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LETTER OF INSTRUCTION 1-26

From: Commander, Marine Corps Installations National Capital Region - Marine Corps Base
Quantico
To:  Distribution list

Subj: MARINE CORPS BASE QUANTICO ANNUAL COLOR SERGEANT BOARD
LETTER OF INSTRUCTION

Ref: (a) MARADMIN 391/23

Encl: (1) Color Sergeant Billet Description and Requirements
(2) Command Endorsement Template

1. Situation. Marine Corps Base Quantico (MCBQ) requires the selection of a highly qualified
Sergeant to serve as the Installation Color Sergeant, representing the command at official
ceremonies and high-visibility events. This billet demands exceptional military bearing,
leadership, and proficiency in drill and ceremonies, as the selected Marine will serve as a visible
representative of the standards and traditions of the Marine Corps. Tenant commands across
Marine Corps Installations National Capital Region-Marine Corps Base Quantico (MCINCR-
MCBQ) will nominate eligible Marines who demonstrate the highest levels of professionalism,
physical fitness, and character to compete in a formal selection board.

2. Mission. MCBQ will convene the annual Color Sergeant Board to evaluate and select the
most qualified sergeant to serve as the Installation Color Sergeant for a one-year term.

3. Execution

a. Commander’s Intent. To select the most exceptionally qualified sergeant who embodies
the highest standards of Marine Corps professionalism, leadership, and ceremonial excellence to
serve as the Installation Color Sergeant. The selected Marine must demonstrate superior military
bearing, physical fitness, drill proficiency, and the ability to represent MCBQ with distinction at
high-visibility events. End state is the appointment of a Marine who enhances the prestige of the
billet, upholds the legacy and traditions of the Marine Corps, and sets the benchmark for
excellence across the installation.

b. Concept of Operations. The MCBQ annual Color Sergeant Board will be conducted in a

phased approach to identify, assess, and select the most qualified sergeant to serve as the
Installation Color Sergeant.
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(1) Phase I, Nomination and Screening. Tenant commands will submit qualified
candidates via endorsed packages through Enterprise Task Management Software Solution
(ETMS2) to MCINCR-MCBQ G-1. All submissions will be reviewed for eligibility
requirements to ensure compliance with rank, service obligation, security clearance, and physical
fitness standards prior to board participation.

(2) Phase I1, Board Execution. MCBQ Sergeant Major will convene a board consisting of
a standardized evaluation process to objectively assess each candidate’s physical fitness, military
appearance, drill proficiency, and leadership acumen. Board events will include a Physical
Fitness Test, uniform inspection, unit leader drill evaluation, and a panel interview designed to
measure Marine Corps knowledge, command presence, and decision-making ability. A board
composed of senior enlisted leaders and subject matter experts will evaluate all candidates and
provide a recommendation based on performance across all graded events.

(3) Phase 111, Selections, Notification, and Transition. The top performing candidate is
formalty designated as the Installation Color Sergeant. The outgoing Color Sergeant will
execute a structured tumover and training period to ensure continuity of operations and
preservation of ceremonial standards. The selected Marine will assume duties in support of
official ceremonies and high-visibility events, representing MCBQ and the Marine Corps with
the highest levels of professionalism, discipline, and esprit de corps.

¢. Task

(1) Tenant commands. Nominate one to two sergeants who meet eligibility requirements.

(a) Eligibility Requirements
. Rank. Sergeant (E-5) in any Military Occupational Specialty (MOS).

[—

([

. Promotion Status. Must not have been selected for promotion to Staff
Sergeant.

3. Obligated Service. Must be willing and able to complete a one-year tour
upon appointment.

4. Security Clearance. Must possess, at minimum, a Secret clearance.

5. Appearance and Fitness. Must meet Marine Corps height and weight
standards and maintain a first-class PFT and CFT throughout the tour.

(b) Administration and logistics section provides instructions for package submission
deadlines.
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(2) MCINCR-MCBQ Sergeant Major.

(a) Host and convene board proceedings.

{b) The board members will consist of:

[l

. Three tenant command sergeants major.

2. MCBQ G-3 Operations Chief.

[¥8]

. Ceremonial Platoon SNCOIC,

I

Current Installation Color Sergeant.

{c¢) Board Events:

fom

. Physical Fitness Test (PFT).

[oe]

. Uniform Inspection (uniform announced moming of the board).

[\

. Unit Leader Drill Evaluation.
4. Panel Interview focused on Marine Corps knowledge and leadership.

(3) Installation Color Sergeant. The outgoing Installation Color Sergeant will conduct a
detailed turnover and provide training to ensure continuity and successful assumption of duties.

4. Administration And Logistics

a. Administration

(1) Nomination packages will be submitted via naval letter format utilizing enclosure {2)
and must include all required documentation, to include a command endorsement and member
biography.

(2) Packages will be routed through ETMS2 to MCINCR-MCBQ G-1 no later than 10
April 2026.

(3) The board will be convened by the MCBQ Sergeant Major, and
all board proceedings, evaluations, and final recommendations will be documented and
maintained in accordance with applicable directives.

(4) The selected Marine will be formally designated as the Installation Color Sergeant and
will serve a one-year term.
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(5) This billet is considered a prestigious highlight on a Marine’s record, which may
positively impact promotion potential.

(6) Upon completion of requirements, approval for the Sergeant Without Dependents
Basic Allowance for Housing (BAH) Initiative will be granted as per MARADMIN 391/23.

b. Logistics

(1) Tenant commands are responsible for ensuring nominees are available for all
Scheduled board events and arrive properly equipped with required uniforms and gear. The
uniform for inspection will be announced prior to the board, and all candidates must be prepared
to participate in all events, including the Physical Fitness Test and drill evaluation.

(2) MCBQ will provide facilities, coordination, and support required to execute the board.
5. Command and Signal. The date, time, and location of the board will be published separately.

6. Point of Contact. For questions or additional information, contact Sergeant Major Williams at
liam.williams@usmec.mil or a (703) 784-5900.

LEGATE
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BILLET DESCRIPTION:

e Serves as the Base Color Sergeant, entrusted with the ceremonial representation of Marine Corps
Base Quantico and the United States Marine Corps during official functions, honors, and high-
visibility events.

» Leads, trains, and supervises the Color Guard in precise execution of drill and ceremonies,
ensuring strict adherence to Marine Corps standards and protocol.

o Coordinates with base leadership and external agencies to plan and execute ceremonial support,
including utilization of the Base Commander’s colors for distinguished occasions.

Maintains accountability and readiness of all ceremonial equipment and flags.
Acts as the installation’s subject maiter expert on drill and ceremonies, providing mentorship and
instruction across commands.

e Demonstrates exceptional military bearing, professionalism, and leadership in roles that directly
reflect the prestige and traditions of the Marine Corps

REQUIREMENTS:

Rank: Must be a Sergeant (E-5) in any MOS.

Promotion Status: Must not be selected for promotion to Staff Sergeant.

Appearance & Fitness: Must meet height/weight standards and possess outstanding physical
stamina and impeccable personal appearance.

Time on Station: Minimum of 18 months at current duty statien.

Obligated Service: Must have at least 2 years of obligated service remaining at time of TAD o
Ceremonial Platoon one year billet.

Security Clearance: Minimum of Secret

Character & Leadership: Must demonstrate unquestionable moral character, superior
leadership, and the ability 1o serve as a role model for all NCOs and Peer Group Color Sgts.

PERKS AND PRIVLIDGES:

o Prestige of the Billet: The Base Color Sergeant serves as the personal standard bearer for the
Base Commander Marine Corps Base Quantico, carrying the National Colors at official
ceremonies and events. This role is one of the most visible and distinguished positions a sergeant
can hold.

« High Visibility: The billet places the Marine front and center at nationally and internationalty
recognized ceremonies, such as Presidential events, State funerals, the Marine Corps Birthday
Ball, the Marine Corps Marathon, and varying prestigious ceremonies.

» Networking Opportunities: Frequent interaction with senior leadership (generals, senior enlisted
leaders, political leaders, and international dignitaries) provides exposure and mentorship
opportunities rarely available at the sergeant level.

o Professional Development: The billet demands exceptional drill and ceremonial proficiency,
leadership, attention to detail, and composure under pressure all of which sharpen leadership
and professionalism.

¢ Career Enbancement: Holding this billet is a significant highlight on a Marine’s record and can
positively impact promotion boards and selection opportunities.

¢ Tradition & Legacy: The billet dates back to 1965 and is steeped in history. Being selected
places the Marine in a lineage of highly respected Marines who have carried the Battle Color.

ENCLOSURE (1)
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From: (Tenant Command Sergeant Major)
To:  Sergeant Major, Marine Corps Installations National Capital Region-Marine Corps Base
Quantico

Subj: NOMINATION FOR MARINE CORPS BASE QUANTICO ANNUAL COLOR
SERGEANT BOARD

Ref: (a) MCO 5060.20, Marine Corps Drill and Ceremonies Manual
(b) MCINCR-MCBQO 5060.2D w/CH 1, Ceremonial Platoon
(c) Marine Corps Base Quantico Annual Color Sergeant Board, Letter of Instruction
Encl: (1) Data Sheet
(2) TBIR
(3) TBTR
(4) TEDU
(5) Awards
(6) D119 Screen
(7) Hight and Weight
(8) Master Brief Sheet
(9) Biograph

1. In accordance with the references, the following Marine is nominated to appear before the
Marine Corps Base Quantico Annual Color Sergeant Board:

Name: Sgi [First M. Last]

EDIPI: [1234567890]

MOS: [MOS Code / Title]

Date Joined Unit: (DD MMM YYYY]

End of Active Service (EAS): [DD MMM YYYY]
Security Clearance: {Secret / Top Secret / etc.]
PFT/CFT Scores: [1st Class 287 /295, etc.]
Height / Weight: [72 in / 190 lbs - within standards)

2. Sergeant [Last Name] has consistently demonstrated superior leadership, military bearing,
and commitment to excellence. He/She upholds the highest traditions of our Corps and
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exemplifies the discipline and professionalism expected of a Marine NCO. Sergeant [Last Name}
routinely sets the standard in uniform appearance, drill proficiency, and mentorship within the
unit.

3. The Marine fully meets all eligibility requirements outlined in reference (c). Based on
observed performance and potential, | have complete confidence that Sergeant [Last Name] will

represent Marine Corps Base Quantico and the United States Marine Corps with honor and
distinction if selected as the Base Color Sergeant.

4. Enclosures (1) through (9) are submitted in accordance with the nomination requirements.
5. Leadership Experience

a. Current billet: [e.g. Section Leader, Squad Leader, etc.]

b. Previous billets: [List with dates]

c. Leadership highlights: [Brief bullet description of accomplishments]

6. Ceremonial and Representative Experience

a. Previous Color Guard/ Funeral Honors/ Ceremonial Assignments: [List events and/or
units]

b. Drill proficiency: [Detail list of experience and confidence]
c. Public representation: [List events, ceremonies, or VIP engagements supported]

7. Command Endorsement Summary: [Brief paragraph summarizing commands assessment of
Marines professionalism, leadership, and suitability for the billet]

8. Point of contact for this correspondence is the undersigned at [COMM phone number] or
[official email address].

[. M. COMMANDER

ENCLOSURE (1)



COLUMN 1

A.

8.

LAST NAME

FIRST NAME

MIODLE INITIAL
EDIPI

PRESENT PAY GRADE
PRIMARY MOS

FIRST/SECOND ADDITIONAL
MOS

DUTY DESCRIPTION
TIS/TIG (AS OF

PFT

CFT

MCMAP

. SWIM QUAL

RIFLE SCORE/DATE
PISTOL SCORE/DAYE
PME COMPLETE

OFF DUTY EDUCATION
PROFESSIONAL READING
AWARDS

SPECIAL TOURS

NJP

ADVERSE PG 11

. INCIDENTS OF DOMESTIC VIOL

CIVIL CONVICTIONS

PENDING INVESTIGATION

DATA SHEETY

COLUMN 2

Private First Class

None

No EI
No
No
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