intermediate step, (3) Command of 

execution step, (4) Additional step, (5) Action step. 

Talk-Through Method of Instruction 

     In this method of explanation and demonstration are combined.  Each 

movement or action by the individual is executed as it is orally described.   
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     The instructor simply tells the demonstrator how and what he wants him to do.  

The demonstrator executes the movement as the instructor describes it.  Then 

the instructor has the demonstrator execute the movement at normal cadence. 

     This is how an instructor teaches the demonstration stage when using the talk-

through method of instruction: 

1. Demonstrator, POST.  I will use the talk-through method of instruction.  On 

the command of execution ATTENTION or FALL IN, sharply bring the heels 

together and on line, with the toes forming a 45-degree angle.  Rest the 

weight of the body equally on the heels and balls of both feet. The legs are 

straight without locking the knees, the body is erect, hips level, chest, lifted 

and arched, and shoulders, square and even.  Keep the head erect and face 

straight to the front with the chin drawn in so that the alignment of the 

head and neck is vertical.  The arms hang straight without stiffness.  The 

fingers are curled so that the tips of the thumbs are alongside and touching 

the first joint of the forefingers.  Keep the thumbs straight along the seams 

of the trousers with the first joint of the fingers touching the trouser legs.  

Remain silent and do not move unless otherwise directed. 

2. AT EASE.  This position, executed at normal cadence, is as follows:  

Demonstrator, ATTENTION.  AT EASE. FALL IN. AT EASE. 

3. Platoon, what are your questions pertaining to the Position of Attention 

when executed at normal cadence or when executed using the talk-through 

method of instruction? 

4. Demonstrator, ATTENTION.  You will be my assistant, FALL OUT. 

By-the-Numbers Method of Instruction 

     By-the Numbers is the command used to begin instructing one count at a time.  

Without-the-Numbers is the command used to terminate single-count instruction 

and return to normal cadence.  The explanation and demonstration are 

combined.  Movements are explained and demonstrated one count at a time. 

     The instructor has the demonstrator execute the movement by the numbers 

(one count at a time).  The instructor then has the demonstrator execute the 

movement at normal cadence. 
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     This is how an instructor teaches the demonstration stage using the by-the-

numbers method of instruction: 

1. Demonstrator, POST.  I will use the by-the-numbers method of instruction.  

Port Arms from Order Arms is a two-count movement.  On the command of 

execution ARMS of Port, ARMS, this being count one, grasp the barrel of 

the rifle with the right hand and raise the rifle diagonally across the body, 

ensuring that the right elbow remains down without strain. Simultaneously, 

grasp the rifle with the left hand at the handguard just forward of the slip 

ring.  Keeping the rifle about 4 inches from the belt.  By-the-numbers, Pot, 

ARMS. 

2. On count two, release the grasp of the rifle with the right hand and regrasp 

the rifle at the small of the stock.  Keep the rifle held diagonally across the 

body, about 4 inches from the belt, elbows drawn in at the sides, and 

ensure the right forearm is horizontal, thus assuming the position of Port 

Arms.  Ready, TWO. 

3. Order Arms from Port Arms is a three-count movement.  On the command 

of execution ARMS of Order, ARMS, this being count one, release the grasp 

of the rifle with the right hand and move the right hand up and across the 

body, approaching the front sight assembly from the right front, and firmly 

grasp the barrel without moving the rifle.  Ensure the right elbow remains 

down without strain.  Order, ARMS. 

4. On count two, release the grasp of the rifle with the left hand, and with the 

right hand lower the rifle to the right side until it is about 1 inch off the 

marching surface.  At the same time, guide the rifle into place with the left 

hand at the flash suppressor, fingers and thumb extended and joined, palm 

facing the rear.  Ready, TWO. 

5. On count three, sharply move the left hand to the left side as in the 

Position of Attention and, at the same time, gently lower the rifle to the 

marching surface with the right hand, assuming the position of Order Arms.  

Ready THREE. 

6. At normal cadence, these commands (movements) are as follows: Without-

the-numbers, Port, ARMS. Order, ARMS. AT EASE. 
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7. Platoon, what are your questions pertaining to Port Arms from Order Arms  

and Order Arms from Port Arms when executed at normal cadence or when 

executed by-the-numbers? 

8. Demonstrator, ATTENTION.  You will be my assistant instructor.  FALL OUT.  

(Notice that there is no Ready, ONE command.) 

Practice 

     The practice stage is executed in the same manner as the demonstration stage 

except that the instructor uses the proper designator for size of his element.  

However, the instructor does not have his element the movement at normal 

cadence until his element has shown a satisfactory degree of proficiency 

executing the movement using the selected method of instruction. 

Instructional Techniques 

     Basic drill instruction includes line and U-formations, stationary and moving 

cadence counts, and dedicated instruction to units and individuals. 

Formations 

     Instruction and practical work, in all phases of drill, can best be presented by 

using the U-formation or line formation.  As a rule, stationary movements are 

taught using the U-formation, marching movements, to include squad, platoon, 

and company drills, are best taught from the line formation.  Soldiers should be 

taught in the smallest formation possible to ensure individual attention, however, 

squad drill, whenever possible, should be taught to squad-size units, platoon drill 

to platoon-size units, and company drill to company-size units. 

A. The U-formation is formed by the instructor commanding Count, OFF. 

1. On the command of execution OFF of Count, OFF, all personnel, except 

the right flank personnel, turn their head and eyes to the right and the 

right flank personnel count off with ONE.  After the right flank soldiers 

have counted their number, the soldiers to their left count off with the 

next higher number and simultaneously turn their head and eyes to the 

front.  All other members of the formation count off in the same manner 
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until the entire formation has counted off.  The instructor then 

commands First and second squads, FALL OUT. 

2. On the command of execution FALL OUT, the first squad faces to the 

right, and the second squad faces to the left.  After the squads have 

faced, the instructor commands U-formation, FALL IN. 

3. On the command of execution FALL IN, the following actions happen 

simultaneously: 

a. The first squad executes a Column Left and takes one more step than 

the highest number counted when the formation counted off, halts, 

and faces to the left without command. 

b. The second squad marches forward until the lead man clears the last 

vacated position of the first squad and then executes a Column Right, 

taking three more steps than the highest number counted when the 

formation counted off, halts, and faces to the right without 

command. 

c. The third squad stands fast, and the fourth squad executes one 15-

inch step to the left.  The instructor ensures that the first and second 

squads are one step in front of and one step outside the flanks of the 

third squad before commanding AT EASE beginning the instruction. 

4. To re-form the platoon in a line formation, the commands are FALL OUT 

(pause), FALL IN.  The members of the platoon execute in the reverse 

manner as prescribed above, taking the same number of steps. 

B. When instructing using the line formation at normal interval, it is 

recommended that the first rank kneels (right knee), second rank executes 

one15-Inch Step to the left and kneels (left knee), third ranks fast, and the 

fourth rank takes on 15-Inch Step to the left.  The instructor adjusts any 

additional ranks as necessary to ensure they are uncovered.  This formation 

can quickly be formed by commanding Instructional Formation, MARCH.  To 

re-form the unit into a line formation, the command is FALL IN.  The 

members of the platoon execute in the reverse manner as prescribed 

above. 

C. The instructor may find using the extended rectangular formation more  

suitable for use. 
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1. To form the extended rectangular formation, the instructor commands 

Extended to the left, MARCH.  All right flanks soldiers stand fast and 

extend their arms at shoulder level, elbows locked, fingers and thumbs 

extended and joined, palms facing down.  All other soldiers turn to the 

left and double-time forward.  After taking a sufficient number of steps, 

the soldiers stop and face to the front and extend their arms in the same 

manner as the right flank soldiers, ensuring that there is about 12 inches 

between all soldiers.  Dress is to the right and cover is to the front.  The 

remainder of the body is in the position of attention. 

2. The instructor then commands Arms downward, MOVE.  The soldier 

lowers their arms sharply to the sides as in the position of attention. 

3.  The instructor then commands Left, Face.  All soldiers execute a left 

face. 

4. The instructor then commands Extend to the left, MARCH.  All soldiers 

execute as previously described. 

5. The instructor then commands Arms downward, MOVE.  All soldiers 

execute as previously described. 

6. The instructor then commands Right FACE.  All soldiers execute a right 

face. 

7. The instructor then commands from front to rear, VOUNT OFF.  (COUNT 

OFF is the entire command of execution).  Each member of the first rank 

turn their head and eyes to the right and counts off with ONE, then 

faces back to the front.  The remaining ranks execute in the same 

manner as the first counting off in the same manner as the first rank 

until the entire formation has counted off.  The members of the last 

(rear) rank do not turn their head and eyes. 

8. The instructor then commands Even numbers to the left, UNCOVERS.  

All even numbered soldiers jump squarely in the center of the interval, 

resuming the position of attention.  The formation is now prepared for 

instruction. 

9. To return the formation to the original configuration, the instructor 

commands Assemble to the right, MARCH.  All soldiers double-time to 

their original position information. 
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D. The instructor may find the circular formation more suitable for training.   

1. The instructor positions himself in front of the lead soldier in the lead 

squad and commands Circle formation, FOLLOW ME.  The instructor 

double-times in a circle large enough for the formation and moves to 

the center of the circle.  The members of the lead squad follow at an 

arm’s length plus 6 inches.  The squad leaders of the following squads 

begin double-timing at the correct distance from the last soldier in the 

preceding squad without command.  After the entire formation is in a 

circle, the instructor comes to the position of attention and commands 

Quick time, MARCH.  The soldiers begin marching normally.  The 

instructor then gives directives to individual soldiers and corrects the 

distance between them until each member is at approximately double 

arm interval. 

2. The instructor then commands the formation to Halt using the 

appropriate preparatory command. 

3. The instructor then commands Left FACE.  All personnel toward the 

instructor.  The formation is now ready for instruction. 

4. To return the formation to its original configuration, the instructor 

commands the formation to attention and commands FALL OUT, and 

then FALL IN.  On the command FALL IN, all soldiers return to their 

original position in formation. 

Instructors 

     When acting as instructors or assistant instructors, officers and 

noncommissioned officers go wherever they are needed.  They correct mistakes 

and ensure steadiness and proper performance in ranks.  When an individual 

shows that he is unable to execute the proper movements or assume the proper 

position, the instructor may physically assist the soldier. 

Cadence Counting 

     To enable soldiers to learn or maintain cadence and develop rhythm, the 

instructor should have them count cadence while marching. 
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A. To count cadence while marching at quick time, the 

instructor, the instructor gives the preparatory command, 

Count Cadence, as the left foot strikes the marching surface, 

and the command of execution, COUNT, the next time the 

left foot strikes the marching surface.  The soldier begins to 

count the time the left foot strikes the marching surface and 

counts as each foot strikes the marching surface.  ONE, TWO, 

THREE, FOUR, ONE, TWO, THREE, FOUR.  To count cadence 

while doubling-timing, the procedures are basically the same, 

except the soldier only counts each time the left foot strikes 

the marching surface.  To maintain cadence when marching, 

soldiers will be allowed to sing, or a drummer’s beat may 

provide cadence. 

B. For stationary movements of two or more counts, the 

instructor commands In Cadence, Right FACE.  The soldier 

simultaneously executes the first count of the movement on 

the command of execution and sounds off, ONE, as he 

executes the second count he sounds off, TWO. 

Note: 

     To halt execution of movements in cadence, the instructor commands Without 

Cadence, and resumes normal drill methods.  For example, Without Cadence, 

MARCH when marching at Count Cadence or Without Cadence, Left FACE for 

stationary movement. 

C. As soldiers begin to master the art of drill, instructors try to 

create a spirit of competition among individuals and between 

units.  Although repetition is necessary when teaching drill, 

instructors use competitive drill exercises to ensure that drill 

does not become boring or monotonous. 

D. Mass commands are used to develop confidence and 

promote enthusiasm.  They are effective in developing a 

command voice when instructing a leadership course.   
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Procedures for using mass commands are discussed in 

chapter 10, next chapter 
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Chapter 10 

Commands and the Command Voice 

     A drill command is an oral order of a commander or leader.  The precision with 

which a movement is executed is affected by the manner in which the command 

is given. 

Rules 

     The following rules for a giving command apply to the commander when the 

unit drills as a separate unit and not as part of a larger formation. 

1. When at the Halt, the commander faces the troops when giving commands.  

On the commands that set the unit in motion, the commander moves 

simultaneously with the unit to maintain correct position within the 

formation. 

2. When marching, the commander turns his head in the direction of the 

troops to give commands. 

3. Exceptions to these rules occur during ceremonies. 

4. When elements drill as part of a larger unit, the rules for supplementary 

commands apply. 

5. The commander gives the command AS YOU WERE to revoke a preparatory 

command that he has given.  The command AS YOU WERE must be given 

before the command of execution.  The commander can’t cancel the 

command of execution with AS YOU WERE.  IF an improper command is not 

revoked, the personnel execute the movement in the best manner possible. 

Two-Part Commands 

     Most drill commands have two parts: the preparatory command and the 

command of execution.  Neither part is a command by itself, but the parts are 

termed commands to simplify instruction.  The commands Ready, Port, ARMS, 

and Ready, Aim, FIRE, are considered to be two-part commands even though they 

contain two preparatory commands. 
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1. The preparatory command states the movement to be carried out and 

mentally prepares the soldier for its execution in the command Forward, 

MARCH, the preparatory command is Forward. 

2. The command of execution tells when the movement is to be carried out in 

Forward, MARCH; the command of execution is MARCH. 

3. To change direction of a unit when marching, the preparatory command 

and command of execution for each movement are given so they begin and 

end on the foot in the direction of the turn:  Right, Flank, MARCH is given as 

the right foot strikes the marching surface, and Left, Flank, MARCH as the 

left foot strikes the marching surface.  The interval between the 

preparatory command and the command of execution is always one step of 

count. The preparatory of command and command are always given when 

the same foot strikes the marching surface. 

Combined Commands 

     In some commands, the preparatory command and the command of execution 

are combined; for example, FALL IN, AT EASE, and REST.  These commands are 

given without inflection and at a uniformly high pitch and loudness comparable to 

that for a normal command of execution. 

Supplementary Commands 

     Supplementary commands are oral order given by a subordinate leader that 

reinforce and complement a commander’s order.  They ensure proper 

understanding and execution of a movement.  They extend to the lowest 

subordinate leader exercising can’t over an element affected by the command as 

a separate element within the same formation. 

1. A supplementary command may be a preparatory command, a portion of a 

preparatory command, or a two-part command.  It is normally given 

between the preparatory command and the command of execution.  

However, when a command requires an element of a unit to execute a 

movement different from other elements within the same formation.  or 

the same movement at a different time, subordinate leaders give their 
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supplementary commands at the time prescribed by the procedures 

covering that particular movement. 

Example: 

     The platoon is in column formation, and the platoon leader commands Column 

of Two From the Left (pause), MARCH.  The first and second squad leaders 

command Forward, the third and fourth squad leaders command STAND FAST.  

On the command of execution MARCH, the first and second squads march 

forward.  At the appropriate time, the squad leaders (third squad) nearest the 

moving element commands Column Halt Left, MARCH 9for both remaining 

squads).  As the third and fourth squad leaders reach the line of march, they 

automatically execute a Column Halt Right and obtain normal distance behind the 

first and second squads. 

2. A subordinate leader gives all supplementary commands over his right 

shoulder except when his command is based on the actions of an element 

on his left or when the sub element is to execute a Column Left or Left 

Flank.  Giving commands over the left shoulder occurs when changing 

configuration or a formation, such as forming a file or a column fours and 

re-forming. 

3. Supplementary commands are not given by a subordinate leader for the 

combined commands FALL IN, AT EASE, REST or for mass drill when his 

element forms as part of a massed formation.  However, supplementary 

commands are given when forming a mass or when forming a column from 

a mass. 

4. Except for commands while in mass formation, platoon leaders give 

supplementary commands following all preparatory commands of the 

commander.  When the preparatory command is Company the platoon 

leaders immediately come to Attention and command Platoon.  The 

company commander allows for all supplementary commands before giving 

the command of execution. 

5. When no direction is given, the response is understood to be Forward, 

when no rate of march is given, the response is Quick Time.  Normally, 
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when a direction or rate of march is included in the preparatory command, 

only the direction or rate of march is given as a supplementary command. 

Directives 

     Directives are oral orders given by the commander that direct or cause a 

subordinate leader to take action. 

1. The commander gives directives rather than command when it is more 

appropriate for subordinate elements to execute a movement or perform a 

task as independent elements of the same formation. 

2. Directives are given in sentence form and are normally prefaced by the 

terms HAVE YOUR UNITS or BRING YOUR UNITS. 

3. TAKE CHARGE of YOUR UNITS is the only directive on which a commander 

relinquishes his command and on which salutes are exchanged. 

The Command Voice 

     A correctly delivered command will be understood by everyone in the unit.  

Correct commands have a tone, cadence, and snap that demand willing, correct, 

and immediate response. 

Voice control 

     The loudness of a command is adjusted to the number of soldiers in the unit.  

Normally, the commander is to the front and center of the unit and speaks facing 

the unit so that his voice reaches everyone. 

1. The voice must have carrying power, but excessive excretion is unnecessary 

and harmful.  A typical result of trying too hard is the almost unconscious 

tightening of the neck muscles to force sound out.  This produces strain, 

hoarseness, sore throat, and worst of all, indistinct, and jumbled sounds 

instead of clear commands.  Ease is achieved through good posture, proper 

breathing, correct adjustment of throat and mouth muscles, and 

confidence. 
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2. The best posture for giving commands is the position of Attention.  Soldiers 

in formation notice the posture of their leader.  If this posture is unmilitary, 

the subordinates will imitate it. 

3. The most import muscle used in breathing is the diaphragm-the large 

muscle that separates the chest cavity from the abdominal cavity.  The 

diaphragm automatically controls normal breathing and is used to control 

the breath in giving the commands. 

4. The throat, mouth, and nose act as amplifiers and help to give fullness and 

projection to the voice. 

Distinctiveness 

     Distinctiveness depends on the correct use of the tongue, lips, and teeth, 

which form the separate sounds of a word and group of sounds into syllables. 

Distinct commands are effective, indistinct commands cause confusion.  All 

commands can be pronounced correctly without loss of effect.  Emphasize correct 

enunciation.  To enunciate clearly, make full use of the lips, tongue, and lower 

jaw. 

     To develop the ability to give clear, distinct commands, practice giving 

commands slowly, carefully, and prolonging the syllables.  Then, gradually 

increase the rate of delivery to develop proper cadence, still enunciating each 

syllable distinctly. 

Inflection 

     Inflection is the rise and fall in pitch and the tone changes of the voice. 

1. The preparatory command is the command that indicates movement.  

Pronounce each preparatory command with a rising inflection.  The most 

desirable pitch, when beginning a preparatory command, is near the level 

of the natural speaking voice.  A common fault with beginners is to start the 

preparatory command in a pitch so high that, after employing a rising 

inflection for the preparatory command, it is impossible to give the 
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command of execution with clarity or without strain.  A good rule to 

remember is to begin a command near the natural pitch of the voice. 

2. The command of execution is the command that indicates when a 

movement is to be executed.  Give it in a sharper tone and in a slightly 

higher pitch than the last syllable of the preparatory command.  It must be 

given with plenty of snap.  The best way to develop a command voice is to 

practice. 

3. In combined commands, such as FALL IN and FALL OUT, the preparatory 

command and command of execution are combined.  Give these 

commands without inflection and with the uniform high pitch and loudness 

of a normal command of execution. 

Cadence 

     Cadence, in commands, means a uniform and rhythmic flow of words.  The 

interval between commands is uniform in length for any troop unit.  This is 

necessary so that everyone in the unit will be able to understand the preparatory 

command and will know when to expect the command of execution. 

1. For the squad or platoon in March, except when supplementary commands 

need to be given, the interval of time is that which allows one step (or 

count) between the preparatory command and command of execution. The 

same interval is used for commands given at the Halt.  Longer commands, 

such as Right Flank, MARCH, must be started so that the preparatory 

command will end on the proper foot, and leave a full count between the 

preparatory command and command of execution. 

2. When supplementary commands are necessary, the commander should 

allow for one count between the preparatory command and the 

subordinate leader’s supplementary command, and an additional count 

after the subordinate command but before the command of execution. 
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Chapter 11 

Basic Individual Drill and Commands 

Facing Movements: 

Ceremonial Fist: 

1. This will describe the position of the hands during all ceremonial 

movements. 

2. The proper placement of the C fist is so that the middle finger is placed 

along the seam of the trousers 

3. The fingers are placed tightly together so that there is no gap between 

any of the fingers.  The fingers are curled loosely forming straight lines 

from each of the knuckles.  This will allow the hand and arm to form 

tightly to the leg. 

Position of Attention 

Soldier will stand straight with both feet facing forward, with both toes and 

heels touching and together.  Hands will be placed along the seams of the 

pants in a C fist.  Head and eyes are facing forward, with no movement in 

the body.  Keep knees slightly bent and do not lock out the knees. 

     

                              Position of Attention 

http://www.youtube.com/watch?v=2VkUE_5kJG0&feature=share&list=PLElSjthx0

tV0Smkt3vcUPGyi-is37nsjk 

http://www.youtube.com/watch?v=2VkUE_5kJG0&feature=share&list=PLElSjthx0tV0Smkt3vcUPGyi-is37nsjk
http://www.youtube.com/watch?v=2VkUE_5kJG0&feature=share&list=PLElSjthx0tV0Smkt3vcUPGyi-is37nsjk
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Right Face: 

1. The soldier will start the movement starting at the position of attention.   

2. At the command of RIGHT FACE, the soldier will first move his right foot 

to face 90 degree angle from his left foot.  The foot does not slide, but is 

lifted and placed in this position.   

3. This will complete count one of this movement.  The body and head 

remain facing forward during this count. 

4. The left foot will then be placed alongside of the right foot, finishing of 

this movement.  This will be the second count of the movement.  The 

body and head will then follow the left foot and face to the right. 

 

                            Right Face 

http://www.youtube.com/watch?v=DrUrDnQX1hA&feature=share&list=PLElSjthx

0tV2bUgLDej0HS2baIS8iANpJ 

Left Face: 

1. The soldier will start this movement at the position of attention. 

2. At the command of LEFT FACE, the soldier will first move his left foot to 

face 90 degree angle from his right foot.  The foot does not slide, but is 

lifted and placed in this position.  This will complete count one of the 

movement.  The body and the head remain facing forward during this 

count. 

http://www.youtube.com/watch?v=DrUrDnQX1hA&feature=share&list=PLElSjthx0tV2bUgLDej0HS2baIS8iANpJ
http://www.youtube.com/watch?v=DrUrDnQX1hA&feature=share&list=PLElSjthx0tV2bUgLDej0HS2baIS8iANpJ


 

56 
 

3. The right foot will then be placed alongside of the left foot, finishing this 

movement.  This will be the second count of the movement.  The body 

and head will then follow the left foot and face to the right. 

 

 
                                             Left Face 

About Face: 

1. The soldier will start this movement at the position of attention. 

2. At the command of ABOUT FACE, the soldier will first move his right foot 

and place it behind the left foot forming a T with the heel of the left foot 

placed in the arch of the right foot.   

The foot does not slide, but is lifted and placed in this position.  The 

body and the head will face at 45 degree angle.  This will complete count 

one of the movement. 

3. To complete count two of the movement the soldier will lift the left foot 

and place the toe against the arch of the right foot forming a 90 degree 

angle T. 

4. Count three is the final count in the movement.  The right foot is 

brought around back alongside of the left foot bringing the soldier back 
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to the position of attention, but facing the opposite direction.                              

 
                   About Face  

http://www.youtube.com/watch?v=JOG_sqd7114&feature=share&list=PLElSjthx0

tV3GkpA8k6UvPGttpzrv3txw 

Ceremonial at Ease: 

1. The soldier will start this movement at the position of attention.  

2. At the command of CEREMONIAL AT EASE, the soldier will move the 

right foot approximately a shoulder’s width apart from the left foot, 

keeping toes pointing forward.  Soldier will simultaneously move the left 

hand over the right hand in front of the body, keeping fingers together 

and covering the fingers of the right hand, making sure to tuck the 

thumbs.  The hands are held centered on, and against the body, elbows 

are relaxed.  Keep knees slightly bent and do not lock out the knees. 

 

http://www.youtube.com/watch?v=JOG_sqd7114&feature=share&list=PLElSjthx0tV3GkpA8k6UvPGttpzrv3txw
http://www.youtube.com/watch?v=JOG_sqd7114&feature=share&list=PLElSjthx0tV3GkpA8k6UvPGttpzrv3txw
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http://www.youtube.com/watch?v=F-

wgOZ4RV6E&feature=share&list=PLElSjthx0tV3_w0uLpWvBo6NIJryEHlnc 

Parade Rest: 

1. Soldier will start this movement at the position of attention. 

2. At the command of PARADE REST, the soldier will move the right foot 

approximately a shoulder’s width apart from the left foot, keeping toes 

pointing forward. Soldier will simultaneously move the right hand over 

the left in the small of the back palms facing outward, interlocking the 

thumbs, with fingers extended and joined.  Head and eyes facing 

forward, with no movement in the body.  Keep knees slightly bent and 

do not lock out the knees.  This is a modified position of attention. 

http://www.youtube.com/watch?v=YKoYZo5uMrg&feature=share&list=PLElSjthx

0tV1YxxXRrpf7xXTl8w_I8SCL 

Hand Salute: 

       The Hand Salute is a one-count movement.  The command is Present, Arms.  

The Hand Salute may be executed while marching.  When marching, only the 

soldier in charge of the formation salutes and acknowledges salutes.   

1. When wearing headgear with a visor (with or without glasses), on the 

command of execution ARMS, raise the right hand sharply, fingers and 

thumb extended and joined, palm facing down, and place the place the 

http://www.youtube.com/watch?v=F-wgOZ4RV6E&feature=share&list=PLElSjthx0tV3_w0uLpWvBo6NIJryEHlnc
http://www.youtube.com/watch?v=F-wgOZ4RV6E&feature=share&list=PLElSjthx0tV3_w0uLpWvBo6NIJryEHlnc
http://www.youtube.com/watch?v=YKoYZo5uMrg&feature=share&list=PLElSjthx0tV1YxxXRrpf7xXTl8w_I8SCL
http://www.youtube.com/watch?v=YKoYZo5uMrg&feature=share&list=PLElSjthx0tV1YxxXRrpf7xXTl8w_I8SCL
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tipoff the right forefinger on the rim of the visor slightly to the right of the 

right eye.  The outer edge of the hand is barely canted downward so that 

neither the back of the hand nor the palm is clearly visible from the front.  

The hand and wrist are straight, the elbow inclined slightly forward, and the 

upper arm horizontal.  

2. When wearing headgear without a visor and not wearing glasses, execute 

the Hans Salute in the same manner as previously described, except touch 

the tip of the right forefinger to the forehead near and slightly to the right 

of the right eyebrow. 

3. When wearing headgear without a visor and wearing glasses, execute the 

Hand Salute in the same manner as previously described, except touch the 

tip of the right forefinger to that point on the glasses where the temple 

piece of the frame meets the right edge of the right brow.  

4. Order Arms from the Hand Salute are a one-count movement.  The 

command is Order, ARMS.  On the command of execution ARMS, return the 

hand sharply to the side, resuming the position of Attention. 

5. When reporting or rendering courtesy to an individual, turn the head and 

eyes toward the person addressed and simultaneously salute.  In this 

situation, the actions are executed without command.  The soldier is 

executed by the subordinate at the appropriate time and terminated upon 

acknowledgement. 

 

                             Hand Salute 

http://www.youtube.com/watch?v=SWk5rUhFvSA&feature=share&list=PLElSjthx

0tV2TAGqzTFNjdQv1fgtb6W23 

http://www.youtube.com/watch?v=SWk5rUhFvSA&feature=share&list=PLElSjthx0tV2TAGqzTFNjdQv1fgtb6W23
http://www.youtube.com/watch?v=SWk5rUhFvSA&feature=share&list=PLElSjthx0tV2TAGqzTFNjdQv1fgtb6W23
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Basic Marching: 

Marching: 

                    This basic marching information applies to all marching movements. 

1. All marching movements executed from the Halt are initiated from the 

Position of Attention. 

2. Except for Route Step March and At Ease March, all marching movements 

are executed while marching at Attention. 

3. When executed from the Halt, all steps except Right Step begin with the 

left foot. 

4. For short distance marching movements, the commander may designate 

the number of steps forward, backward, or sideward by giving the 

appropriate command:  One step to the right (left), MARCH; or Two steps 

backward (forward), MARCH.  On the command of execution MARCH, step 

off with the appropriate foot, and halt automatically after completing the 

number of steps designated. 

5. All marching movements are executed in the cadence of Quick Time. 

6. A step is the prescribed distance from one heel to the other heel of a 

marching soldier. 

http://www.youtube.com/watch?v=9Vj0w_d9_cw&feature=share&list=PLElSjthx

0tV1S6r3i0BYu2vozV1T2xSoT 

Change Step 

     This movement is executed automatically whenever a soldier finds 

himself out of step with all other members of the formation.  It is only 

executed while marching forward.  To change step, the command 

Change Step, MARCH is given as the right foot strikes the marching 

surface.  On the command of execution MARCH, take one more step 

with the left foot, then in one count place the right toe near the heel of 

the left foot and step off again with the left foot.  The arms swing 

naturally.  This movement is executed automatically whenever a soldier 

finds himself out of step with all other members of the formation. 

http://www.youtube.com/watch?v=9Vj0w_d9_cw&feature=share&list=PLElSjthx0tV1S6r3i0BYu2vozV1T2xSoT
http://www.youtube.com/watch?v=9Vj0w_d9_cw&feature=share&list=PLElSjthx0tV1S6r3i0BYu2vozV1T2xSoT
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http://www.youtube.com/watch?v=exPY2TdJ_GQ&feature=share&list=PLElSjthx0tV3-S-

ivNlEGuBCGeppWZNfp 

Marching to the Rear 

     This movement is used to change the direction of a marching element 

180 degree in a uniform manner.  It is only executed while marching 

forward.  To march to the rear, the command Rear, MARCH is given as 

the right foot strikes the marching surface.  On the command of 

execution MARCH, take one more step with the left foot, pivot 180 

degree to the right on the balls of both feet, and step off in the new 

direction taking a 30-inch step with the trail foot.  Do not allow the arms 

to swing outward while turning. 

http://www.youtube.com/watch?v=hu-

hKkaUzOM&feature=share&list=PLElSjthx0tV0s69rqe8tIBe0aCaCK5Osg 

Marching in Place 

     To march in place, use the following procedures. 

1. To march in place, the command Mark Time, MARCH is given as 

either foot strikes the marching surface and only while marching 

with a 30-inch or 15-inch step forward. On the command of 

execution MARCH, take one more step, bring the trailing foot 

alongside the leading foot, and begin to march in place.  Raise 

each foot, alternatively, 2 inches off the marching surface; the 

arms swing naturally, as in marching with a 30-inch step forward.  

While marking time in formation, the soldier adjusts the position 

to ensure proper alignment and cover.  The proper distance 

between soldiers while marching is one arm’s length plus 6 

inches, approximately 40 inches. 

2. To resume marching with 30-inch step, the command Forward, 

MARCH is given as either foot strikes the marching surface.  On 

the command of execution MARCH, take one more step in place 

and then step off with a 30-inch step. 

3. The Halt from Mark Time is executed in two counts, the same as 

the Halt from the 30-inch ste 

http://www.youtube.com/watch?v=exPY2TdJ_GQ&feature=share&list=PLElSjthx0tV3-S-ivNlEGuBCGeppWZNfp
http://www.youtube.com/watch?v=exPY2TdJ_GQ&feature=share&list=PLElSjthx0tV3-S-ivNlEGuBCGeppWZNfp
http://www.youtube.com/watch?v=hu-hKkaUzOM&feature=share&list=PLElSjthx0tV0s69rqe8tIBe0aCaCK5Osg
http://www.youtube.com/watch?v=hu-hKkaUzOM&feature=share&list=PLElSjthx0tV0s69rqe8tIBe0aCaCK5Osg
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Chapter 12 

Part I-Written Test Practice on Military Funeral Honors Knowledge 

     Please answer the following questions: 

 

1. What is the size of the interment Flag? 
              ___________________________________________________________ 
 
2. What material is the Flag made of? 
               __________________________________________________________ 
 
3. What position is the Flag in during the playing of Taps?  Explain 
                __________________________________________________________ 
 
4. What does P.T.S.P. mean?  Explain each letter. 
                 P: _________________________________________________________ 
                 T:  ________________________________________________________ 
                 S:  ________________________________________________________ 
                 P:  ________________________________________________________ 
 
5. When arriving at the cemetery for a service what time a team does have to 

be at before the            

                 Service for:      

                 a. A Two-Man Team for rehearsal?  ______________________________                                                                                                                                                                                 

                 b. A Nine -Man Team for Rehearsal?  _____________________________ 

 

6. What are the Six Events performed at a Military Funeral Honors? Explain 

each Event:                                           

              a. Hearse:  ___________________________________________________ 

              b. Chaplain:  __________________________________________________ 

              c. Firing Team:  _______________________________________________ 

    d. Taps:  _____________________________________________________ 

    e. Flag Folding:  _______________________________________________ 

    f. Present Flag to NOK/Recites Verse (on hands demonstration) 

7. What are the duties of the CAO? What does CAO mean? 
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   Four part answer: 

   1. __________________________________________________________ 

   2. __________________________________________________________ 

   3. __________________________________________________________ 

   4. __________________________________________________________ 

 

8. What are the three items of information the CAO must know? Plus two 

items you must know. 

   1. ________________________________________________________ 

   2. ________________________________________________________ 

   3. _______________________________________________________ 

   4. ________________________________________________________ 

   5. ________________________________________________________ 

 

9. What are the responsibilities of the OIC/NCOIC of the funeral detail? 

            1. _________________________________________________________ 

            2. _________________________________________________________ 

  3. _________________________________________________________ 

  4. _________________________________________________________ 

  5. _________________________________________________________ 

 

     In this section of the Test you will be asked to explain the Action of the OIC 

/NCOIC as the acting Escort Officer at the Funeral Site.                                                                                                                                 

10. 1ST Event:  As the Hearse approaches the Funeral Site what are the 

three actions taken by the OIC/NCOIC?   

                 a. ________________________________________________________ 

                 b. ________________________________________________________ 

                 c. ________________________________________________________ 

 

11.  2nd Event:  As the OIC/NCOIC whom do you invite into the shelter and in 

what Position do you remain? Two part Question: 

               a. _______________________________________________________ 

               b. _______________________________________________________ 
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12.  3Rd Event:  When the Cemetery Escort turns the services over to the 

OIC/NCOIC, what are the   two commands giving to the Team Members? 

               a. _______________________________________________________ 

                b. _______________________________________________________ 

 

13. 4TH Event:  After the OIC/NCOIC gives command to the Firing Team, what 

are the next steps of the command giving in the shelter? Two Part 

Question: 

              a. ________________________________________________________ 

              b. ________________________________________________________ 

 

14. 5TH Event:  The OIC/NCOIC, what is the next command given to the escorts 

of the coffin and when rendering the salute how long do you hold the 

salute?  Two Part Question: 

              a. ________________________________________________________ 

              b. ________________________________________________________ 

 

15. 6TH Event:  As the OIC/NCOIC, what are the final two actions provided to 

the Next of Kin? Two Part Question: 

               a. ________________________________________________________ 

               b. On hands must recite the presentation to the NOK. 

 

16. As a member of the USV-JSC, what Two Regulations do we abide by? 

             a. ________________________________________________________ 

             b. ________________________________________________________ 

 

17. When you are in charge of the funeral detail, what five points of 

information must you know before you call your members to conduct 

services.  Explain the reason for the following: 

               a. Who? ___________________________________________________ 

                b. What? __________________________________________________ 
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                c. When? __________________________________________________ 

               d. Where? _________________________________________________ 

                 e. Military Services (USA, USMC, USN, USAF, USCG)? 

________________________________________________________ 

 

18. You are the NCOIC.  Explain the four actions at the grave site that you must 

follow.  Explain in full detail: 

               a. Position:  ________________________________________________ 

               b. Timing:  _________________________________________________ 

               c. Safety:  __________________________________________________ 

               d. Protocol:  ________________________________________________ 

 

19. You are the NCOIC.  You have received the flag for presentation.  You have 

positioned yourself in front of the Next of Kin.  You present the flag to the 

Next of Kin.  But they refused it.  What do you do now and to whom do you 

give the flag?  Explain in full detail of your action.      

            _____________________________________________________________ 

             _____________________________________________________________                

                                                                                                                                                                       

20. Give the following descriptions to the abbreviated letters: 

               a. NCO:  ___________________________________________________ 

               b. NCOIC:  _________________________________________________ 

                c. OIC:  ____________________________________________________ 

                d. CAC:  ___________________________________________________ 

                e. AP-3:  __________________________________________________ 

                 f. CAO:  ___________________________________________________ 

                 g. NOK:  ___________________________________________________ 
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Chapter 13 

Manual of Arms – Rifles and Commands 

Order Arms: 

     Execute Order Arms using the following procedures: 

1. Assume Order Arms on the command Fall In or from Parade Rest on the 

command of execution Attention. 

2. At Order Arms, maintain the position of Attention with the rifle.  Place 

the butt of the rifle on the marching surface with sights to the rear and 

touching the right foot.  Place the toe of the butt on line with the front 

of the right foot.  Secure the rifle with the right hand in a U formed by 

the fingers and thumb.  Keep the right arm as in the position of 

Attention and hold the rifle with the right thumb and fingers with the 

fingers pointed generally downward and touching the sides of the hand 

guards.  Keep the right hand and arm behind the rifle. 

 

http://www.youtube.com/watch?v=Ttz1msDm3fc&feature=share&list=PLElSjthx0

tV0aztqR9kNG2c7xEgkMJ_1K 

Rest Position: 

     The rifle Rest Positions are commanded and executed the same as 

individual drill with the following additions: 

1. On the command of execution Rest of Parade, Rest, thrust the muzzle 

forward keeping the toe of the button line with the front of the right 

foot and the right arm straight. 

http://www.youtube.com/watch?v=Ttz1msDm3fc&feature=share&list=PLElSjthx0tV0aztqR9kNG2c7xEgkMJ_1K
http://www.youtube.com/watch?v=Ttz1msDm3fc&feature=share&list=PLElSjthx0tV0aztqR9kNG2c7xEgkMJ_1K
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2. Execute Stand at Ease with the rifle in the same manner as Parade Rest 

except turn the head and eyes toward the commander. 

3. On the command At Ease, or Rest, keep the butt of the rifle in place as in 

Parade Rest. 

 

 

Port Arms: 

 

     Execute Port Arms from Order Arms using the following procedures: 

1. Port Arms from Order Arms is a two-count movement.  The command is 

Port, Arms.  On the command of execution Arms, grasp the rifle with the 

right hand and raise the rifle diagonally across the body keeping the 

right elbow down.  With the left hand, simultaneously grasp the rifle at 

the balance so that the rifle is about 4 inches from the waist.  On count 

two, regrasp the rifle at the small of the stock with the right hand.  Hold 

the rifle diagonally across the body, about 4 inches from the waist, the 

right forearm horizontal, and the elbows close to the sides. 

2. Order Arms from Port Arms are executed in three counts. The command 

is Order, Arms.  On the command of execution Arms.  Move the right 

hand up and across the body and firmly grasp the rifle just forward of 

the lower band without moving the rifle, and keep the right elbow 

down. On count two, move the left hand from the balance and lower 

the rifle to the right side until it is about 1 inch from the marching 

surface.  Guide the rifle to the side by placing the forefinger of the left 

hand at the forward edge of the upper band, fingers and thumb 

extended and joined, palm to the rear.  On count three, move the left 
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hand sharply to the left side, gently lower the rifle to the marching 

surface, and resume the position of Order Arms. 

     

Present Arms: 

 

     Execute Present Arms using the following procedures: 

1. Present Arms from Order Arms is a three count movement.  The 

command is Present, Arms.  On the command of execution Arms, 

execute Port Arms in two counts.  On count three, twist the rifle with 

the right hand so that the sights are not to the rear, and move the rifle 

to a vertical position about 4 inches in front of and centered on the 

body.  Lower the rifle until the left forearm is horizontal; keep the 

elbows at the sides.  Keep the thumb alongside and reaching and 

touching the hand guard 

2. Order Arms from Present Arms are the fourth count movement.  The 

command is Order, Arms.  On the command of execution Arms, return 

the rifle to the Port Arms.  Count two, three, and four are the same as 

Order Arms from Port Arms.  

3. Port Arms is assumed to or from Present Arms when going Right 

Shoulder to Left Shoulder Arms.  Present Arms from or to Port Arms is a 

one-count movement. 

4. When rendering reports or courtesy to an individual from Order Arms, 

execute Present Arms and turn the head and eyes toward the individual 
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addresses.   Order Arms are executed automatically upon 

acknowledgement of the salute.        

 

            

                                                    

Right Shoulder Arms: 

     Execute Right Shoulder Arms using the following procedures: 

1. Right Shoulder Arms from Order Arms is a four-count movement.  The 

command is Right Shoulder, Arms.  Execute count one, the command of 

execution Arms, the same as in executing Port Arms.  On count two, 

release the grasp of the right hand and grasp the heel of the butt 

between the first two fingers with the thumb and forefinger touching.  

On count three (without moving the head), release the grasp of the left 

hand (without changing the grasp of the right hand), twist the rifle so 

that the sights are up, and place the weapon onto the right shoulder, 

moving the left hand to the small of the stock to guide the rifle to the 

shoulder.  Keep the fingers and thumb (left hand) extended and joined 

with the palm turned toward the body.  The first joint of the left 

forefinger touches the rear of the cocking piece.  Keep the left elbow 

down, and keep the right forearm horizontal with the right upper arm 

against the side and on line with the back.  On count four, sharply move 

the left hand back to the left side as in the Position of Attention. 
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2. Order Arms from Right Shoulder Arms are a four count movement.  The 

command is Order, Arms.  On the command of execution Arms, without 

moving the head and without changing the grasp of the right hand, 

press down quickly and firmly on the butt of the rifle with the right hand 

and twist the weapon (with the sights up), guiding it diagonally across 

the body and about four inches from the waist.  Grasp the rifle with the 

left hand at the balance.  On count two, move the right hand up and 

across the body and firmly grasp the rifle just forward of the lower band 

without moving the rifle; keep the right elbow down.  Count three and 

four are the same as from Port Arms to Order Arms. 

              

Left Shoulder Arms: 

 

     Execute Left Shoulder Arms using the following procedures: 

1. Left Shoulder Arms from Order Arms is a four-count movement.  The 

command is Left Shoulder, Arms.  Release the grasp of the left hand and 

without moving the head place rifle on the left shoulder with the right 

hand (with the sights up), keeping the right elbow down.  At the same 

time, regrasp the rifle with the left hand with the heel of the butt 

between the first two fingers and with the thumb and forefinger 

touching.  The left forearm is horizontal, and the left upper arm is 

against the side and on line with back.  On count four, move the right 

hand to the right side as in the Position of Attention. 
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2. Order Arms from Left Shoulder Arms are a five-count movement.  The 

command is Order, Arms.  On the command of execution Arms, move 

the right hand up and across the body and grasp the small of the stock, 

keeping the right elbow down.  On count two (without moving the 

head), release the grasp of the left hand and with the right hand move 

the rifle diagonally across the body (sights up) about four inches from 

the waist.  At the same time, regrasp the rifle at the balance with the 

left hand, and resume Port Arms.  Count three, four, and five are the 

same as Order Arms from Port Arms. 

 

 

Inspection Arms: 

 

     Execution Inspection Arms using the following procedures: 

1. Inspection Arms from Order Arms is a five-count movement.  The 

command is Inspection, Arms.  On the command of execution Arms, 

execute Port Arms in two counts.  On count three, grasp the bolt handle 

with the thumb and forefinger of the right hand, rotate the handle 

upward and draw the bolt back.  On count four, lower the head and eyes 

and visually inspect the magazine.  On count five, return the head and 

eyes to the front as in the Position of Attention, and come to Inspection 

Arms. 

2. Port, Arms is the only command given from Inspection Arms.  On the 

command Port, push the bolt forward and rotate the handle down 

locking the bolt in place, then release the grasp of the right hand and 
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regrasp the small of the stock with the right forefinger on the trigger.  

On the command Arms, pull the trigger and resume Port Arms. 

           

 

http://www.youtube.com/watch?v=15-

vTRLtgq4&feature=share&list=PLElSjthx0tV1o7rFJbs-uqRkxDC4HUaXA 

Stack and Take Arms: 

     Execute Stack Arms using the following procedures. 

1. Stack Arms is executed from Order Arms only.  It may be executed while 

at Normal Interval in a line or a column formation.  Stack Arms is not a 

precise movement, however, it is executed in a military manner. 

2. The leader designates the stackmen by number when in a line 

formation.  After the stackmen have been designated, the leader then 

commands, Slings.   

3. On the command Slings, each stackmen places the butt of his rifle on his 

right hip and he then adjusts the sling keeper to form a 2-inch loop next 

to the upper sling swivel.  As soon as he has prepared the loop, he 

returns to Order Arms.   

4. When all stackmen have returned to Order Arms, the leader commands 

Stacks, Arms.  On the command Arms, each stockman places his rifle 

directly in front of and centered on his body with the sling facing to the 

front.  The heel of the rifle butt is on the marching surface on line with 

the toes of his shoes.  He grasps the rifle by the hand guard with his left 

hand.  The first two fingers of the left handhold the inner part of the 

loop against the rifle.  He reaches across the front of the rifle with the 

http://www.youtube.com/watch?v=15-vTRLtgq4&feature=share&list=PLElSjthx0tV1o7rFJbs-uqRkxDC4HUaXA
http://www.youtube.com/watch?v=15-vTRLtgq4&feature=share&list=PLElSjthx0tV1o7rFJbs-uqRkxDC4HUaXA
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right hand, grasps the outer part of the loop, and holds it open for the 

insertion of the other rifles.  He holds the rifle vertical at all times. 

5. On the command Arms, the men to the left and right of the stackman 

perform the following movements simultaneously: 

a. The man on the stackman’s left raises and centers his rifle in front of 

his body so that his right hand is shoulder high and the rifle is about 4 

inches from his chest, with the sling to the front.  He then grasps the 

rifle with the left-hand at the small of the stock and lowers both 

arms, holding the weapon in a horizontal position. 

b. The man on the stackman’s right raises and centers his rifle, wrist 

shoulder high, with the sling facing the front.  He then grasps the rifle 

with his left hand directly below his right hand and grasps the rifle 

with the right hand at the small of the stock.  He then lowers both 

arms, holding the rifle stock.  He then lowers both arms, holding the 

rifle in a horizontal position. 

c. As soon as both men have completed these movements, each moves 

the foot nearest the stackman18 inches toward the stackman.  In a 

continuing motion, the man on the stackman’s left inserts the muzzle 

of his rifle into the loop.  He holds his rifle in that position until the 

man on the stackman’s right inserts the muzzle of his rifle through 

the loop in the same manner and above the muzzle of the rifle of the 

left man.   

6. When both rifles have been inserted into the loop, the men on each side 

of the stackman swing the butts of their rifles out and down to the 

marching surface until the stack is tight with the two rifle butts on line 

and about 2 feet from the base line. 

7. After necessary adjustment have been made, the men come to 

Attention. 

8. Extra rifles are passed to the nearest stack on the right.  As each rifle is 

passed, it is grasped at the upper part of the handguard with the right 

hand.  Then with the rifle held vertical, it is passed with fully extended 

arm to the right front.   The man on the right grasps the rifle at the 

balance with his left hand, brings the rifle to the center of his body, and 
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regrasps it at the upper part of the handguard with his right hand.   This 

action continues until the stackman receives the rifle and places it on 

the stack with his right hand as nearly vertical as possible.   He places 

the rifle on the stack with the sling away from the stack. 

9. To take Arms, the leader commands Take, Arms. 

a. On the command Arms, the stackman passes each extra rifle toward 

its bearer.  The rifles are handled in the manner described for passing 

them to the stack.   As the men receive their rifles, they come to 

Order Arms. 

b. After all extra rifles have been returned, the stackman grasps the 

base rifles, holding the loop open as in Stack Arms. 

c. The men to the right and left of the stackman take one step to their 

left and right fronts, respectively.   They reach down, grasp their 

rifles, and bring the rifles to a horizontal position. The man to the 

right of the stackman frees his rifle from the stack first.  Each man 

returns to Order Arms after Unsling Arms and retrieves his rifle.  He 

does this by guiding and steadying the rifle with his left hand. 

d. The stackman adjusts the sling of his rifle before returning to Order 

Arms. 

             

    

 

                                          http://youtu.be/UCcbftRTZKI 

 

http://youtu.be/UCcbftRTZKI


 

75 
 

Chapter 14 

Manual of Arms – Saber and Sword and Commands 

 

     Sword drill, practice and ceremonies are always conducted at extended 

intervals and distances to prevent accidental injury and to avoid presenting a poor 

appearance.  Much care and hard practice are necessary to become proficient in 

handling the sword.  A flexible arm and wrist are the first requisites in sword 

practice. 

http://youtu.be/eN1ZIHsqFIk 

Position of Attention when Wearing the Sword: 

With Sword in Scabbard  

     The left thumb, forefinger and second finger are used to control and 

prevent the swing of the scabbard and should lightly grasp the body of the 

scabbard with the arm hanging straight down the side without stiffness, to 

keep the scabbard from swinging during facing or marching movements. 

Draw Sword: 

1 The command to draw the sword from the scabbard is Draw, Sword.  At 

the preparatory command, Draw, grasp the upper band of the scabbard 

with the entire left hand and tilt the scabbard is at an angle of 45 degrees 

with the ground.  Simultaneously press the left hand lightly against the left 

hip. 

a. With the right hand, reach across the body and grasp the grip of the 

sword and withdraw the sword completely from the scabbard.  Keep 

the head and the eyes forward throughout the draw movement. 

b. As the point clears the mouth of the scabbard, release the scabbard 

with the left hand and with the thumb, forefinger and second finger 

grasp the point of the sword. 

c. At the command of execution, Sword, lower the right hand down 

across the body, firmly holding the grip of the sword. With the left 

hand still holding the point of the sword, raise the sword upward and 

http://youtu.be/eN1ZIHsqFIk
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across the body, guiding the sword to the center of the shoulder, 

guard flange to the right side. 

d. When the maneuver is complete, the right arm should be as nearly 

extended as possible, elbow back, the grip of the sword clasped 

easily between the thumb and forefinger.  The third and fourth 

fingers will be back of the grip.  The flange will rest on the top of the 

thumb and forefinger. 

e. At the same time allow the scabbard to return its normal vertical 

position and resume the light grip with the left fingers as in the 

position of Attention.  This is the position of Carry Swords and is 

reached automatically without further command. 

 

Carry Sword: 

1. With the sword drawn, the position of attention is identical to that 

described in the previous paragraph with the exception of the right 

hand. 

2. The right-hand is used to hold and control the sword. 
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Present Sword: 

1. The command is used to salute with the sword.  It is used when the unit 

is presented to the colors, to any person, or when the National Anthem 

or to The Colors is Played. 

2. The preparatory command for this order is Present. 

3. At the command of execution, Sword, raise and move the sword to the 

front, bring the sword to the center of the chin with the guard flange to 

the front. 

4. As the sword is placed at the center of the chin, allow the flat side of the 

blade to nearly touch the tip of the hat making the swords for all of the 

unit consistent and in line, the thumb on the grip directly behind the 

guard and the remaining fingers grasping the grip firmly and the right 

elbow resting against the body. 
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 Present Sword   Saber Salute  

http://www.youtube.com/watch?v=HmIBIfwpMYU&feature=share&list=ULHmIBI

fwpMYU 

Carry Sword from Present Sword: 

1. The preparatory command of Carry is a signal. 

2. If it is at the Present Sword position, at the command of execution, 

Sword, bring the sword to the Carry Sword position. 

Parade Rest: 

Parade Rest with Sword in Scabbard: 

a. With the sword in the scabbard, and only from a position of 

Attention, the commands are Parade Rest. 

b. At the command of execution Rest assume the position of Parade 

Rest.  Move your left foot 10 inches to the left of your right foot, 

resting your weight equally on the     

      heels. 

c. Maintain control of the sword with the left hand and move the right 

hand to the back. 

Parade Rest with Drawn Sword: 

a. Parade Rest with drawn sword can only be ordered from the position 

of Carry Sword.  The command is Parade Rest. 

b. At the command of execution Rest, maintain the left hand on the 

scabbard, move the left foot 10 inches to the left of the right foot, 

drop the point of the sword directly to the front, near the ground, 

http://www.youtube.com/watch?v=HmIBIfwpMYU&feature=share&list=ULHmIBIfwpMYU
http://www.youtube.com/watch?v=HmIBIfwpMYU&feature=share&list=ULHmIBIfwpMYU
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guard flange to the right, thumb along the grip.  The blade should be 

extended at an angle. 

 

At Ease 

     It can only be commanded from the Carry Sword or Parade Rest position, 

with drawn sword. 

Rest 

     It can only be commanded from the positions of Carry Sword, At Ease or 

Parade Rest, with drawn sword. 

Return Sword: 

1. This order is used to return the sword to the scabbard.  It can only be 

ordered from the Carry Sword position. 

2. This command is only executed at the Halt. 

3. At the preparatory command Return, grasp the point of the sword with 

the left fingers. 

4. At the command of execution, Sword, drop the point of the sword by 

turning the right hand in the most convenient manner as the design of 

the sword permits.  At the same time grasp the scabbard and tilt it 

forward.  Turn the head slightly to the left, fixing the eyes on the 

opening of the scabbard, raise the right hand sufficiently to insert the 

blade of the sword and return it into the scabbard. 

5. Once the sword is in the scabbard, turn the head to the front and drop 

the hands as in the position of Attention. 
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http://youtu.be/R7n1xjCFFjc 

Sitting while Armed with the Sword: 

1. To provide uniformity and to maintain control of the sword in the 

scabbard while seated, the following procedure will be utilized. 

2. As you begin to be seated, grasp the upper band of the scabbard with 

the left hand and carry the sword and the scabbard forward and across 

the lap.  When seated, the sword will then rest in the scabbard with the 

body of the scabbard at an angle across the lap with the foot of the 

scabbard pointed towards the right front. You must keep control over 

the scabbard to prevent the scabbard from striking the seats. 

Marching Manual of Arms: 

While marching, the sword is carried with the inner blade edge riding in a   

vertical position along the forward tip of the right shoulder. 

Eyes Right while Marching: 

     The command Eyes, Right is executed while marching at carry Sword.  

The command Ready is given as the right foot strikes the marching 

surface.  The second time the right foot strikes the marching surface, the 

command Eyes is given and the sword is brought to the position of 

Present Arms.  No action is taken the third time the right foot strikes the 

marching surface.  The fourth time the right foot strikes the marching 

surface, the command Right is given.  As the foot strikes the marching 

http://youtu.be/R7n1xjCFFjc
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surface, the head is turned sharply to the right at a 45 degree angle, and 

the sword is brought downward. 

1. While marching at Present Sword, the right arm is swung naturally 

(nine inches to the front and six inches to the rear) in a vertical plane, 

flexing the wrist to keep the tip of the blade level (about six inches) 

above the marching surface. This requires extending the wrist on the 

forward movement and elevating the wrist on the rearward 

movement. 

2. The command Ready, Front is executed as follows:  The command 

Ready is given as the right foot strikes the marching surface (no 

action is taken).  The second time the right foot strikes the marching 

surface, a second command Ready is given (again, no action is 

taken).The sword is returned to the Order position while maintaining 

the arm swing as the right foot strikes the marching surface the third 

time.  The fourth time the right foot strikes the marching surface the 

command Front is given.  The head is turned sharply to the front as 

the right foot strikes the marching surface and the sword is returned 

to the Carry position the next time the left foot strikes the marching 

surface. 

Port Arms 

     Port Arms is executed on the preparatory command Double Time of 

the command Double Time, March.  This position is assumed only from 

the position of Carry sword.  The right arm swings naturally across and 6 

inches in front of the body.  The sword is canted 45 degrees from the 

vertical with the guard pointed to the left.  The left hand grasps the 

scabbard. 

http://youtu.be/x22jZmH9gJ0 

 

 

 

http://youtu.be/x22jZmH9gJ0
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Chapter 15 

National and Organizational Flags and Commands 

The Color and Colors: 

     The National and organizational flags carried by Color-bearing units are called 

the National Color and the Organizational Color.  When used singularly, the term 

Color implies the National Color.  The plural term Colors means the national and 

organizational Colors.  By regulation, the organizational Color is not authorized a 

salute. 

1. In garrison, the Colors are normally kept at the office or headquarters of 

the commanding officer.  They are escorted to and from the 

headquarters or office by the Color guard.  In the field, the Colors are 

normally displayed in front of the commanding field officer’s tent or 

command post.  During bad weather, they are cased and placed in the 

commanding officer’s office, headquarters, or tent. 

2. Individuals or units passing or being passed by uncased Colors out of 

door render honors.  Individuals, not part of a formation, salute six steps 

distance from the Colors and hold the salute until they have passed six 

steps beyond the Colors.  The individual in charge of a formation calls 

the formation to Attention and Present, Arms. 

3. The Colors may be carried in any formation in which two or more 

companies, honor guards, or representative elements of a command 

participate. 

4. Traditionally, the command sergeant major is responsible for the 

safeguarding, care, and display of the organizational Color.  He is 

responsible for the selection, training, and performance of the Color 

bearers and Color guards. 

5. During a review, parade, or honor guard ceremony, ordinarily only one 

National Color is present.  The National Color is given the honor position 

and is carried on the marching right of the positional and organizational 

Colors. The Unites States Army flag or the Army field flag is carried to 

the immediate left of the National Color.  The Organizational Color of 
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the senior headquarters sponsoring the ceremony is carried to the left 

of the Army flag or field flag.   

Color Guard: 

     The Color guard consists of four sergeants.  It is an honor to be selected             

as a member of the Color guard.  The senior (Color) sergeant carries the    

National Color and Commands the Color guard.  He gives the necessary 

commands for the movements and for rendering honors. 

http://www.youtube.com/watch?v=5SCGZ3MESEk&feature=share&list=PLElSjt

hx0tV31ZLl-V8j6x4AbRBzlxo6a 

1. When battalions or brigades carry their organizational Colors in a 

ceremony as part of a larger command, the battalion or brigade Color is 

carried four steps to the rear of the staff.  A sergeant acts as Color 

bearer and two experienced specialists, selected by the battalion or 

brigade command sergeant major, act as members of the Color guard. 

2. The Color guard is formed and marched in one rank at Close Interval, the 

bearers in the center.  They do not execute Rear March or About Face.  

The Color guard marches at Right Shoulder Arms and executes Facing 

movements by wheeling to the right or left.  The command for a Facing 

movement is Right (Left) Wheel, March.   To execute a wheeling 

movement, the guard nearest the direction of turn serves as the pivot 

point and executes the movement by marching in place and 

simultaneously turning in the new direction.  Other members shorten 

their steps and turn in an arc keeping abreast of each other to maintain 

alignment.  When the movement has been completed, each member 

automatically marches in place until the command Halt or Forward, 

March is given. 

3. When passing in review, the Color guard executes Eyes Right at the 

prescribed saluting distance on the command of the Color sergeant.   

The commands are Eyes, Right and Ready, Front.  The organizational 

color salutes at the command Right, and resumes the Carry at the 

http://www.youtube.com/watch?v=5SCGZ3MESEk&feature=share&list=PLElSjthx0tV31ZLl-V8j6x4AbRBzlxo6a
http://www.youtube.com/watch?v=5SCGZ3MESEk&feature=share&list=PLElSjthx0tV31ZLl-V8j6x4AbRBzlxo6a
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command Front.  The guard on the right flank of the Color guard does 

not execute Eyes Right. 

4. During ceremonies, the Color guard remains at Right Shoulder Arms 

except when executing Present Arms. 

5. When not participating in a ceremony and a situation occurs that 

warrants a Salute by the organizational Color, the Color sergeant 

commands Color, Salute.  The return to the Carry is made at the 

command Carry, Color. 

6. When in formation with the Color Company, and during a ceremony, the 

Color bearers execute At Ease and Rest, keeping the staffs of the Colors 

vertical.  The Color guard executes Right Shoulder Arms, Order Arms, 

and Present Arms with the Color Company.  During ceremonies when 

the colors are not forward and remarks are to be made, the Color 

guards and Color bearers execute Order Arms and Parade Rest on 

command of the Color company commander.  During any ceremony 

when the units are At Ease, the Color guard and Color bearers are at 

Parade Rest. 

7. The uniform for Color guards should be the same as prescribed for 

participating troops. 

 

http://www.youtube.com/watch?v=8oZI8ny6r0A&feature=share&list=PLElSjthx

0tV3cLHK6jh_96sjub1Bpv6qC 

http://www.youtube.com/watch?v=8oZI8ny6r0A&feature=share&list=PLElSjthx0tV3cLHK6jh_96sjub1Bpv6qC
http://www.youtube.com/watch?v=8oZI8ny6r0A&feature=share&list=PLElSjthx0tV3cLHK6jh_96sjub1Bpv6qC
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http://www.youtube.com/watch?v=t5fWy4R3W7Y&feature=share&list=PLElSjt

hx0tV1S-gVU8iq-2g_8zYm6NfJf 

http://www.youtube.com/watch?v=GV8p13_csSA&feature=share&list=PLElSjth

x0tV3nmHTXDvrMwIjGWeEpFvnI 

http://www.youtube.com/watch?v=SEDCYbg9glM&feature=share&list=PLElSjth

x0tV35_OiB1wtW9b9h59Oia6T- 

Receiving or dismissing the colors by the Color Guard: 

     The Color guard uses the following procedures when receiving or dismissing 

the Colors. 

1. When receiving uncased Colors on display in the commander’s office, 

the Color guard is positioned in a single rank facing the Colors.  The 

Color sergeant commands Present, Arms and Order Arms.   On 

completion of Order Arms, the Color bearers (without command) secure 

the Colors.  The Color guard files outside (guard, National Color, 

organizational Color, guard) and reforms in a line formation.  The Color 

guards execute Right Shoulder Arms and the Color bearers assume the 

Carry Position. 

 

                       Receiving the Color 

2. To dismiss the Colors, the procedures are basically the same except that 

the Colors are placed back in their stands before executing Present 

Arms. 

http://www.youtube.com/watch?v=t5fWy4R3W7Y&feature=share&list=PLElSjthx0tV1S-gVU8iq-2g_8zYm6NfJf
http://www.youtube.com/watch?v=t5fWy4R3W7Y&feature=share&list=PLElSjthx0tV1S-gVU8iq-2g_8zYm6NfJf
http://www.youtube.com/watch?v=GV8p13_csSA&feature=share&list=PLElSjthx0tV3nmHTXDvrMwIjGWeEpFvnI
http://www.youtube.com/watch?v=GV8p13_csSA&feature=share&list=PLElSjthx0tV3nmHTXDvrMwIjGWeEpFvnI
http://www.youtube.com/watch?v=SEDCYbg9glM&feature=share&list=PLElSjthx0tV35_OiB1wtW9b9h59Oia6T-
http://www.youtube.com/watch?v=SEDCYbg9glM&feature=share&list=PLElSjthx0tV35_OiB1wtW9b9h59Oia6T-
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Casing and Uncasing the Colors: 

      Use the following procedures to case and uncase the Colors. 

1. The Color guard forms in a line formation with the cased Colors at the 

Carry Position (Order Position when indoors).  The command sergeant 

major (or his direct representative) positions him six steps in front of 

and centered on the formation.  He then commands Sling, Arms. 

a. The Color guards immediately adjust their slings and assume Sling 

Arms.  The command sergeant major commands Post.  The Color 

guards face to the Half Left (Right) in marching, take four steps, halt, 

and execute About Face. 

b. The command sergeant major then directs Uncase the Colors.  The 

Color bearers lower the Colors (same as Present Guidon).   The two 

guards move forward and untie and uncase the Colors.  The Color 

bearers unfurl and immediately return the Colors to the Carry (Order) 

Position.  While the Colors are being unfurled, the guards fold the 

cases and secure them in their left hand. 

c. When the Colors are in the Carry Position, the command sergeant 

major commands Present, Arms.  The command sergeant major, 

Color Guards, and the Organizational Color salute. 

d. The command sergeant major commands Order, Arms, and then 

commands Post.  On the command of the execution Post, the Color 

guards place the folded canvas cases inside the cartridge belts 

(center rear) of the Color bearers.  The Color guards assume their 

original positions, adjust their slings, and return to Right Shoulder 

Arms. 

e. If the command sergeant major or his representative is not present, 

the senior Color sergeant gives the necessary commands. 

2. To case the Colors, the procedures are basically the same except Present 

Arms is given before the Colors are lowered. 
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3. When casing or uncasing the Colors with the command present, the 

commander directs Uncase (Case) the Colors.   The command sergeant 

major and Color Guards execute the movement (as previously stated) 

except that they execute Present Arms and Order Arms with the Color 

Company.  When the Colors are uncased and returned to the Carry 

Position, the commander directs Brings your Units to Present Arms.  

After the Units have executed this directive, he then directs Brings your 

Units to Order Arms. 

4. If the Colors are to be cased or uncased during the receiving or 

dismissing by the Color Company, the Color guards execute Present 

Arms and Order Arms on command of the company commander. 

5. The command sergeant major uncased the organizational Color when it 

is displayed by itself.  He may also assist the Color guards when uncasing 

more than two Colors. 

 

                                                       Casing the color 

     

                                              Uncasing the color 



 

88 
 

Posting and Retiring the Colors 

     Formal assemblies conducted indoors begin with the presentation of the 

Colors, referred to as posting the Colors, and end with the retirement of the 

Colors.  The following outline the procedures for posting and retiring the Colors, 

with a head table and without head table.  Since indoor areas vary in size, 

configuration, and intended purpose, these instructions do not apply to all 

situations.   

     Therefore, persons planning an indoor ceremony can modify these instructions 

based on their specific floor plan. 

http://youtu.be/qQB9M4tMmsQ 

Posting the Colors: 

     The Color guard forms outside the entrance to the dining area, auditorium, or 

meeting hall.  The audience is directed to stand until the Colors are posted.  If the 

playing of the appropriate music and the invocation are scheduled, the audience 

will remain standing until they are completed. 

1. When the arrangements include a head table, the Color guard enters in a 

line formation, preferably, or forms in a line immediately inside the room 

and moves to a position centered on and facing the head table. 

a. When the Colors arrive at the predesignated position, the 

Color sergeant commands Colors, Halt, and Present, Arms, and 

reports “The colors are present.”  The host acknowledges the 

report and directs Post the Colors.  The area should be 

arranged to allow adequate space for the Color guard to move 

between the head table and the flag stand. 

b. The Color sergeant then commands Order, Arms, Right, Face, 

and Forward, March.  On the command of execution March, 

the Color guard marches to the rear of the head table. 

c. Once the Color guard is centered on the flag stand, they mark 

time and the Color sergeant commands Color, Halt and Right, 

Face.  The Color guard should approach the flag stands from 

http://youtu.be/qQB9M4tMmsQ
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the right to position the National Color bearer in front of the 

flag holder on the right, facing the audience. 

d. The Color bearers, without command, place the colors in the 

stand. 

e. When the Colors are in the stand, the color sergeant 

commands Present, Arms and Order, Arms.  The guards return 

to Right Shoulder Arms, the Color sergeant commands Left, 

Face, and Forward, March, and the Color guard exits the area. 

2. When a head table is not used, the Color guard enters and moves to a 

predesignated position centered on and facing the audience.  This may 

require the Color guard to move in a column and use Facing movements.  

The movement must be planned so that the National Color is always on the 

right when in line and is leading when in column. 

a. When the Colors arrive at the predesignated position, the Color 

sergeant commands Colors, Halt, Left (Right), Face, and Present, 

Arms.  Any scheduled music or the Pledge of Allegiance occurs at 

this time.  The Color sergeant then commands Order, Arms. 

b. The Color sergeant commands Right (Left), Face and Forward, 

March. On the command of execution March, the Color Guard 

marches to the flag stand where the action of the Color guard are 

the same as previously described. 

 

Posting the colors 



 

90 
 

Retiring the Colors:            

                                                                                                                                                       
The audience is directed to stand for the retiring of the Colors. 

1. When a head table is used, the Color sergeant moves the Color guard to the 

head table. 

a. The Color sergeant commands Color Guard, Halt, Present, Arms, 

and reports to the post, “Sir, request permission to retire the 

colors.”  The host acknowledge the report and directs Retire the 

Colors. 

b. The Color sergeant commands Order, Arms, Right, Face, Forward, 

March, and moves the Color guard until they are centered on the 

flag stand where they mark time. 

c. The Color sergeant commands Color guard, Halt, Right, Face, 

Present, Arms, and Order, Arms.  Upon completion of Order Arms 

the color bearers, without command, retrieve the colors and 

assume the Carry Position. 

d. The Color sergeant commands Left, Face and Forward, March.  

The Color guard exits the area. 

 

2. When the head table is not used, the Color guard moves directly to the flag 

stands where the Colors are retrieved.   The Color guard exits as previously 

described. 
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Movement of Four-Man Color Guard to the Rear: 

     To face a four-man Color guard to the rear, the command is Color reverse, 

March.  At the command March, each man simultaneously executes the following 

movements: 

1. Number 1 takes two steps forward, faces to the left in marching, takes 

one full step and three half steps, faces to the left in marching, and 

takes two steps in the new direction. 

2. Number 2 faces to the left in marching and faces to the left while 

marking time. 

3. Number 3 takes one step forward, faces to the right in marching, takes 

two half steps, faces to the right in marching, and takes one step in the 

new direction. 

4. Number 4 takes one step forward, faces to the right in marching, takes 

one full step and three half steps, faces to the right in marching, and 

takes one step forward in the new direction. 

5. Number 2, 3, and 4 mark times after completing their movements until 

all men are abreast, then step off together or halt, as the situation 

dictates. 

Notes:                                                                                                                                                                                                                          

This command may be given while marching, in which case the commands are 

given when the left foot strikes the marching surface. 

       Left About may be used in lieu of Color Reverse.  The command for this 

movement is Left About, March.  The Color sergeant is the pivot man for the 

movement.  On the command of execution, the Color sergeant marches in place 

and turn to the left.  Other members shorten their steps and turn in an arc 

keeping abreast of each other and maintaining alignment.  When the movement 

has been completed, each man marches in place until the command Halt or 

Forward, March is given.  This movement may be executed from the Halt or while 

marching. 
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http://youtu.be/TNRdkxvHkcE

  

Position of the Colors at the Order 

     At the Order, rest the ferrule of the staff on the marching surface touching the 

outside of the right foot gear opposite the ball of the right foot.  Hold the staff in 

the right hand with the back of the hand facing outward and the fingers wrapped 

around the staff.  Rest the staff against the hollow of the shoulder. 

http://youtu.be/TNRdkxvHkcE
http://youtu.be/TNRdkxvHkcE
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Position of the Colors at the Carry 

     At the Carry, rest the ferrule of the staff in the socket of the sling.  The socket is 

below the waist and adjusted to ensure that the finials of all Colors are of equal 

height.  Grasp the staff with the right hand, even with the mouth and incline it 

slightly to the front with the left hand securing the ferrule in the socket.  The left 

hand may be positioned immediately below the right hand to more firmly secure 

the Colors on windy days. 

                      

Position of the Colors at Parade rest 

     Parade Rest with the Colors is executed with staffs vertical.  The Order and 

Parade rest are executed with the Color Company except during ceremonies 

when the Colors remain at the Carry Position. 
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Position of the Organizational Color at Color Salute 

     This position is assumed from the carry by slipping the right hand upward 

about four inches and then thrusting the arm forward shoulder high and 

horizontal to the marching surface forming an approximate 45-degree angle.  

When the Color salutes with troops who execute Present Arms from the Order, 

the Color bearers assume the position of Carry at the Command Arms and then 

execute the Color Salute.  When casing or uncasing Colors indoors (at the Order), 

the organizational Color bearer salutes (dips) by slipping his right hand upward 

and grasping the staff firmly, with the forearm horizontal and the staff thrust 

forward until the arm is fully extended. 
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Chapter 16 

Part II-Written Test Practice on Hands Demonstration of the Military 

Funeral Honors Knowledge 

1. Explain the procedures of folding the Flag and demonstrate:                 

_____________________________________________________________ 

     _____________________________________________________________ 

      _____________________________________________________________              

2. Demonstrate the command of Present Arms and Order Arms, on hands 

demonstration: 

               ___________________________________________________________ 

               ___________________________________________________________ 

3. What are the six moves in sequences as a member of the firing team? 

               a. ________________________________________________________ 

               b. ________________________________________________________ 

               c. ________________________________________________________ 

               d. ________________________________________________________ 

               e. ________________________________________________________ 

               f. ________________________________________________________ 

4. Hearing the command of Ready-Aim-Fire-Explain the three Actions in 

Sequence: 

               a. Ready:  __________________________________________________ 

               b. Aim:  ____________________________________________________ 

               c. Fire:  ____________________________________________________ 

5. Hearing the command of Cease Fire-Explain the three Actions in Sequence: 

               a. ________________________________________________________ 

               b. ________________________________________________________ 

               c. ________________________________________________________ 
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Chapter 17 

Answer to these Questions in Part I and Part II Written Tests 

Part I-Written Test Practice on Military Funeral Honors Knowledge 

          Please answer the following questions: 

1. What is the size of the interment Flag?:  5 feet x 9 feet 

2. What material is the Flag made of?:  Cotton Bunting 

3. What position is the Flag in during the playing of Taps?  Explain:  Held at ¼ 

positions. 

4. What does P.T.S.P. mean?  Explain each letter. 

               P:  Position-Know the position I am holding. 

               T:  Timing-From 8-10 minutes to complete the Services. 

    S:  Safety-Make sure I am safe. 

                P:  Protocol-Need to follow USV-JSC regulations: FM 3-21.5 and AR 6701. 

5. When arriving at the cemetery for a service, what time does a team have 

to be at before the services for:                                                                                                                                                         

a. A Two Man Team for rehearsal?  ½ hour 

   b. A Nine Man Team for Rehearsal? 1 hour 

6. What are the Six Events performed during Military Funeral Honors?  

Explain each Event:                                                                                                                     

a. Hearse:  NCOIC meets people and makes sure the casket has a flag     

before pulling it out. 

            b. Chaplain:  Give flag to the Next of Kin. 

             c. Firing Team:  Fire 3 volleys. 

   d. Taps:  After 3 volleys, sounds Taps when ordered. 

e. Flag Folding:  Before folding the flag, come to attention and     salute for    

3 seconds. 

 f. Present Flag to NOK/Recites Verse (on hands demonstration) 
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7. What are the duties of the CAO? What does CAO mean? 

  Four part answer: 

  1. Coordinates the funeral activities. 

  2. Ensures the chaplain receives a flag. 

  3. Acts as OIC for funeral detail and presents the flag to the NOK. 

  4. When requires to do so. 

8. What are the three items of information the CAO must know?  Plus two 

items you must know. 

   1. Name of Veteran 

   2. Date and time of services 

   3. Where, for example, at RNC 

   4. Veteran rank 

   5. Branch of service 

9. What are the responsibilities of the OIC/NCOIC of the funeral detail? 

  1. Provides the name of the NCOIC. 

  2. Requests transportation. 

   3. Coordinates with the funeral home, clergy, etc. 

   4. Coordinates to use CD player for Taps. 

   5. Ensures sufficient US Volunteers are in attendance at the funeral site. 

     In this section of the Test you will be asked to explain the Action of the 

OIC/NCOIC as the acting Escort Officer at the Funeral Site.         

                                                                                                                                           

10.  1ST Event:  As the Hearse approaches the Funeral Site what are the three 

actions taken by the OIC/NCOIC? 

a. Meets hearse and salutes. 

b. Assures coffin is covered by the flag. 
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c. Places all pallbearers in position. 

 

11. 2nd Event:  As the OIC/NCOIC whom do you invite into the shelter and in 

what Position do you remain?  Two part Question: 

a. Invites chaplain to give the benediction. 

b. Remains at Parade Rest. 

 

12. 3Rd Event:  When the Cemetery Escort turns the services over to the 

OIC/NCOIC, what are the two commands giving to the Team Members? 

a. When religious services were completed, call escorts to Attention and   

Present Arms. 

b. Command firing party to fire 3 volleys and salute. 

13. 4TH Event:  After the OIC/NCOIC gives commands to the Firing Team, what 

are the next steps of the commands giving in the shelter? Two Part 

Question: 

a. Directs escorts to raise the flag and comes to the Attention. 

b. Directs Bugler to sound Taps and Salute. 

 

14. 5TH Event:  You as the OIC/NCOIC, what is the next command given to the 

escorts of the coffin and when rendering the salute how long do you hold 

the salute?  Two Part Question: 

a. Directs escorts to fold the flag and comes to the Attention. 

b. Renders a three seconds Salute when flag is given to the OIC/NCOIC or 

Chaplain. 

 

15. 6TH Event:  As the OIC/NCOIC, what are the final two actions rendered to 

the Next of Kin?  Two Part Question: 

a. Presents the flag to Next of Kin. 

b. Must recite the presentation to the NOK:  Sir/Ma’am, this flag is 

presented on behalf of a grateful nation as an appreciation for the 

honorable and faithful service rendered by your love one. 
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16. As a member of the USV-JSC, what Two Regulations do we follow? 

a. FM 3-21.5 (Field Manual) 

b. AR 670-1 (Army Regulation) 

 

17. When you are in charge of the funeral detail, what five points of 

information must you know before you call your members to conduct 

services?  Explain the reason for the following: 

a. Who? Name 

b. What? Casket/or Urn 

c. When? Date and Time 

d. Where?  Federal/or Private Cemetery 

e. Military service (circle one):  USA, USMC, USN, USAF, USCG 

 

18. You are the NCOIC.  Explain the four actions at the grave site that you 

must follow.  Explain in full detail for the following: 

a. Position:  Coordinates and inspects each US Volunteer at the site. 

b. Timing:  Needs from 8-10 minutes for services. 

c. Safety:  Weapons are on safe position and prepares to fire the weapons. 

d. Protocol:  Follows these two manuals:  (1) FM 3-21.5 and (2) AR 670-1. 

 

19. You are the NCOIC.  You have received the flag for presentation.  You 

have positioned yourself in front of the Next of Kin.  You present the flag 

to the Next of Kin.  The NOK refuses it.  What do you do now and whom 

do you give the flag to?  Explain in full detail of your action. 

I give the flag to the Cemetery Director or Funeral Director. 

 

20. Give the following descriptions to the abbreviated letters: 

a. NCO:  Noncommissioned Officer 

b. NCOIC:  Noncommissioned Officer in Charge 

c. OIC:  Officer in Charge 

d. AP-3:  Authorized Provider, Partnership Program 

e. CAO:  Casualty Assistance Officer 

f. NOK:  Next of Kin 
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Part II-Written Test Practice on Hands Demonstration of the Military 

Funeral Honors Knowledge 

 

1. Explain the procedures of folding the Flag and demonstrate. 

2. Demonstrate the command of Present Arms and Order Arms. 

3. What are the six moves in sequences as a member of the firing team? 

a. Execute Port Arms. 

b.   Faces half Right. 

c.   Moves right foot 10 inches to the right. 

d.   Chamber a blank round of ammo and move safety to Fire Position. 

e.   Places weapon on Safe, after firing. 

  f.   Resumes Port Arms. 

4. Hearing the command of Ready-Aim-Fire-Explain the three Actions of 

Sequence: 

a. Ready:  Each rifleman moves the safety to the Fire Position. 

b. Aim:  Rifle is shouldered with muzzle to the front at 45 degree. 

c. Fire:  The trigger is squeezed quickly. 

 

5. Hearing the command of Cease Fire-Explain the three Actions of Sequence: 

a. Places weapon on Safe. 

b. Resumes the position of Attention (Port Arms). 

c. Faces to Half Left. 
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Different Kinds of Military Funeral Honors Services 

 

Two-Man Honor Detail: 

     A two-man honor detail provides graveside honors by the playing of Taps and 

the flag folding and presentation to the appropriate family member.  A two-man 

military funeral honors detail consists of these elements:  OIC/NCOIC (appropriate 

for the rank of the deceased), enlisted soldier, and one bugler to play Taps (or 

electronic recording).  Use the following procedures to conduct a military funeral 

with a two-man honor detail. 

A.     The two-man military funeral honors detail arrives at the interment site 

at the appropriate time to provide graveside honors. 

1. The leader of the detail contacts the funeral director to confirm the 

date, time, and location of the interment service.  The leader ensures 

that the funeral director has obtained a flag for the ceremony.  The 

detail leader will bring a backup flag to the ceremony in case it is 

needed. 

2. The leader confirms and coordinates participation of the second 

member of the detail. 

3. When all coordination is completed, the final pre-interment activity is to 

train and rehearse the detail. 

4. On the day of the interment ceremony, the detail leader confirms 

arrangements with the funeral director and coordinates necessary cues 

at the interment site. 

B. The rendition of Taps may be by bugler or by electronic device. 

1. A bugler is primary. 

2. If a bugler is not available, use the high-quality recording of the US Army 

band bugler.  However, do not assume availability of such systems and 

must have a sufficient number of high-quality; portable CD players to 

provide their own sound system at the funeral. 

C. The detail arrives at the interment site early and conducts a reconnaissance 

and rehearsal.  Part of the reconnaissance is the selection of a location for 

the bugler or CD player that will sound Taps.  The detail leader sets up and 
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tests the CD player ensuring the unit and it remote control are working 

properly and that it is out of sight of the family. 

1. When everything is prepared, the detail leader positions the detail in 

their designated place before the arrival of the funeral cortege.  The 

detail leader positions himself near the recording device; the other 

members will be positioned near the foot of the grave.   

2. The leader brings the team to Attention and Present Arms as the 

remains are carried to the gravesite by civilian pallbearers.  He 

commands Order, Arms when the casket is placed on the lowering 

device. 

3. At the conclusion of the committal service, the detail leader sounds Taps 

electronically or directs the bugler to sound Taps.  Installations must 

ensure that honor detail training directs that the recording device be 

positioned out of sight of the family and be played in a dignified manner. 

4. Although the CD player should be out of sight, activating the play button 

should be performed with precision by activating the recorder, and then 

stepping back one step and assuming the Position of Attention. 

5. Each detail member will Present Arms during Taps and will execute 

Order Arms at its completion.  At the conclusion of Taps, the detail 

leader ensures the recording device is turned off and then proceeds in a 

dignified military manner to the head of the casket. 

D. For the flag folding, upon conclusion of Taps, the detail leader and his 

assistant move closer to the casket.  When the flag is secured, and raised, 

the detail takes three steps away from the mourners and folds the flag. 

When the flag is properly folded, the detail leader salutes the flag for three 

seconds.  The assistant hands the flag to the detail leader, salutes the flag 

for three seconds, and posts to a position next to the side or rear of the 

family.  After the assistant departs, the detail leader presents the flag to the 

next of kin using the following wording: “Sir/Ma’am, this flag is presented 

on behalf of a grateful nation as an expression of appreciation for the 

honorable and faithful service rendered by your love one.”  After 

presenting the flag, the detail leader offers condolences. 



 

103 
 

http://www.youtube.com/watch?v=-

aCMGsad4Kc&feature=share&list=PLElSjthx0tV0-ITxSxA6Z5HisJMiyqplc 

http://www.youtube.com/watch?v=po4EuE_EgZU&feature=share&list=PLElSjthx0

tV3M8y4HUpatvp2-JnFaO-im 

Three-Soldier Detail 

          Detail will consist of the following positions:  (1) NCOIC, (1) Soldier and a 

Bugler. 

    

http://www.youtube.com/watch?v=q4CWbtcPQkc&feature=share&list=PLElSjthx

0tV1QkpjAeokMmtp47yJK40j9 

Limited Human Resources to conduct the Military Funeral Honors (Nine-

Soldier Detail) 

     The nine-soldier detail requires at a minimum:  (1) NCOIC/OIC, (6) Soldiers, 
Bugler and Chaplain.  Three weapons will be required.  The Military Funeral 
Honors may be efficiently rendered by a detail of nine members.   In this case, the 
firing detail members will also act as body bearers.  The detail should arrive early 
enough before the funeral to stack arms at a preferred location, relocate some of 
the members to the grave side to perform functions of body bearers, and then 
return to the position where weapons were previously stacked and assume duties 
as firing detail members.  The firing detail will stack arms at the place which 
volleys will be fired from, a location approximately one hundred feet from the 
foot of the grave.  The NCOIC of the firing detail and one other member will stay 
with the weapons.  The remaining members will act as body bearers and carry the 

http://www.youtube.com/watch?v=-aCMGsad4Kc&feature=share&list=PLElSjthx0tV0-ITxSxA6Z5HisJMiyqplc
http://www.youtube.com/watch?v=-aCMGsad4Kc&feature=share&list=PLElSjthx0tV0-ITxSxA6Z5HisJMiyqplc
http://www.youtube.com/watch?v=po4EuE_EgZU&feature=share&list=PLElSjthx0tV3M8y4HUpatvp2-JnFaO-im
http://www.youtube.com/watch?v=po4EuE_EgZU&feature=share&list=PLElSjthx0tV3M8y4HUpatvp2-JnFaO-im
http://www.youtube.com/watch?v=q4CWbtcPQkc&feature=share&list=PLElSjthx0tV1QkpjAeokMmtp47yJK40j9
http://www.youtube.com/watch?v=q4CWbtcPQkc&feature=share&list=PLElSjthx0tV1QkpjAeokMmtp47yJK40j9
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casket to the grave.  After the casket comes to rest at the grave, the flag will 
remain draped over the casket or held by the OIC/NCOIC if remains are cremated 
and the body bearers take position as members of the firing detail.  

Full Military Funeral Honors at Chapel and Graveside combined: 

          Use the following procedures to conduct a funeral in a chapel with full 

military honors.  

1. The NCOIC has all participants at the position of Parade Rest.  The NCOIC 

and the pallbearers will be on line at normal intervals facing the chapel and 

close to the designated arrival point of the conveyance.  The NCOIC 

positions himself at the end of the pallbearers so that the conveyance 

passes him first as it approaches.  If resources permit and there is a 

separate firing party, they will form two ranks facing each other and form 

an aisle from the conveyance to the entrance of the chapel. 

2. Members of the immediate family, relatives, friends of the deceased, and 

the Casualty Assistance Officer will be seated in the chapel before the 

conveyance arrives and the casket is taken into the chapel.  Members of 

the immediate family and relatives occupy to the right of the chapel. 

3. As the conveyance comes into view, the NCOIC will command the 

pallbearers to Attention and render a hand salute as the conveyance 

approaches.  Once the conveyance stops in front of the chapel, the NCOIV 

will automatically Order Arms.  If a separate firing party exists the following 

actions will be taken.  The NCOIC commands Escort, Attention; Pallbearers, 

Center, Face.  On the command Center, Face, the pallbearers face the 

designated arrival point of the conveyance.  As the conveyance approaches, 

the NCOIC commands Present, Arms after the conveyance halts.   

4. If necessary, the NCOIC repositions the pallbearers at the rear of the 

conveyance. 

5. After the funeral director opens the door of the hearse, the NCOIC and the 

firing party, if available, Present Arms.  The firing party and the NCOIC 

present Arms until the casket enters the chapel.  The pallbearers handle the 

remains in a dignified, and military manner, ensuring the casket is carried 

level and feet first at all times. 



 

105 
 

6. For the funerals where there is a separate firing party, once the casket is 

between the firing party members, and taken into the chapel, the NCOIC 

commands Order, Arms.  The firing party departs under the control of the 

firing party commander and travels to the gravesite.  Once at the gravesite, 

the firing party makes preparations for the gravesite ceremony.  The bugler 

travels with the firing party. 

7. Having entered the chapel, the pallbearers carry the casket to the front of 

the church.  The pallbearers then take seats, as directed by the chaplain, 

until the conclusion of the chapel service. 

8. After the service, the pallbearers carry the casket from the front of the 

chapel to the exit.  The casket is directly placed into the conveyance.  The 

funeral director secures of the conveyance.  

9. The pallbearers travel to the interment site to prepare for the gravesite 

ceremony.  The funeral party travels in the following order:  clergy, 

conveyance, pallbearers, family and CAO, and friends. 

10. After the procession is formed, it travels directly to the gravesite.  Upon 

arrival, the CAO positions himself between the chaplain and the head of the 

gravesite.  The pallbearers form and remove the casket from the 

conveyance. 

11. Once the casket is removed, from the conveyance, the NCOIC commands 

the firing party and bugler to Present Arms. 

12. The pallbearers carry the casket, feet first, to the grave.  Upon reaching the 

grave, the casket is placed on the lowering device.  The pallbearers then 

execute the appropriate facing movement and march off in two ranks 

toward the designated firing party location.  While marching, the 

pallbearers merge into single file in order to form one rank.  The firing party 

commander is positioned on the opposite flank or centered to rear of the 

formation.  At that time, the firing party commander will command the 

firing party to unstack their weapons, which have been pre-positioned 

under guard at the gravesite, and then to stand at Parade Rest during the 

gravesite service. 

13. When the casket is placed over the grave, and the pallbearers march from 

the casket to become the firing party.  The NCOIC terminates his salute and 
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moves from his place at the head of the casket in order to permit the 

chaplain to conduct the graveside service.  He should move to a location 

where he still faces the family, but does not interfere with the service.  

Once in position, he assumes the position of Parade Rest until the service is 

completed. 

14. After Parade Rest has been commanded, the chaplain conducts the 

graveside service.  At the conclusion of the benediction, the NCOIC returns 

to his position at the head of the casket, renders a hand salute, which also 

cues the firing party commander to commence the firing party sequence.  

The CAO also executes Present Arms.  The firing party fires three volleys of 

blank cartridges, assumes the position of Present Arms at the command of 

the firing party commander, and remains in this position until the 

conclusion of Taps.  The bugler, positioned near the firing party and in view 

of the next of kin, sounds Taps immediately following the firing party 

assuming Present Arms. 

15. At the conclusion of Taps, the firing party comes to Order Arms at the 

command of the firing party commander, and restacks their weapons in a 

ceremonial manner.  After the stacking of weapons is completed, the firing 

party forms into two ranks and marches in the most direct  route backs to 

the lowering device platform so they can perform the ceremonial folding of 

the interment flag.  The CAO terminates his salute. 

16. The pallbearers raise the flag from the casket and hold it in a horizontal 

position waist high and complete the folding sequence without letting the 

flag touch the casket.  As the flag is folded, it is passes to the senior 

pallbearer at the head of the casket, who makes the final tuck.   

17. After the flag is folded, the senior pallbearer executes a Right Face and 

places the flag at chest level into the hands of the CAO.  The CAO salutes 

the flag for three seconds before accepting it from the senior pallbearers.  

The senior pallbearer salutes the flag for three seconds after presenting it 

to the CAO.  The CAO then moves by the most direct route to the next of 

kin who is to receive the flag.  Upon presentation, the CAO renders 

appropriate remark s such as,  “Sir/Ma’am, this flag is presented on behalf 

of a grateful nation as an expression of appreciation for the honorable and 
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faithful service rendered by love one.”  After the flag is presented, the CAO 

returns to his original position.   

18. After the presentation is completed, the NCOIC marches the pallbearers 

and the bugler away from the gravesite and toward the stacked weapons.  

At the first Halt, the rifles of the firing party are then cleared and inspected, 

which concludes the ceremony. 

Notes:  Full Military Honors 

      Full Honor detail consists of 21 soldiers to perform the following:  1 

Detail NCOIC/OIC, 6 Pallbearers, (1) Firing Party NCOIC, (7) Man Firing 

Party, (1) Bugler, (4) Man Color Guard, and (1) Chaplain. 

Equipment needed: Ceremonial bugle, (7) rifles, balk rounds, (1) 

American flag, and (1) Army flag (or other branch) 

Military Funeral Honors for Cremated Remains (Cremains) 

     When the remains of the deceased have been cremated, only two body 

bearers are needed to transport the urn and folded flag from the vehicle 

containing the cremains to the grave.  The remaining body bearers are 

prepositioned at the grave, leaving open the two positions closest to the grave.  

The head body bearer carried the folded flag, to the right of the urn, to the head 

of the grave.  Once the urn comes to rest at the grave, the body bearers unfold 

the flag and hold it over the cremains.  The remainder of the ceremony is 

conducted in the same manner as Military Funeral Honors for the Committal 

Service.           
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http://www.youtube.com/watch?v=ezOkvxxLSSA&feature=share&list=PLElSjthx0t

V2Ck8yN5u5LIPzkeFdoBFt4 

Memorial Service 

     A memorial service with military participation may be held for deceased 

members whose remains are not recoverable.  At the completion of such services 

TAPS will be sounded and the pre-folded flag will be presented to the next of kin 

by OIC/or chaplain. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.youtube.com/watch?v=ezOkvxxLSSA&feature=share&list=PLElSjthx0tV2Ck8yN5u5LIPzkeFdoBFt4
http://www.youtube.com/watch?v=ezOkvxxLSSA&feature=share&list=PLElSjthx0tV2Ck8yN5u5LIPzkeFdoBFt4
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Training Policy, Course Outline of Record and Project Forms 

Training Policy 

14-17 US Volunteer Operations Team 

                                         

Commander's Intent:  To provide all Commanders in the United States 

Volunteers-Joint Services Command (USV-JSC) Training Guidance for successful 

execution of the Command Mission:  BOOTS ON GRAVES. 

References:  Field Manual (FM) 3-21.5/TC 3-21.5 Drill and Ceremonies especially 

Chapter 14. Funerals.  Proper Wear and Appearance of US Armed Forces Uniforms 

and Insignia, e.g.,  AR 670-1 (US Army).  USV-JSC Directive 1322.1 Training and 

Education, Enclosure 1, USV-JSC Organization of the Operations Team and 

Enclosure 2, Duties of each US Volunteer on the Operations Team. 

Commander's Training Needs Assessment. 

Each Commander, at every level, i.e., tactical, operational and strategic, must 

firmly embrace the OPERATIONS TEAM CONCEPT.   

To accomplish this an "Assessment," each Commander must BE the initiator of 

the Concept, KNOW the Concept inside and out and DO an objective review of his 

Command's current state of compliance with the above References.  This is called  

Training Needs Assessment.    

For examples:   

1.  Does the Command have a copy(ies) of the above references;  

2.  Is the Command performing its mission in accordance with (IAW) the above 

references;  

3.  Is the Operations Team structure understood by the Command and its Leaders, 

i.e., Officers, NCOs    and Operations Team members;  

4.  Is the rank structure IAW the Operations Team Concept;  

5.  Does the Command embrace the DOD standards as specified in FM 3-21.5 

most specifically Chapter 14, Funerals;  
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6.  How does the Command Train to achieve the DOD standard expeditiously;  

7.  Are the NCOs of the Command professionally qualified to conduct the training;  

8.  Does the Command have five (5) to seven (7) Rifles with blank adapters readily 

available for training and conducting the Mission;  

9.  Does the Command have swords and harnesses for the swords and Colors;  

10.  Does the Command have access to a Chaplain;  

11.  Does the Operations Team Commander know how to properly Present the 

Flag to the NOK (Next of Kin);  

12.  Does the Command have sufficient uniforms to properly outfit the 14-17 US 

Volunteer Operations Team;  

13.  Does the Command have available transportation to and from the Training 

Facility; etc.; 

Commander's Operations Team Training Objectives: 

After the Commander at every level, I say again, at the Tactical, Operational and 

Strategic Levels, completes his/her Training Needs Assessment the following 

Training Objectives shall be accomplished: 

1.  Thorough reading and understanding of the above References and providing 

personal copies for each US Volunteer to study   

2.  Understand the configuration of the 14-17 US Volunteer Operations Team 

3.  Understand the elements of the 14-17 US Volunteer Operations Team, i.e., 

Command element (Commander, XO, 1SG); Firing Party (5-8 NCOs); Color Guard 

(4 NCOs); Flag Folding Team (2 NCOs); Chaplain (if available).   (SEE ENCLOSURE 1) 

4.  Understand the functions of each element and each US Volunteer on the 14-17 

US Volunteer Operations Team    

At the Strategic (National) Level:   

1.  Develop a Training Package for export to the Operational and Tactical Levels 

2.  Develop a Course Outline 

3.  Develop a Course Syllabus 

4.  Develop a simplified Training Manual 
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At the Operational and Tactical Levels: 

1.  Continue conducting your mission:  BOOTS ON GRAVES 

2.  Continue involvement in Community Activities, e.g., Parades, Meetings, etc. 

3.  Select and Train your Training NCO(s) and your Operations Team Command 

Element IAW FM 3-21.5  

4.  Each Commander and Staff perform a Mission Analysis remembering the 

primary mission is BOOTS ON GRAVES     

5.  Upon receipt of the Strategic Level documents, immediately conduct the 

Commander's Training Needs Assessment 

6.  Implement Training using the Strategic Level Export Training Package                                                                                

Commander's Training Program  

Near Term Planning: 

 The Operations Team Near Term Planning is conducted over a four (4) 

month period (executed prior to conducting the four-week training cycle).  It is 

conducted to: 

1.  Provide specific guidance to the Training Instructors, i.e., NCOs 

2.  Prepare detailed Training Schedules (as shown in the Export Training  

Package) 

3.  Schedule, coordinate and implement the Training Objectives specified in the 

Long Range Training Plans (to DOD Standard as provided in the Export Training 

Package) 

4.  Make final decisions and coordination for the allocation of training resources. 

5.  Determine Best Practices Method for the sequence of training 

6.  Confirm Classroom and Parking facilities 

7.  Review the Operations Team recruiting efforts 

8.  Command and Staff evaluations of the Training provided to the Command 

Element of the Operations Team prior to actual training 

Long Term Planning: 

 Training Plans focus on a future Training Cycle.  The Commanders and Staffs 

at the Battalion and Brigade Coordination Team (BCT) levels in close coordination 

with the Senior NCO(s) throughout the Command led by the respective Command 
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Sergeants Major establish the Command Training Program.  (Using the Mission 

Essential Training Tasks [METT] individual training is identified and integrated into 

the Long Range Planning.  E.g., marching, saluting, wear and appearance of 

uniforms, discipline, etc.)  Some of these topics are: 

1. Identify and allocate Short Term lead time resources, e.g., training facility, 

transportation, maximum attendance opportunity, etc. 

2.  Publish Long Range guidance and a planning calendar 

3.  Provide input to the unit Operations and Training Meeting 

4.  Prioritize Training 

5.  Identify Individual Training to hone US Volunteer skills 

6.  Training Evaluation, Recommendations and Feedback to the Commander and 

his/her Staff most especially the Operations and Training Staff 

7.  Using the Export Training Package as a Guide develop a Unit Training Course 

Outline and Course Syllabus       

8.  Fully implement the Export Training Package Military Funeral Honors Training 

Manual for the 14 17US Volunteer Operations Team                                                                 

Strategic Level Training Implementation 

1.  At the Strategic Level, the National Command Senior NCO (or alternate) shall 

be the Operations Team Class Instructor with Assistant Instructors (AI) composed 

of NCOs from the BCT and Battalions.  At the Operations and Tactical Levels, the 

Senior NCO shall conduct the Training under the supervision of the Operations 

Team Commander/XO. 

2.  Training shall be IAW above References 

             Topics include (not limited to): 

3.  Configuration of the 14-17 US Volunteer Operations Team 

4.  Identification of the Elements of the Operations Team + Duties of the Chaplain 

5.  Duties of Command Section + Chaplain upon arrival of the Remains and NOK 

party 

6.  Practice of Presentation of the Flag to the NOK 

7.  Wear and Appearance of Uniforms and Insignia    

8.  Flag Folding 
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9.  Commands 

10.  Sword drill 

11.  Rifle Commands and Drill 

12.  Rifle Volley Fire Drill 

13.  Taps (Live/Electronic Bugler or Boom Box)                                                                                        

General Training Guidance 

 Training is conducted using the Hands On Method of Instruction, i.e., Stand 

To by the Operations Team; Sword and harness worn by the 1SG; Commands 

given by the 1SG; Command Element + Chaplain Meet the Hearse and NOK and 

movement to the site; Firing Team positioned; Color Guard posted; Flag Folders 

positioned, etc.  The rule of thumb is 70% hands on and 30% Classroom 

instruction. 

 Many of the Operations Teams are composed of non-English 

speaking/proficient US Volunteers.  During the Training use of 

Translators/Interpreters is encouraged.  Inclusion of training facilities, devices 

videos, pictures, handouts and seasoned, accomplished participants, Active, 

Reserve and US Volunteers shall be included in the training.  

 Training to standard is the goal; non-attribution of mistakes when being 

trained is imperative.  One on One US Volunteer, be it seasoned or newly Certified 

personnel shall be encouraged.  All effort is directed to TEAM SUCCESS as 

opposed to Individual success.  Individual "Stars" who fail to participate in Team 

Building shall be singled out for Command Counseling.  The training shall build 

proficiency, teamwork, confidence and cohesiveness.  TEAM SPIRIT is vital to 

TEAM SUCCESS.                                                                 

Target Outcomes of this Training: 

1.  USV-JSC Commanders, Senior NCOs, NCOs and Staffs will understand the 

configuration of the Operations Team of 14-17 US Volunteers. 

2.  USV-JSC Commanders, Senior NCOs, NCOs and Staffs will be able to all 

functions of the Operations Team of 14-17 US Volunteers. 
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3.  USV-JSC Commanders, Senior NCOs, NCOs and Staffs at all levels shall 

institutionalize the Operations Team of 14-17 US Volunteers Model.  

4.  USV-JSC Commanders, Senior NCOs, NCOs and Staffs shall begin Training at 

Home Station immediately. 

5.  The Export Training Package to be provided from USV-JSC National 

Headquarters to all Commands NLT 1 January 2013. 

6.  USV-JSC Organizations at each Level, employing the Operations Team of 14-17 

US Volunteers Model, conducting Military Funeral Honors in performing the 

mission:  BOOTS ON GRAVES will become the DOD Standard of Performance.  

With community and state and national recognition of the USV-JSC stable-

professional organization in performance of its mission:  BOOTS ON GRAVES will 

present the opportunity for Commanders at all Levels to seek funds from local, 

state and federal levels, private corporations, other non-profit organizations and 

private foundations.            

Commander's Concluding Guidance: 

 To comply with all DOD Standards, all Military Funeral Honors Formations 

shall be IAW the 14-17 US Volunteer Operations Team Model (See Encls 1 and 2.)  

With the exception of the Operations Team Commander and Executive Officer, all 

Operations Team US Volunteers shall be Non-Commissioned Officers (NCOs).                                                                                  

 Henceforth, all new US Volunteer Recruits SHALL enter the USV-JSC as 

Enlisted US Volunteers; upon completion of training and Certification, all certified 

US Volunteers shall be promoted to Corporal (E4); the upper 70% of the Certified 

US Volunteers shall be promoted to Sergeant (E5) in their respective Service.  

After completion of 30 missions, i.e., participation in Military Funeral Honors 

Ceremonies, consideration for integration into the Officer/Warrant Officer 

positions shall be made.  Commanders are encouraged to conduct Special Boards 

composed of three Officers and two NCOs to consider each US Volunteer's 

application.                                                              

 If the Recruited Individual shows proof of having held a Commission or 

served as an NCO, in any of the US Armed Forces or nations with whom the 
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United States Armed Forces holds a Status of Forces Agreement (SOFA) the above 

requirements are waived.  If the applicant is a prior commissioned Captain or 

1LT/WO, that Individual shall receive first consideration for Command positions 

on an Operations Team.  This affords opportunities for Officers holding Command 

positions on Operations Teams to move to other Officer billets/promotions. 

 The Commander's Intent of this Policy, in addition to complying with DOD 

Standards, is to encourage recruiting populations to recognize the serious nature 

of the USV-JSC mission:  BOOTS ON GRAVES.   

It is also intended to discourage applicants from simply joining the USV-JSC 

believing this is a CLUB with the opportunity to wear the distinctive USV-JSC 

Uniform.   

Periodically, a Commander may be faced with a prospective recruit opportunity 

who either is too old, physically challenged or brings something of immense need 

for his/her organization.  On a case by case basis, with approval from the Regional 

Command Commander or National Command Commander, a waiver of this Policy 

may be sought and appropriately granted.           

THIS TRAINING GUIDANCE SUPERSCEEDS ALL PREVIOUS GUIDANCE  

 For the Commander:                                                                                               

       BG Alexander Peng My, USAFVR 

       9th Regional Commander 

                     USV-JSC 

 

Expires 18 August 2017      
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UNITED STATES VOLUNTEERS-JOINT SERVICES COMMAND 

COURSE OUTLINE OF RECORD 

 

Course Title:  USV-JSC Military Funeral Honors 

Descriptive Title:  Military Funeral Honors 

Course Length:  4 days, 6 hours per day, total 24 hours 

Lecture:  30 percent 

Hands-on Practice:  70 percent 

Grading Method:  Pass/No Pass 

Course Description: 

     This course provides an introduction to Military Funeral Honors as the 

ceremonial paying of respect and the final demonstration of the country’s 

gratitude to those who, in times of war and peace, have faithfully defended our 

nation. Class participants of the Military Funeral Honors detail fold and present 

the American flag to the veteran’s survivor and Taps is sounded.  Topics are also 

including (not limited to):  Practice of Presentation of the Flag to the NOK Flag 

Folding, Sword Commands and Drill, Rifle Commands and Drill, Rifle Volley Fire 

Drill, Taps (Live/Electronic Bugler or Boom Box), Wear and Appearance of 

Uniforms and Insignia, Organization of the Operations Team, the USV-JSC 14-17 

Volunteers Team Duties, and USV-JSC Military Funeral Honors Model.  

COURSE OBJECTIVES: 

     List the major objectives of the course.  These must be stated in behaviorally 

measurable terms. 

1. Understand the configuration of the Operations Team of 14-17 US 

volunteers. 

2. Have a full understanding of how the Operations Team functions. 

3. Have a full understanding of the USV-JSC Military Funeral Honors Model 

4. Know the procedure of folding the United States flag.  

5. Know how to present the flag to Next of Kin (NOK). 

6. Know when the playing of Taps is performed by a lone bugler or an audio   

recording. 
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7. Know the commands and rules for ceremonial firing. 

8. Know the sword commands and drill. 

9. Know the USV-JSC regulations of wear and appearance of uniforms and 

insignia.      

OUTLINE OF SUBJECT MATTER:    

     The topics should be detailed enough to enable an instructor to determine the 

major areas that should be covered and so that the course may have consistency 

from instructor to instructor and training class cycle to training class cycle. 

Approximate           Major Topics  

Time in Hours 

1                        Organization of the Operations Team (in class) 

 

1 The USV-JSC 14-17 Volunteers Operation Team duties and  the 

Chaplain (in class) 

1   The USV-JSC Military Funeral Honors Model (in class) 

2   Flag Folding (in class) 

3   Practice of Presentation of the Flag to the NOK (in class) 

1   Taps: Live/Electronic Bugler or Boom Box (in class) 

5   Rifle Commands and Drill (in class and/or on site) 

4   Rifle Volley Fire Drill (on site) 

4   Sword Commands and Drill (in class and/or on site) 

2   Wear and Appearance of Uniforms and Insignia (in class)    

Total 24 Hours; it is based on 9:00 AM-4:00PM class schedule, with 1 hour lunch,      

for 4 days.       

METHOD OF EVALUATION: 

     United Volunteers-Joint Services Command and Subordinate Commands are 

mandated to follow the requirements set by FM 3-21.5 on the procedures for 

conducting Final Military Funeral Honors.  The final combination of team training 

evaluation consists of the following. 

1. AP-3/DOD/25 questions written test 
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2. Personal appearance, uniforms and insignia inspection 

3. Oral expression 

4. Knowledge of FM 3-21.5/AR 670-1 

5. Professional attitude and performance (conducted while providing MFH). 

 

     Unit Commanders and Senior NCOs are responsible for the evaluation of each 

participant.  They are to demand that all members are trained, and they pass all 

requirements that set by USV-JSC Regulations.   All of the requirements are 

completed, and each participant will receive their certificate of completion. 

COURSE WORK: 

     Typical assignments must correspond to the method of evaluation indicated in 

Section IV, Method of Evaluation. They must be a writing assignment and skill 

demonstration. 

INSTRUCTOR: 

     At the Strategic Level, the National Command Senior NCO (or alternate) shall 

be the Operations Team Class Instructor with Assistant Instructors (AI) composed 

of NCOs from the BCT and Battalions.  At the Operations and Tactical Levels, the 

Senior NCO shall conduct the Training under the supervision of the Operations 

Team Commander/XO. 

INSTRUCTIONAL METHODOLOGY: 

     Training is conducted using the Hands-On Method of Instruction, i.e., Stand to 

by the Operations Team; Sword and harness worn by the 1SG; Commands given 

by the 1SG; Command element and Chaplain meet the Hearse and NOK and 

movement to the site; Firing Team positioned; Color Guard posted; Flag Folders 

positioned, etc.  The rule of thumb is 70% hands-on and 30% Classroom 

instruction. 

 Many of the Operations Teams are composed of non-English 

speaking/proficient US Volunteers.  During the Training use of 

Translators/Interpreters is encouraged.  Inclusion of training facilities, videos, 

pictures, handouts and seasoned, accomplished participants, Active, Reserve and 

US Volunteers shall be included in the training.  
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 Training to standard is the goal; non-attribution of mistakes when being 

trained is imperative.   All effort is directed to TEAM SUCCESS as opposed to 

Individual success.  Individual "Stars" who fail to participate in Team Building shall 

be singled out for Command Counseling.  The training shall build proficiency, 

teamwork, confidence and cohesiveness.  TEAM SPIRIT is vital to TEAM SUCCESS.      

REQUIRED TEXTS AND MATERIALS:    

      The Military Funeral Honors training is using USV-JSC Military Funeral Honors 

Training Manual, Videos, Handouts, FM 3-21.5 and AR 670-1. 

CONDITION OF ENROLLMENT:   

     Enrollment limitation is 20 participants per training class cycle with at least 

some English preparation. 

 

Lt Col Alexander P. My, USAFVR 

J3, Operations and Training      

USV-JSC           

Submittal Date:  ____________________________________  

 

 

LTG Allen A. Baumann, Commanding General    

USV-JSC         

Approval Date: ______________________________________                                     

 

 

 

 

 

 



 

120 
 

United States Volunteer-Joint Services Command (USV-JSC) 

Commander’s Training Need Assessment Form 

 

     Each Commander, at every level, i.e., tactical, operational and strategic, must 

firmly embrace the operations Team Concept. 

     To accomplish this an "Assessment," each Commander must BE the initiator of 
the Concept, KNOW the Concept inside and out and DO an objective review of his 
Command's current state of compliance with the FM 3-21.5, Drill and Ceremonies 
and AR 670-1, Wear and Appearance of Army Uniforms and insignia References.  
This is called a Training Needs Assessment.    

     Please indicate below what you will need: 

1. Does the Command have copies of the above references?  
2. Is the Command performing its mission in accordance with (IAW) the      above 

references? 
3. Is the Operations Team structure understood by the Officers, NCOs 
       and Operations Team members? 
4. Is the rank structure IAW the Operations Team Concept?  
5. Does the Command embrace the DOD standards as specified in FM 3-21.5  
       most specifically Chapter 14, Funeral? 
6. How does the Command Train to achieve the DOD standard expeditiously?  
7. Are the NCOs of the Command professionally qualified to conduct the  
       training? 
8. Does the Command have five (5) to seven (7) Rifles with blank adapters, 
       available, for training and accomplish the mission? 
9. Does the Command have swords and harnesses for the swords and Colors?  
10. Does the Command have access to a Chaplain? 
11. Does the Operations Team Commander know how to present the  
       flag to the NOK (Next of Kin)? 
12. Does the Command have sufficient uniforms to outfit the 14-17 US  
       volunteer Operations Team? 
13. Does the Command have transportation to and from the Training  

       facility? 
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14. Does the command have enough manpower to conduct the Military Honors 
Funeral? 

15. Does the command have back up unit available? 
16. Others ________________________________________________ 
17. Others ________________________________________________ 
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United States Volunteer-Joint Services Command (USV-JSC) 

Project Recruitment List Form 

 

Today’s date:  _______________________________________________________ 

Responsible Commander (per location/or Battalion): _______________________ 

9th Regional Command Leader:  ________________________________________ 

At RNC Command Leader:  ____________________________________________ 

NCOs/Officers’ Names   Cell Phone     Rank                 Email 

1. _____________________________________________________________ 

2. _____________________________________________________________ 

3. _____________________________________________________________ 

4. _____________________________________________________________ 

5. _____________________________________________________________ 

6. _____________________________________________________________ 

7. _____________________________________________________________ 

8. _____________________________________________________________ 

9. _____________________________________________________________ 

10. _____________________________________________________________ 

11. _____________________________________________________________ 

12. _____________________________________________________________ 

13. _____________________________________________________________ 

14. _____________________________________________________________ 

15. _____________________________________________________________ 

16.      _____________________________________________________________ 

17.      _____________________________________________________________ 

18.     ______________________________________________________________ 

19.     ______________________________________________________________ 

20.     ______________________________________________________________ 
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United States Volunteers-Joint Services Command 

Operations Team Training Schedule 

Schedule: 02/23/03, 02/24/03, 03/02/03, and 03/03/03 

Morning Training:  9:00 AM-12:00 PM 

Lunch: 12:00 PM-01:00 PM 

Afternoon Training:  01:00 PM-03:00 PM 

Topic (s): Military Funeral Honors Training  

Location: In Long Beach (Col Hing will provide the address information)  

Instructor:  CSM Aguilar                                                  Assistant Instructor:  CWO2 

Granados 

Uniform:  Class C, or Civilian 

      Name    Rank     Cell Phone      Battalion 

1. _____________________________________________________________ 

2. _____________________________________________________________ 

3. _____________________________________________________________ 

4. _____________________________________________________________ 

5. _____________________________________________________________ 

6. _____________________________________________________________ 

7. _____________________________________________________________ 

8. _____________________________________________________________ 

9. _____________________________________________________________ 

10. _____________________________________________________________ 

11. _____________________________________________________________ 

12. _____________________________________________________________ 

13. _____________________________________________________________ 

14. _____________________________________________________________ 

15. _____________________________________________________________ 

16. _____________________________________________________________ 

BG Alexander Peng My, USAFVR   LTG Allen A. Baumann, USAVR 

9th Regional Commander               Commanding General 

__________________________                         _________________________ 
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United States Volunteer-Joint Services Command (USV-JSC) 

Monthly Military Funeral Honors Project Report Form 

For the Month of:  ____________________________________________ 
Today’s date:  ________________________________________________ 
Responsible Commander (per location/or Battalion): _________________ 
9th Regional Command Leader:  __________________________________ 
At RNC Command Leader:  _______________________________________ 

     The following Officers and NCOs have participated in conducting the Military 
Funeral Honors at the Riverside National Cemetery, RNC. 

NCOs/Officers’ Names (Last, First name) Cell Phone       Rank           Duty  

 1.   _______________________________________________________________ 
 2.  _______________________________________________________________ 
 3.  _______________________________________________________________ 
 4.  _______________________________________________________________ 
 5.  _______________________________________________________________ 

 6.  _______________________________________________________________ 
 7.  _______________________________________________________________ 

 8.  _______________________________________________________________ 
 9.  _______________________________________________________________    

10.  _______________________________________________________________ 

11. _______________________________________________________________ 

12. _______________________________________________________________ 

13. _______________________________________________________________ 
14.  _______________________________________________________________ 
15.  _______________________________________________________________ 

       Numbers of today Military Funeral Honors Services were conducted                      
by USV-JSC:  ________________________________________________________ 

Military Funeral Honors Services were rated as ______ ___Excellent, __________           

Good ______, Fair _____, Need to be improved: 

___________________________________________________________________

___________________________________________________________________ 
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United States Volunteer-Joint Services Command (USV-JSC) 

Monthly Project Scheduling at RNC Form                                                                                                                          
(For example, need to do an on-site scheduling one month ahead at the RNC) 

For the Month of:  ___________________________________________________ 

Today’s date:  _______________________________________________________ 

Responsible Commander (per location/or Battalion): _______________________ 

9th Regional Command Leader:  ________________________________________ 

At RNC Command Leader:  _____________________________________________ 

NCOs/Officers’ Names   Cell Phone     Rank                  Duty  

1. _____________________________________________________________ 

2. _____________________________________________________________ 

3. _____________________________________________________________ 

4. _____________________________________________________________ 

5. _____________________________________________________________ 

6. _____________________________________________________________ 

7. _____________________________________________________________ 

8. _____________________________________________________________ 

9. _____________________________________________________________ 

10. _____________________________________________________________ 

11. _____________________________________________________________ 

12. _____________________________________________________________ 

13. _____________________________________________________________ 

14. _____________________________________________________________ 

15. _____________________________________________________________ 

16. _____________________________________________________________ 

17. _____________________________________________________________ 

18. _____________________________________________________________ 

19. _____________________________________________________________ 

20. _____________________________________________________________ 



 

126 
 

United States Volunteers-Joint Services Command (USV-JSC) 

Training Evaluation and Feedback Form 

Class (Course) Title:   ______________________________________________ 

Date:  ___________________________________________________________ 

     In an effort to maximize your opportunity for participant success and positive learning 
outcomes, we are asking you to take a moment to fill out this training evaluation and feedback 
form.  Information collected should be used to improve program and to assess learning and 
teaching. 

Instructions: 

     Please circle your response to the items.  Rate aspects of the total training on a 1 to 5 scale: 

1 = strongly disagree or the lowest, most negative impression 

2 = Disagree 

3 = neither agree nor disagree, or an adequate impression 

4 = Agree 

5 = strongly agree or the highest, most positive impression 

N/A = If the item is not appropriate or not applicable to this workshop. 

The Class Content: 

I was well informed about the objectives of this training.  1     2     3     4     5     N/A 

This training was appropriate for me.                                     1     2     3     4     5     N/A 

This training was easy to follow and understand.                 1     2     3     4     5     N/A 

The Class Design: 

The activities in this training gave me sufficient practice.   1     2     3     4     5     N/A 

The difficulty level of this training was appropriate.   1     2     3     4     5     N/A 

The pace of this training was appropriate.               1     2     3     4     5     N/A 

The Class Presenter: 

The presenter was well prepared.    1    2     3     4     5     N/A 

The presenter was helpful.     1     2     3     4     5     N/A 

The presenter was knowledgeable.    1     2     3     4     5     N/A 

She/he helped you understand the presenter provided                                                    

necessary material for the training.    1     2     3     4     5     N/A 
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The Class Learning Outcomes: 

I will be able to use what I learned in this training.  1     2     3     4     5     N/A 

The objectives of the training were met.   1     2     3     4     5     N/A 

How would you improve this training?                                                                                                             

____ Clarify the training objectives. 

 ____Make the training less difficult. 

 ____ Make the training more difficult. 

 ____ Reduce the content covered in the training. 

 ____ Increase the content of the training. 

____ Add more videos to the training. 

____ Shorten the time for the training. 

____ Allot more time for the training. 

____ Update the content covered in the training. 

____ Improve the instructional method. 

____ Make training activities more stimulating. 

____ Improve training organization. 

What other improvement would you recommend in this training?         
___________________________________________________________________ 
___________________________________________________________________      

What is most valuable about this training?________________________________ 

___________________________________________________________________ 

What is least valuable about this training? 
___________________________________________________________________
___________________________________________________________________ 
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The Action Leaders-The After-Action Review 

Definition and Purpose 

     An after-action review (AAR) is a professional discussion of an event that 

focuses on performance standards and enables development professionals and 

colleagues with similar or shared interests to discover for themselves what 

happened, why it happened, and how to sustain strengths and improve on 

weaknesses.  The AAR tool affords leaders, staff, and partners an opportunity to 

gain maximum benefit from every program, activity, or task.  It provides: 

1. Candid insights into specific strengths and weaknesses from various 

perspectives. 

2. Feedback and insight critical to improve performance. 

3. Details often lacking in evaluation reports alone. 

     The AAR is the basis for learning from our successes and failures.  A good 

manager or leader does not learn in a vacuum, the people involved in an 

activities.  No one, regardless of how skilled or experienced they are, will see as 

much as those who actually carry out the events, program, or activity.  The AAR is 

the keystone of the process of learning from successes and failures. 

     Feedback compares the actual output of a process with the intended outcome.  

By focusing on the desired outcome and by describing the specific observations, 

teams can identify strengths and weaknesses and together decide how to 

improve performance.  This shared learning improves team proficiency and 

promotes bonding, collegiality, and group cohesion.  Though, not a cure-all for all 

issues or problems, the AAR provides a starting point for improvement to future 

activities. 

     Because AAR participants actively discover what happened and why, they can 

learn and remember more than would from a critique or more formal evaluation.  

A critique only gives one viewpoint and frequently provides little opportunity for 

discussion of events by participants.  Other observations and comments may not 

be encouraged.  The climate of a critique, focusing on what is wrong, often 
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prevents candid discussion and stifles opportunities for learning and team 

building. 

     Refer to Appendix A that can be used to talk about what the AAR is, is not, and 

its effectiveness. 

Types of AARs 

     All AARs follow the same general format, involve the exchange of ideas and 

observations, and focus on improving training proficiency.  AAR organizers can 

decide whether the review will be formal or informal.  See Appendix B for a 

review of key futures. 

Formal AARs 

     Formal AARs require more resources and involved more detailed planning and 

coordination, logistical support, supplies, and  time for facilitation and report 

preparation.  A facilitator guides the review discussion and notes are recorded on 

flip charts with the help of a dedicated scribe.  The meeting should follow an 

agenda, using the four guiding questions to set up the meat of the discussion.  

Following the AAR session itself a formal report is presented.  Recommendations 

and actionable items are later brought to the attention of Agency management. 

Informal AARs 

     Informal AARs are usually conducted on-site immediately following an events, 

or program.  They require a different level of preparation, planning time to be 

carried out, facilitation, and reporting.   Frequently, an informal AAR is carried out 

by those responsible for the activity and if necessary, the discussion leader, or 

facilitator can either be identified beforehand or chosen by the team itself.  As 

with a formal AAR, the standard format and questions guide the discussion. 

     Team or project leaders may use informal AARs as on-the-spot coaching tools 

while reviewing overall group or individual performance.  For example, the team 

could quickly: 
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1. Evaluate performance against a desired standard or established 

performance objective. 

2. Identify strengths and weaknesses. 

3. Decide how to improve performance. 

     In addition, informal AARs provide instant feedback:  ideas and solutions can 

be immediately put to use, and the team can learn from them for future or similar 

application.  Providing direct feedback, just in time, is a key strength of the 

informal AAR. 

Planning and Carrying Out the AAR 

     The date and time of the AAR should be identified as part of the planning 

schedule for the event.  It is imperative that the AAR be considered as an integral 

part of the entire planning process.  The AAR process has four steps: 

1. Planning the AAR 

2. Preparing for the AAR 

3. Conducting the AAR 

4. Following up (using the AAR results) 

     This AAR process summarizes the actions leaders should follow to ensure 

effective AARs. 

Planning the AAR 

1. Identify an event or activity to be reviewed 

2. Identify the primary point of contact for the review 

3. Determine when the AAR will occur 

4. Decide who will attend the AAR 

5. Select when and where the AAR will take place (plan for no more than 90 

minutes) 

6. Confirm who will support the AAR 

Preparing for the AAR 

1. Select a facilitator 
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2. Confirm the venue and agenda 

3. Obtain input from interested parties 

4. Announce the AAR and Compile list of attendees 

5. Make logistical arrangements and set up the venue 

Conducting the AAR 

1. Seek maximum participation 

2. Maintain focus on a positive and informative AAR 

3. Ensure honest, candid, and professional dialogue 

4. Record key points 

Following up (using the AAR results) 

1. Determine actionable recommendations that will improve the process 

2. Identify tasks requiring senior leadership decisions 

3. Determine a follow up schedule and point of contact for each follow-up 

action 

4. Provide assistance and support as required 
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Planning the After-Action Review 

 

Identify an event or activity to be reviewed 

      Leadership, or others invested in the sustainability of an event, activity, or 

process, decides on the topic of the review.  The scope and substance of the 

review can be large-scale or far-reaching, or it can be relatively specific or narrow. 

     The review may focus on substantive issues:  problems being solved, 

opportunities or challenges that were addressed, a concrete product, or a 

discrete event, or activity.  Or the review may focus on process support, logistics, 

technology, etc.  Regardless of what is decided for the AAR topic’s scope, 

boundaries, and specific content, it is critical to be clear about those parameters 

so that all review participants, as well as individuals who will read and be affected 

by the report, understand what is covered. 

Identify the primary point of contact for the review 

     It is important to identify the single Point of Contact (POC) for each review. The 

POC is someone with vested interest in completing the review.  In addition, the 

POC should have broad and sufficient access to the necessary people, resources, 

leadership, ideas, and additional input needed to carry out the review.  The POC 

ensures that notes are captured from the review discussion and that the report is 

prepared and submitted.  Finally, the POC takes responsibility for any required 

next steps identified in the report or as implied by its production.  These could 

include follow-on actions, securing broader visibility for the report, and 

addressing any related actionable recommendations. 

Determine when the AAR will occur 

     The AAR should occur as soon as possible after an event, and when possible 

within the first two weeks.  Participants will receive better feedback on the 

overall performance and remember the lesson longer if the AAR is timely and the 

conduct of the AAR is not rushed.  The AAR should last no longer than 89 minutes. 
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Decide who will attend the AAR 

     The team, project,  or activity leader specifies who must attend each AAR.  

Normally, only key players attend.  At times, however, more participants will yield 

better or more complete feedback.  Leaders must select as many participants as 

appropriate for the task and the overall conduct of the AAR.  In some cases, it 

might be useful to identify a representative from a particular groups, point of 

view, or interest area to provide additional input into the reviews.  A separate 

discussion can be held beforehand, and one of the key players can represent the 

relevant AAR feedback in the actual AAR session.  Or, if appropriate, one or two 

additional participants can attend the session. 

Select when and where the AAR will take place (plan for no more than 90 

minutes) 

     When feasible, the AAR location should be accessible to all participants, well 

supplied with materials for the AAR, and readily available in case of schedule 

changes. 

Confirm who will support the AAR 

     The purpose of the AAR is to give the management and the team closest to an 

event, process, or activity the best opportunity to sustain successes and introduce 

necessary improvements and changes.  It is important to enlist key leader support 

early and keep participants interested, involved, and informed throughout the 

AAR process. This leadership presence and engagement signals that there is an 

organizational champion who supports the AAR process and understands its 

contributions to increased learning, knowledge-sharing, sustainability of success, 

and change.  

     Determine the other aspects of support.  Identify of event or activity’s 

technical lead, champion, organizational point of contact, and the scribe and/or 

report writer. 
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Preparing for the After-Action Review 

     After the AAR topic has been confirmed, details regarding its conduct should 

be reviewed.  Arranging for facilitation and handling all logistical support should 

be done by the owner of the AAR-the organization or office being reviewed. 

Select a facilitator 

     When an outside facilitator is used, it is important to identify someone who is 

able to focus and guide the review discussion.  While the AAR facilitator should 

maintain objectivity throughout the review, it may be useful to enlist someone 

who is somewhat knowledgeable about the subject or topic of the review.  That 

would minimize the learning curve and enable technical discussion to be carried 

out and recorded clearly.  If the team decides to conduct the AAR under its own 

leadership, the team leader must ensure that all background materials are 

considered-reports, surveys, planning documents or other input.  This will yield an 

AAR that is complete, thorough, and appropriate. 

Confirm the venue and agenda 

     The activity’s logistical support staff should make final arrangements for the 

venue.  This includes developing plans or instructions for room setup, supplies, 

and any supporting documents and historical materials.  The facilitator should 

finalize the agenda and copy it for distribution to the participants.  If needed, flip 

charts can be prepared, to keep discussion moving swiftly and smoothly and to 

support notes being captured by the scribe and/or person responsible for the 

report. 

Obtain input from interested parties 

     In many cases, an event, an activity, , or program attracts interest or 

engagement from others beyond those comprising the immediate or core team.  

For example, customers, stakeholders, or others engaged in similar or related 

activities, or programs might be able to offer interesting ideas and 

recommendations that would be of value to the review process and the AAR 

report.  The facilitator determines whether and how to represent that input for 

the actual AAR.  Before the review session, the facilitator or a designated team 
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member should consult with these outside representatives and then summarize 

the input for the AAR. 

     The topic leader should determine whether and how to represent that input in 

the AAR.  It might be useful to identify a representative from a particular group, 

point of view, or interest area and invite that individual to attend the review 

session.  Selected or relevant observations, ideas, and recommendations could be 

conveyed to a member of the core group, who would bring them into the AAR 

discussion when and as appropriate.  Additionally, it might be appropriate to 

collect this feedback during a separate session, to be carried out later. 

Announce the AAR and Compile list of attendees 

     It is important to know who will be is be attending the AAR session.  Collecting 

RSVPs ensures that the commitment is being taken seriously by both leadership 

and those closest to the event, activity, or program.  In addition, the leader or 

organizational point of contact for the review should confirm that a 

scribe/recorder will attend and that there is clear understanding of what the 

review notes and the report should include. 

Make logistical arrangements and set up the venue 

     See Appendix D for Suggested checklist showing the logistical support needed 

prior to, during, and after an AAR. 
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Conducting the After-Action Review 

Introduction and Ground Rules 

     The event, activity, or Program is completed, AAR preparation is complete, and 

the key players are at the designated AAR site.  It is now time to conduct the AAR. 

     Each AAR can be opened in a variety of ways.  One proven method is to begin 

the session with an attention getter-a joke, or an example that illustrates the AAR 

process itself. 

     Then, the AAR facilitator should review the purpose and sequence of the AAR 

to ensure that everyone understands what an AAR is and how it works.  The 

introduction should also include some ground rules for conducting and managing 

the discussion and notes on the role of the facilitator.  (See Appendix E for sample 

ground rules and the role of the facilitator.) 

     The substantive introduction to the AAR itself should include the following: 

1. An AAR is a dynamic, candid, professional discussion of the event, activity, 

or program itself.  Everyone can, and should, participate if they have an 

insight, observation, or question that will help identify and correct 

deficiencies or maintain strengths. 

2. An AAR is not a critique or complaint session.  No one, regardless of rank, 

position, or strength of personality has all of the information or answers.  

AARs maximize learning by offering a venue for staff and leadership to talk 

frankly about a topic, produce a report, and better understand how to carry 

out similar events, activities, or programs in the future. 

3. An AAR is not a full-scale evaluation or evaluation report.  That is, an AAR 

does not grade success or failure.  There are always weaknesses to 

improve, strengths to sustain, and opportunities to learn from experience. 

4. An AAR answer four major questions: 

a. What was expected to happen? 

b. What actually occurred? 

c. What went well, and why? 

d. What can be improved, and how    
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Facilitation of the AAR 

     The AAR facilitator should make a concerted effort to draw in and include all 

participants in the AAR session.  A sample agenda for the AAR is included in 

Appendix F to help structure the discussion.  The following techniques can help 

create an atmosphere that invites and is conducive to maximum participation.  

The facilitator should: 

1. Reinforce the fact that it is permissible to disagree  

2. Focus on learning 

3. Encourage people to give honest opinions 

4. Use open-ended questions to guide the discussion 

5. Paraphrase, re-state, and summarize key discussion points 

6. Invite input from an activity or program‘s leadership, to establish context, 

set discussion parameters, and introduce or reinforce the way ahead.     

 

What Did We Intend to Do? 

     The facilitator can open the discussion by beginning with a big-picture 

question, such as “Looking broadly at this event/activity/program, how you would 

describe it in one sentence?”  This will help frame the introduction or background 

that goes into the report’s opening paragraph.   

     Then the AAR facilitator should ask the participants to talk, in complete detail, 

about what was intended or envisioned.  What was the purpose and objectives?  

What outcomes and outputs were intended?  What products were to be 

produced?  What were the guidance and standards for those engaged in this 

event, activity, or program?  What were the underlying conditions or issues of 

context or environment? 

     The facilitator and/or the recorder should take notes on all that was discussed.  

Flip charts are a convenient tool to make these notes visible for all participating in 

the review and better ensure a common understanding of an agreement to what 

is said. 

What Actually Happened? 

     The AAR now guides the review using a logical sequence of events to describe 

and discuss what happened.  He/she should not ask yes or no questions, but 

encourage participation and guide discussion by using open-ended and leading 
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questions.  An open-ended question has no specific answer and allows the 

participants to reply based on what they perceived as significant.  Open-ended 

questions are less likely to put participants on the defensive. 

     As the discussion expands and more participants add their perspectives, what 

really happened will become clear?  Remember, this is not a critique or lecture, 

the facilitator does not tell the participants what was good or bad.  However, the 

discussion should ensure that specific issues are revealed, both positive and 

negative in nature.   Skillful facilitation will ensure the AAR does not gloss over 

mistakes or weaknesses.                                                                                                                                             

What Went well and Why, and What Can Be Improved and How? 

     The AAR is a problem- solving process.  The purpose of discussion is for 

participants to discover strengths and weaknesses, propose solutions, and adopt 

a course of action to correct problems.  Leaders can guide the discussion using 

one of the three techniques described below.     

 Chronological Order of Events 

     The technique is logical, structured, and easy to understand.  It follows the flow 

of the activity from start to finish.  By covering actions in the order they took 

place, participants are better able to recall what happened.    

 Key Events, Themes, or Issues 

     A key events discussion focuses on critical events which directly support 

identified objectives before the event began.  Keep in a tight focus on these 

events prevents the discussion from becoming sidetracked by issues which do not 

relate to the desired objectives.  This technique is particularly effective when time 

is limited. 

Optional Discussion Guide 

     When relevant or useful, the AAR facilitator can employ a blended discussion 

technique that draws from elements of a chronological or thematic review.    In 

addition, it may be helpful to collect information by: 
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1. Drilling further into the process or resources behind an event or set of 

events. 

2. Asking participants to identify unexpected results and discuss their impact 

on the review topics. 

3. Collecting data through complementary or more detailed review methods 

(evaluation, studies, statistics, etc.) 

Flexibility 

     One of the strengths of the AAR format is its flexibility.  The Facilitator can use 

a chronological format to structure the discussion, or the discussion can  be 

organized around key events, themes, or issues.  Process items (logistics, 

management, administration, and support) can be discussed separately.  Each 

technique will generate discussion and will identify strengths and successes, 

weaknesses and areas for improvement, and concrete, actionable 

recommendations.  The AAR facilitator must remember to: 

1. Be specific, avoid generalizations 

2. Be thorough, covering all relevant aspects of the program or event 

3. Focus on issues related to the activity’s purpose or objective 

4. Guide participants toward identifying  corrective actions and solutions to 

address areas of weakness 

5. Summarize often 

6. Introduce the way ahead  

   Closing Comments (summary) 

     To close the AAR session, the facilitator should review and summarize 

key points identified during the discussion.  The session should end on a 

positive note, linking observations to recommendation for future 

improvement.  The program, the activity, or task leader can offer 

concluding remarks, reinforce plans and an outline for the AAR report, and 

introduce the way ahead. 
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Preparing the Report 

     Having completed the AAR, the report should be prepared by a participant in 

the session and structured along the lines of the session itself.  For a suggested 

report outline, see Appendix G. 
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Following Up:  Using the Results of the After-Action Review 

 

Benefits 

     The benefits of an AAR come from applying its results to future situations.  

AARs provide a dynamic link between carrying out a task and striving for excellent 

performance.  They provide USAID management and leaders a critical tool to use 

when planning and implementing events, activities, or programs.  Through a 

professional, candid, and complete review discussion, mangers and staff can 

compare their performance against a standard and identify specific ways  to 

improve future activities.  By identifying actionable recommendations, the AAR 

defines necessary steps for improving the process for accomplishing a task or 

project. 

Opportunities to Reinforce Learning and Knowledge Sharing 

     By applying its learning, a team can improve and perform to Agency standards.  

Remembering that the focus is to improve performance, by the end of an AAR, 

participants must clearly understand what worked well and why, what did not go 

well, and where improvement can take place. 

     The AAR is one aspect of the complete learning cycle and identifies the steps of 

learn before, learn during, learn after.  Each phase offers an important learning 

opportunity.  Understanding that learning takes place after an event or activity is 

completed, and also before and during its conduct.  USAID is well aware of the 

range of potential learning opportunities.  Learning during allows room for 

immediately recognizing and correcting performance that is not up to standard.  

These on-the-spot course corrections are valuable, whether dealing at the small-

scale or detailed level or addressing larger or broader issues, challenges, or 

opportunities. 

     The peer assist-an opportunity to learn before or during event-targets a 

specific technical or programmatic challenge, gains assistance and insight from 

people outside the team, identifies possible approaches and new lines of inquiry, 
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promotes sharing of learning with each other, and develops strong networks 

among staff.  It is important to hold a peer assist session early enough to make a 

difference.  As with the AAR, a peer assist is useful when: 

1. A team is about to respond to a crisis similar to one that another team 

dealt with earlier 

2. An individual, new to a role, is about to tackle something difficult and is 

aware that others have similar experience 

3. An individual has not done something for a while, so is not sure about how 

or whether processes, procedures, and other resources have progressed. 

Revised Procedures 

     An AAR may reveal problems with USAID’s formal guidance and procedures.  If 

so, leaders and managers must make revisions and ensure that they are 

communicated across the Agency and into the partner and inter-agency 

community when needed.  This will assure that the changes are clearly 

understood and that they are able to be applied to support how USAID better 

accomplishes its development mission. 
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Appendix A:  After-Action Review Key Points 

 

The After –Action Review (AAR) 

1. Is a dynamic, candid, professional discussion 

2. Focuses on results of an event, task, and activity 

3. Identifies how to sustain what was done well 

4. Identifies recommendations  on how to improve shortfalls 

5. Requires everyone’s participation to help identify  and correct deficiencies 

or maintain strengths 

The AAR is not 

1. A critique or  complaint session  (everyone learns from each other) 

2. A full-scale evaluation (or evaluation report) 

3. A cure-all for all problems 

The AAR is Effective When 

1. Leaders support it 

2. It is done immediately-by the team, for the team 

3. Participants agree to be honest 
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Appendix B:  After-Action Review Key Features 

Forma Reviews      

1. Are facilitated by an objective outsider 

2. Take more time 

3. Use more complex review techniques and tools 

4. Are scheduled beforehand 

5. Are conducted in meetings or other formal settings 

6. Require a more standard and thorough report 

Informal Reviews 

1. Are conducted by those closest to the activity 

2. Take less time 

3. Use simple review techniques and tools 

4. Are conducted when needed 

5. Are held at the event’s site 

6. Can be covered by a less comprehensive report 
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Appendix C:  Checklist for Planning and Conducting an After-Action 

Review (AAR) 

1. Decide on what event or process to cover in the AAR 

2. Perform any research necessary 

3. Identify a facilitator or facilitators 

4. Consult with the facilitator or facilitators on the remaining steps 

5. Decide who should participate and set up the list 

6. Draft the agenda 

7. Identify and confirm the venue(s) 

8. Obtain input from interested parties 

9. Send announcement for the AAR, including RSVP 

10. Make logistical arrangements for AAR meeting 

11. Confirm final attendee list 

12. Set up venue(s) 

13. Conduct AAR 

14. Draft AAR notes and action plan 

15. Circulate notes and action plan for comments 

16. Complete action plan 

17. Plan AAR wrap-up session 

18. Hold AAR wrap-up session 
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Appendix D:  Logistical Arrangements and Setup Checklist for an After-

Action Review 

 

Logistics Arrangements in Preparation for the AAR 

1. When your AAR has been confirmed, reserve a conference room 

2. Send an email invitation with RSVP 

3. Send an email reminder before the AAR one day before the event 

4. Check with the facilitator regarding any special needs 

5. Make adequate copies of handouts 

6. Make a sign-in sheet 

7. Locate supplies.  Are they provided by the venue? If not, 

requisition/purchase supplies 

Setting up the AAR 

Plan to arrive at least 20 minutes early 

Bring 

1. Sign-in sheet 

2. Handouts, also bring supplies 

Necessary 

1. Flip chart stands 

2. Flip chart paper 

3. Facilitator tape 

4. Flip chart markers, more than one color 

5. Pens 

6. Pencils 

7. Pads of paper 

8. Laptop for taking notes 

9. Stickles 
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If necessary 

1. Overhead projector 

2. TV/VCR 

3. Laptop for projector 

4. LCD projector 

5. Other ____________ 

Physical set up 

1. Check to make sure there are enough chairs for everyone 

2. Check lighting 

3. Check ventilation 

4. Check location of restrooms 

5. Set up flip charts with paper 

6. Put flip chart markers and tape near flip charts 

7. Put out paper, pens, pencils, and handouts as facilitators directs 

8. If in an familiar building, check fire escape routes 

9. Set up projector and laptop 

10. Set up laptop for note taking 

After the AAR 

1. Remove extra paper, pick up supplies, and pick up equipment 

2. Take down and bring back flip charts if facilitator wants them.  Otherwise, 

throw them away.  Leave the room as you found it. 
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Appendix E:  Sample Ground Rules and Role of the After-Action Review 

Facilitator 

Ground Rules for Today 

1. Active participation 

2. Equal representation (of ideas and perspectives) 

3. Creativity 

4. Openness to new ideas 

5. Critical thinking about the topic or idea 

6. Consensus where possible 

7. Commitment to carry the results forward 

Role of the Facilitator 

1. Keep group on task and on time 

2. Encourage participation by all 

3. Create an environment that supports expression of new ideas, original 

thinking, and recommended changes or solutions 

4. Introduce the way ahead 
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Appendix F:  Sample After-Action Review Agenda 

Agenda for Today’s Review 

1. Welcome, introduction, and context for this review 

2. Ground rules and role of facilitator 

3. What was intended? 

4. What actually happened? 

5. What went well, and why? 

6. What can be improved, and how? 

7. The way ahead:  Closing comments and preparation for the report 
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Appendix G:  After-Action Review Report Outline 

Questions to Address in the AAR 

1. What did we intend or plan to do? 

2. What actually happened? 

3. What went well, and why? 

4. What can be improved and why what would we change? 

Suggested Report Outline 

Executive Summary- background, successes, results, recommendations, 

management, and decision required 

a. Background 

b. What did we set out to do? 

c. What actually happened? 

d. What went well and why? 

e. Issues and recommendations 

1. Issue 

2. Discussion 

3. Recommendation 

f. Unexpected results 

g. Conclusions 
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Acronyms, Abbreviations, and Definitions 

 

AP3  Authorized Provider, Partnership Program   

AR   Army regulation, Army reserve 

ARNG  Army National Guard 

CAC  Casualty assistance center 

CAO  Casualty assistance officer 

CD  Compact disk 

CG  Coast guard 

CMC   Command Master Chief 

COT  Commander of troops 

CSM  Command Sergeant Major 

DOD  Department of Defense 

E  Enlisted 

EXO  Executive Officer 

FM  Field manual 

IAW  In Accordance with 

MFH  Military Funeral Honors 

NCO  Noncommissioned officer 

NCOIC  Noncommissioned officer in charge 

NOK  Next of kin 

O  Officer 

OIC  Officer in charge 

POC  Point of contact 

PTSP  Position, Timing, Safety, Protocol 

PVT  Private 

RC  Regional Coordinator, Reserve component 

RNC  Riverside National Cemetery 

RSC  Regional Support Command 

STARC  State Area Contact 

U.S.  United States 

USAR  United States Army Reserve 
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VSO  Veteran Service Organization 

 

Alignment The arrangement of several elements on the same line 

Base  The element on which a movement is planned or regulated 

Bugler A person who sounds a bugle. 

Cadence The uniform rhythm in which a movement is executed, or the 

number of steps or counts            

                      per minute at which a movement is executed. 

Caisson Is a horse-drawn military wagon that is used to transport a funeral   

casket.   

Ceremonies Formations and movements in which a number of troops 

execute movements and with precision just as in drill, 

however, their primary value is to render honors, preserve  

   tradition, and stimulate esprit de corps. 

Chaplain A clergyman officially attached to a branch of a military to conduct  

religious exercises. 

Color  Flag 

Commander  Person in charge 

Conveyance  A means of transporting, especially a vehicle such as a bus, 

airplane, or automobile. 

Cordon A line of soldiers to honor a dignitary upon entering or exiting from a 

given place or vehicle 

Cover Aligning oneself directly behind the man to one’s immediate front 

while maintaining correct distance 

Depth The space from front to rear of a formation, including the front and 

rear element 

Directive An oral order given by a commander to direct or cause a subordinate 

leader or lead element to take action 

Distance The space between elements when the elements are one behind the 

other.  Between    

units, it varies with the size of the formation; between individuals, it 

is an arm’s length to the front plus 6 inches, or about 36 inches, 
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measured from the chest of one man to the back of the man 

immediately to his front. 

Drill Certain movements by which a unit (or individual) is moved in a 

uniform manner from one formation to another, or from one place 

to another.  Movements are executed with precision. 

Element An individual, squad, section, platoon, company, or larger unit 

forming as part of the next higher unit 

File  A column that has a front of one element 

Flank The right or left side of any formation as observed by an element 

within that formation 

Formation  

1. Line:  A formation in which the elements are side by side or abreast of 

each other.  In a platoon line, the members of each squad are abreast of 

each other with the squads’ one behind the other. 

2. Column:  A formation in which the elements are one behind the other.  

In a platoon column, the members of each squad are one behind the 

other, with the squads abreast of each other.  To change a line 

formation to a column formation, the command is Right, Face.  To 

change a column formation to a line formation, the command is Left, 

Face. 

Front The space from side to side of a formation, including the right and left 

elements. 

Guide The person responsible for maintaining the prescribed direction and 

rate of marching. 

Head  The leading element of a column 

Hearse A hearse is a funerary vehicle used to carry a coffin from church to 

funeral home to a Cemetery. 

Interval   

1. Close:  The lateral space between soldiers, measured from right to left by 

the soldier on the right placing the heel of his left hand on his hip, even 

with the top of the belt line, fingers and thumb joined and extended 
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downward, with his elbow in line with the body and touching the arm of 

the soldier to his left 

2. Double:  The lateral space between soldiers, measured from right to left by 

raising both arms shoulder high with the fingers extended and joined, palm 

down, so that fingers are touching the fingertips of the soldiers to the right 

and to the left 

3. Normal:  The lateral space between soldiers, measured from right to left by 

the soldier on the right holding his left arm shoulder high, fingers and 

thumb extended and joined, with the tip of his middle finger touching the 

right shoulder of the soldier to left.       

Pallbearer A person who helps carry the coffin at a funeral. 

Post The correct place for an officer or noncommissioned officer to stand 

in a prescribed Formation 

Protocol When certain guidelines and rules are combined in one set, then this 

set is known as a protocol. 

Rank  A line that is one element in depth 

Reform A command to restore the previous element or formation (used only 

during drill Instruction) 

Step The prescribed distance measured from one heel to the other heel of 

a marching soldier 

Taps  To strike gently with a light blow or blows. 

Volley The simultaneous discharge of a number of firearms or other  

weapons, the bullets, etc. 
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