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       26 Mar 04
From:  Commanding Officer, Marine Wing Support Squadron 273

To: 
  Distribution List



Subj:  KEY VOLUNTEER NETWORK

1.  The purpose of this letter is to provide my direction and guidance for how the Key Volunteer Network will operate within our squadron.  It explains my goals and expectations for the network and the appointed key volunteers.  The success of this vital program rests upon the support it receives from squadron leadership.  

  a.  My goal for the Key Volunteer Network is:

I.  To establish an informal organization dedicated to providing our Sweathog family the information they need about the Marine Corps, activities involving their Marines and Sailors and helping to access family and individual programs setup for their benefit.  We will accomplish this goal by:


a. Providing the key volunteer network access to family information (phone trees/address) within each division and branch of the squadron.

    b.  Encourage each Division to participate in the program and to have at least one trained (appointed) Key Volunteer within each Division, more than one is encouraged and welcomed.  

    c.  Publishing The Hog Call, our squadron newsletter to the Sweathog family on a regular basis.

d.  Introducing and recognizing Key Volunteers at all squadron 

functions.

2.  I have these expectations of our key volunteers and of our network.

    a.  Key Volunteer Network meetings will take place on a bi-

monthly basis unless a situation arises that requires additional meetings.  General discussion on coming events/deployments will be handled within the meeting situation.

    b.  The CO, FRO, KVC and KVA will meet monthly to discuss pertinent issues and prepare for the KVN meetings.

    c.  In order to provide precedent for reimbursable expenses, meetings and events will be deemed reimbursable only if the CO is present.  If the CO is not present for a meeting or event in a non-deployed situation, prior written approval must be received for it to be deemed a KV event.  In a deployed situation where both the CO and the FRO are absent, the KVC and KVA need to be present to receive reimbursement. KVs will submit reimbursement claims to the FRO at the conclusion of each event.  Current reimbursable expenses are:


   (1) Child-care costs (with receipt).

        (2) Mileage (to and from CO authorized KV functions).

        (3) Tolls and parking expenses.

   (4) Long Distance calls (with copy of telephone bill – 

highlight calls).

3.  Key Volunteer Resources.

    a.  In most cases this squadron will not deploy in its entirety.  There will usually be Marines left behind who will be able to help with all family issues.  In the unlikely event that the squadron deploys as a whole, there will be an appointed Marine point of contact within another unit at the Air Station.

a.  The Family Team Building Office in building 701 has numerous 

resources available to be used by Key Volunteers.  (examples:  Copier, scanner, computer, software, paper, office supplies).  Additional support maybe provided in the squadron spaces if necessary.  This would only change in times of deployment should the entire squadron deploy.

 The squadron will designate working areas to be used by Key Volunteers, especially during deployment.  At a minimum the working area will have computers, digital camera, and copy machines.  These can be used for squadron family events, as well as during deployments as a means to maintain communications with family members.  

4.  Funding.  Fund-raising for the KVN at this time is not authorized.  The KVN will receive funds from the appropriate resources available through USMC in either appropriated or non-appropriated funding.

5.  The following paragraphs summarize the responsibilities of the 

various members of the Key Volunteer Network.

    a.  The Commanding Officer’s Responsibilities.

     (1) Appoints the Family Readiness Officer.

     (2) Designates KVC and KVs in writing.

     (3) Provides administrative support.

     (4) Provides program guidance and direction to the FRO and 

the KVC.

     (5) Determines the budget.

     (6) Will attend all meetings (it will not be considered a 

KVN event if he is not present).

     (7) Oversee preparation and distribution of newsletter.

     (8) Ultimately responsible for entire program.

    b.  The Family Readiness Officer’s Responsibilities:

     (1) Primary military point of contact for the Key Volunteer 

Network.

     (2) Assist in providing administrative and logistical 

support to the KVN.

     (3) Educate Marines on family readiness opportunities and 

responsibilities.

       (4) Provide liaison for KVN with military organizations.

    (5) Maintain family readiness rosters.

    (6) Maintain roster of Key Volunteers.

    (7) Other KVN duties/responsibilities as designated by the 

Commanding Officer.

    c.  The KVA Responsibilities:

      (1) A mentor for the KVC and KVs.

      (2) Promote the work of the KVN.

    (3) Work with the KVC and/or KVs to resolve difficult or  challenging situations.

    (4) Work with the CO on the monthly newsletter.

    (5) Attend meetings as required by the CO.

    (6) Perform network activities as directed by the CO.

    d.  The KVC Responsibilities:

    (1) Keep the CO informed regarding unit family readiness.

    (2) Liaison between CO and KVs.

    (3) Work closely with FRO to achieve command goals for KV 

Network.

    (4) Develop communications network among families (this 

does not mean setting up a phone tree for all 600 of MWSS-273’s Marines).

    (5) Assist with recruitment of KVs.

    (6) Assist FRO with the coordination/logistics of KV 

training.

       (7) Communicate with KVs regarding their responsibilities.

    (8) Perform network activities as directed by the CO.

    e.  The Key Volunteer Responsibilities:

    (1) Welcome and assist incoming families.

     (2) Set Up Phone Tree for your division/branch and 

participate in “phone tree.”

     (3) Rapid and accurate dissemination of approved official 

information.

     (4) Maintain Family Readiness Rosters.

     (5) Provide problem solving resources referral.

     (6) Offer Moral support.

     (7) Assist with network activities.

     (8) Perform network activities as directed by the CO.

6.  If you have any questions regarding your responsibilities or expectations, please contact me or the FRO.








C. V. PREVATT
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