THE UNITED STATES ARMY SOLDIER SHOW

SUPPORT REQUIREMENTS GUIDE FOR 2010
The following information is provided to assist in preparation for support of Army Entertainment Division’s (USAED) The United States Army Soldier Show (TUSASS) performance(s).

The TUSASS logistical coordinator, Mr. Nick Credgington, may be reached at (703) 806-5839 (DSN 656), FAX (703) 806-5251 or by cell phone (703) 380-5408. E-mail address: nick.credgington@us.army.mil .  All coordination will be through the logistical coordinator’s office.

Approximately two days prior to the arrival of TUSASS, the show’s Advance Logistics Coordinator (ALC) will be on-site to meet with key installation personnel and to offer assistance in finalizing requirements.  This year’s ALC is  
Mr Ron Burgwyn who may be reached on cell phone at (703)-380- 4111 E-mail address ronald.burgwyn@us.army.mil
TUSASS has national sponsors.  All questions related to sponsorship, either national or local, should be directed to the TUSASS sponsorship account manager at the Family and Morale, Welfare and Recreation Command (FMWRC).  The TUSASS Sponsorship Account Manager is Ms. Gabriele Drechsel at (703) 681-7290 (DSN 761) E-mail address: Gabriele.Drechsel@us.army.mil
1.  ADVANCE LOGISTICAL PREPARATION:
      a.  INSTALLATION PROJECT OFFICER (IPO).  Each installation or agency hosting TUSASS must designate a project officer, to serve as primary point of contact (POC) with TUSASS throughout the planning and execution of the show’s visit.  The project officer is responsible for:


(1) Assembling and chairing an installation/agency Logistical Support Committee.


(2) Development of a Letter of Instruction.


(3) Coordinating all installation logistical support to include but not limited to performance venue, billeting, and messing.


(4) Ensuring that all support requirements are completed.


(5) Escorting TUSASS ALC and TUSASS, as required.


(6) Acting as primary liaison between TUSASS Staff and installation agencies.

      b.  THE LOGISTICAL SUPPORT COMMITTEE:  To ensure that all requirements, activities and taskings associated with TUSASS visit are successfully undertaken, the creation of a Logistical Support Committee (LSC) is highly recommended to assist the project officer.  The LSC should consist of representatives from:

(1) MWR staff, to include marketing and sponsorship


(2) DEH (electrical and facility maintenance support)


(3) Transportation (transportation support)


(4) Public Affairs 


(5) Billeting Office 


(6) Military Police


(7) Food Services 


(8) Command Staff (Garrison or Installation Commander / CSM)


(9) Performance Site 

2.  PRELIMINARY COORDINATION:

      a.  TUSASS’s proposed 2010 tour schedule will be issued by official message through the IMA not later than 15 February 2010.  The official distribution of the tour schedule is the result of completed coordination between hosting installations and USAED.  Comments regarding the proposed dates are requested, in writing (mail, e-mail or fax) to Mr. Credgington, nick.credgington@us.army.mil , no later than 28 February 2010.
      b.  Receipt of the Installation Information Sheet (ATTACHED) at USAED is considered official acceptance of offered dates.  Information sheets must be returned to USAED not later than 15 March 2010.  

      c.  Coordination between installation POCs and TUSASS logistics coordinator/ALC should be ongoing and continuous. Any change in POCs needs to be forwarded to ALC  ASAP, with phone numbers and e-mail. A detailed itinerary, rooming list, logistical requirement information, and an Installation Information Sheet will be forwarded to installation POCs.  USAED will forward publicity posters as soon as available.  FMWRC Public Affairs Office will provide media materials as soon as available. Updated information may be accessed at www.armyentertainment.net
      d.  INSTALLATION INFORMATION SHEETS:  The Installation Information Sheet is the final commitment and operational information document required from all host installations.  The sheet details the functional information needed to conduct the tour:  performance and billeting information, directions, key personnel, contact numbers etc.  It is imperative that these sheets be filled out in their entirety and returned to USAED NLT 01 April 2009.  Please contact Mr. Credgington or SFC Brown if this is not possible.
3.  ADVANCE ARRANGEMENTS AND SPECIFIC REQUIREMENTS:

      a.  PERFORMANCE LOCATION.  Choice of venue for performances of TUSASS is a critical element in the success of a visit.  The following factors should be considered:


(1) ON-POST:

(a) The large (800-1500 seat) AAFES movie theaters 

are the standard, and preferred, venue for TUSASS performance(s).


(b) Alternate on-post facilities, other auditoriums or Physical Fitness Centers are permissible upon approval/concurrence by USAED Logistics Coordinator’s Office.

(c) Recreation centers, open messes and outdoor facilities are unsuited for TUSASS performances.  Specific requests to use such facilities require an exception to policy and must be submitted in writing to USAED Logistics Coordinator’s Office.


(2) OFF-POST:



(a) All off-post performance sites must have advance approval from the Logistics Coordinator’s Office.

(b) Anticipated audience must be larger than suitable on-post facilities can accommodate.


(c) Admission must be free and unrestricted in any way.


(d) Site must be within close proximity to the host installations military community.

(e) Admission priority must be given to military personnel and their families.

      b.  PERFORMANCE FACILITY.  The following physical and operational requirements must be considered in facility choice:


(1) Facility must be climate controlled.  Floor fans should be provided for back stage area when the external temperature is expected to exceed 85 degrees.


(2) Performance area must be a minimum of 52 feet wide by 32 feet deep. (15.8 meters X 9.7 meters X 6.4 meters) Ceiling height above stage area must be at least 21 feet.  If there is a proscenium opening, it must be a minimum of 40 feet wide and 17 feet high.  


(3) Dressing areas for both men and women should be available, with direct access to the performance area.


(4) Restroom facilities for cast use are essential and must be located backstage.  These shall be for the sole use of the cast and isolated from the general public.  The TUSASS ALC must approve the venue if this is not possible.

(5) The performance facility must be available for the exclusive use of TUSASS for a minimum of 12 hours prior to the first performance, and for a minimum of five hours following the last performance.


(6) The power required by TUSASS must be installed and available before the load-in time. (SEE PARAGRAPH 4)


(7) Double-wide doors, with direct access to the stage area, are required for the load-in and load-out of equipment.  Any door dividers, hand rails, curtains, or other obstacles that are in the way of the load-in/out process need to be removed by host installation before TUSASS arrival for load-in. 

(8) The facility must be secured whenever TUSASS personnel are not present after equipment is installed.


(9) If an AAFES movie theater is to be used, the project officer must coordinate with the regional AAFES office, for the cancellation of movies scheduled during TUSASS performance dates.

      c.  BILLETING:  Billeting for TUSASS personnel is the responsibility of the host installation during time the show is residence, to include all days off scheduled at the installation.  


(1) Billeting should, at a minimum, be of a quality, and comfort level equal to that afforded to the hosting installation’s permanent party personnel of equivalent rank to show personnel.


(2) Billeting is normally in double rooms, unless specified on the rooming list. (Provided in advance by ALC).  No changes can be made to the rooming list without the ALC’s approval.


(3)  Each TUSASS Team Member must be provided with a separate bed. Temporary cots, foldout couches, sleeper sofas, etc. are not acceptable.


(4) Every effort should be made to billet all TUSASS personnel in a single location.   

(5)  If billeting on-post is unavailable, billeting at a single location local hotel/motel is acceptable.  Off-post lodging should be of quality and cleanliness equivalent to Army Lodging, with, at minimum, equivalent amenities.  Off-post lodging with direct outside room access is generally not acceptable for security reasons.  
Questions or concerns should be addressed with the USAED Logistical Coordinator’s Office, which can assist with locating and arranging for off-post lodging.


(6)  On arrival the ALC will inspect all lodging/billeting, and has authority to disapprove offered location and require that TUSASS personnel be relocated.  

(7) Arrangements should be made for billeting pre-registration of TUSASS personnel.  The project officer should arrange for all keys to be issued to the ALC who will sign for all rooms, if necessary.  The TUSASS NCOIC will handle checkout and key return.  The NCOIC should be notified of any incidental charges to rooms/individuals, i.e. telephone charges, so they may be cleared before departure.


(8) The TUSASS ALC will normally arrive at the host installation one to two days ahead of TUSASS and depart the morning following their arrival.  The ALC’s specific itinerary will be coordinated with each installation as soon as possible.

      d.  MESSING.  The project officer should coordinate messing availability with the closest dining facility to the billeting location.  In making arrangements, the following should be noted: 


(1) TUSASS personnel do not receive a per diem as they travel on unit orders.  Therefore, the addition of a per diem surcharge to meal costs, if any, is not appropriate.


(2) Complimentary membership for, or use of, the installation Officer/NCO club(s), Bowling Alley, Golf Course, and other MWR facilities would be appreciated while TUSASS is in residence.  Internet capabilities are also appreciated.

      e.  TRANSPORTATION.  TUSASS is essentially self-contained; however, the use of three additional vehicles facilitates the various needs of TUSASS Soldiers and staff to accomplish their mission while at a host installation.  Preferred vehicles include two each 15 passenger vans and one sedan or mini-van.  


      f.  PROMOTION AND PUBLICITY.  A well-rounded promotional effort is key to the success of a TUSASS performance.  Publicity materials and press kits include:  


(1) Full color Posters, 22” x 17”, with space for adding performance location, dates, and times.


(2) Press Kits.  Contains general information, photos, and pre-written articles. Press kit materials are available for download at www.ArmyEntertainment.net  


(3) Television and Radio Public Service Announcements.  30 and 60 second versions of video promos will be available.  These may be sent directly to local stations.


(4) In addition, materials will be distributed through the Armed Forces radio and television system.


(5) If requested in advance, Soldiers will be made available for publicity appearances and interviews.  Requests must be approved and coordinated through the   through the TUSASS NCOIC,  

(6) All available installation resources should be used to publicize TUSASS performances.  Reader boards and theater marquees are especially effective.   If the facility chosen for performance has a marquee, it should be used to publicize the show.  Information posted should state that all performances are “FREE ADMISSION”. Please remember to include all national sponsor logos whenever possible on local publicity materials.

(7) Programs will be provided and distributed at each performance.  

      g.  THE AUDIENCE.  TUSASS is intended for the entertainment of the military community, especially the Soldier.  Every effort should be made to ensure that the maximum numbers of Soldiers are afforded the opportunity to attend shows.


(1) Admission to a TUSASS performance is always free and on a first come, first served basis.


(2) House manager, ushers and program handlers are provided by the host installation.  The ALC or TUSASS NCOIC will brief them regarding their responsibilities.


(3) The Installation Commander determines guidelines for attendance of non-military audience members.


(4) The Installation Commander or representative should approve all VIP reserved seating requirements.  Placement of reserved seating should be coordinated with the ALC or TUSASS NCOIC.


(5) Fifty reserved seats should be set aside for TUSASS use.  The ALC will notify the project officer of the exact number of reserved seating required for guests of TUSASS prior to any performance.  Reserved seating requests from LOCAL commercial sponsors will be handled through the Installation sponsorship representatives and Installation POC.  Requests for reserved seating from national sponsors will be handled through the FMWRC Sponsorship Account Manager and the ALC.  POCs will be informed of such requirements directly from FMWRC Sponsorship Office or through the ALC.


(6) Concessions are authorized for food and non-alcoholic beverages.  Concession stands should not be open during performance if located within the performance space.

4.  ON SITE SUPPORT REQUIREMENTS.

      a.  ELECTRICAL POWER AND SUPPORT.

           (1)  LIGHTING SERVICE: 400 Amps 3 phase, 5 wire metered on the line side with a Fluke with reading as follows:  X, Y, Z, to ground 117-123/205-211 and 1 to 3 volts,  ground to neutral.  Service is to be provided within 30 feet of performance area, on the stage right side.  
.
          (2)  AUDIO SERVICE:  100 Amps single phase, 5 wire metered on the line side with a Fluke with reading as follows:  X, Y, Z, to ground 117-123/205-211 and 1 to 3 volts, ground to neutral.  Service is to be provided within 30 feet of performance area, on the stage right side.  The ground and neutral can not be bonded with the lighting service.

         (3)  CAM-LOCK service tails for electrical connection to TUSASS equipment will be provided by the ALC in advance.  It is imperative that power hook-ups are ready in advance of the arrival of TUSASS at the performance site for load-in.
        (4) Qualified electrician support is required for: 

`



                (a)  Power Testing: on-site, well in advance of arrival of TUSASS.  Testing must determine accurate power parameters, and that parameters meet requirements in 4.a. (1) and 4.a.(2) above. 
               (b)   TUSASS power hook-up and testing: on-site for one to two hours at the beginning of load-in

    (c)   On-call for immediate problem solving response during set-up 

day.


    (d) All performances; on-site 


    (e) Disconnection; on-site for one to two hours following final performance

(5) ALTERNATIVE TO HARD-WIRED POWER SERVICE: 
      (a) If specific power requirements and parameters are not met by hard wired systems available to the venue, GENERATOR POWER must be provided.  Pre-testing by installation electricians should give installations adequate time to make determination of power suitability and alternative arrangements for generators. 
            (b)  Upon arrival of the ALC, a test of the house power will be performed.  In the event it is determined, by the ALC, that all of the power requirements have not been met, the installation will be required to arrange for generator power.  
            (c)  GENERATOR REQUIREMENTS:  EITHER two (2) 56KW “quiet” entertainment quality generators OR one (1) 125KW or above “quiet” entertainment quality generator with isolation transformer for Audio feed.  Generators should be positioned within 50 feet of stage access, and must be grounded when delivered.  
            (d)  GENERATOR RENTAL.  If generators are to be rented, requirements must include a qualified Generator Technician present for installation and power hook-up and on call for emergencies during performances and two hours prior to all performances.  Known generator rental companies with appropriate equipment are Sunbelt Rentals and Aggreko, Inc.  Rental from any other supplier requires pre-approval from the Advance Logistical Coordinator.   USAED will be happy to assist installations in procuring approved equipment.

   b.  REFRESHMENTS AND MEALS.
*
**We may have team Members with Dietary restrictions***
DETAILS WILL BE PROVIDED NLT MARCH 01.
***Please make arrangements to accommodate these restrictions***

(1) Individual iced bottled drinking water, Gatorade or equivalent, fruit juices, and availability for hot tea must be provided for personnel refreshment during load-in, performances and load-out.   

The provision of adequate liquids is a major factor in personnel health due to the labor intensity of activities involved. Cold liquids must be on-site 30 minutes prior to the arrival of equipment trucks.  


(2) Snacks, especially fruit and easily handled finger food must be provided during load-in, performances, and load-out to maintain energy.


(3) If two or more performances are scheduled on the same afternoon/evening, a light meal must be provided between performances, as the preparation and rest requirements for cast and crew preclude leaving the venue.  This meal will not be leftovers from previous snacks provided.  Examples of light meals can be, but not limited to, wraps, spaghetti, soup, salad, tacos, hamburgers, etc.


(4) Provision of a hot meal to include meat, starch, and vegetables is required following the final performance at all venues.  To ensure meal does not get cold, request food set-up no earlier than 15 min prior to end of show.

      c.  DRESSING FACILITIES.


(1) Dressing areas should be clean and ready for use by the cast prior to arrival.  If such areas are usually used for storage, stored items should be removed.


(2) Dressing areas should be climate controlled.


(3) Dressing areas should be equipped with the following:



(a) Adequate tables and chairs 

(b) Good lighting

(c) Soap, paper towels 



(d) Access to wash basins and water



(e) Waste baskets and trashcans


(4) Dressing areas should be located, or masked, in such a way that the cast can move freely between performance area and dressing facilities without being seen by audience.

     d.  DETAILS AND VOLUNTEERS

(1) DETAILS:  Because of the excessively heavy workload of the Show set-up and tear-down, it is imperative that all hosting installations provide a minimum of 10 person detail to assist the TUSASS personnel with these functions.  Detail personnel will assist for approximately five hours on load-in and four hours on load-out.  Detail personnel should be fully physically capable, willing, and able to work under the direction of TUSASS personnel.  If the detail is provided from Soldiers in training, a supervisory NCO should accompany the detail.   Detail NCOIC contact information must be provided to the ALC at least 2 days prior to arrival, and a face-to-face meeting arranged with that individual as soon after the ALC’s arrival as possible..

(2) VOLUNTEERS:  In locations where a military detail is unavailable, the use of volunteers, civilian and/or military, to perform the same functions is required.  

      e.  RECOGNITION, EVENTS FOR CAST AND CREW, ETC.

(1) RECOGNITION AND SPEECHES.  The final performance at a location is normally hosted by a command representative of the hosting installation.   The planned timing of Host’s appearance within the show, at the beginning or end of the performance, varies with each year’s show concept. Installation POCs will be informed of such timing before the tour begins.  At the determined time, TUSASS will express its appreciation to the host installations, and normally present a token of that appreciation.  The command representative is then free to comment and present a memorial token to the TUSASS, if desired.  The ALC will provide, in advance, any information required for speech preparation if requested.  The TUSASS NCOIC will brief the command representative just prior to the performance.  If the command representative is presenting coins, it is requested that this not be done on stage.  It is preferred that this be done in the receiving line or at a formation following the receiving line.


(2) SPECIAL EVENTS, PARTIES AND RECEPTIONS.  Many installations offer outstanding hospitality to TUSASS personnel by way of receptions, cookouts, local sight seeing trips, etc.  All such planned events must be coordinated in advance with the ALC to preclude scheduling conflicts, and to ensure that the cast and crew receive adequate rest and recuperation time.

      f.  MAIL.  A critical element to personnel morale, while on tour, is the timely receipt of mail.  All mail should be delivered as expeditiously as possible to the ALC or TUSASS NCOIC.  If mail arrives after TUSASS has departed an installation, USAED should be contacted immediately for forwarding information.

SPONSORSHIP INFORMATION AND REQUIREMENTS WILL BE PROVIDED UNDER SEPARATE COVER 
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