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4-6-00 POLICY 

Under Section 410 of the Public Buildings Act of 1949 (40 USC 3102), the Administrator of General 
Services has the authority to name, rename, or otherwise designate any building under the control of GSA 
regardless of whether it was previously named by the statute.  The Secretary of Health and Human 
Services has authority to provide suitably for acknowledging within the Department (whether by 
memorials, designations or other suitable acknowledgments, (1) efforts of persons who have contributed 
substantially to the health of the nation and (2) gifts for use in activities of the Department related to 
health.  42 U.S.C. 238i.  The Secretary also has inherent authority under 5 U.S.C. 301 to name or rename 
HHS’s own buildings in the absence of specific expression by Congress.  The primary purpose in 
designating an official name for an installation or building is to identify the occupying activity for the 
public and official visitors.  Following usual practices, it is Department policy not to name an installation 
or building for living persons or, other than in exceptional cases, for deceased persons. 

It is also Department policy to recognize the completion of a new installation, building, or major 
extension to an existing building as an event of importance to the program and to the local community.  
Therefore, it is the policy of the Department to recognize the occasion by planning and conducting 
appropriate dedication ceremonies.  This provides citizens with an opportunity to see the physical 
evidence of tax expenditures. 

The GSA has adopted the following inscription for all cornerstones of federally constructed buildings: 

United States of America 
President 

(Name of President at the time cornerstone is set.) 
Year Construction Started 

Additional names, if any, will be determined on a case-by-case basis.  No plaques or tablets, which 
pertain to the construction of the building or those responsible for the construction, will be placed on the 
interior of the building. 

4-6-10 PROCEDURES 

A. NAMING FACILITIES 

To process a request for memorialization honor, the following information and attachments shall be 
submitted by the OPDIV to OFMP for the Secretary’s decision: 

• a biography of the individual to be honored; 
• copies of pertinent official files concerning the individual; 
• photographs of the installation, building, room, etc., to be named in honor of the individual; 
• if new construction is involved, completion dates, description of the facility, etc.; 



HHS Section 4-6 4-2 
HHS Facilities Program Manual (Volume II) 
 

• recommendations as to action to be taken on the memorialization request and planning of the 
dedication ceremony; 

• designation of an official to coordinate required actions; and 
• if the request proposes a memorial or plaque for an individual or group, the following additional 

information should be furnished: 
o complete justification for the memorial or plaque, including the proposed inscription; and 
o sketches showing the design and location on site or building and photographs or site. 

The OPDIV will be notified of the action taken on the request. 

B. DEDICATION CEREMONIES 

The OPDIV is responsible for the planning and execution of dedication ceremonies.  A “Sample Planning 
Guide for Dedication Ceremonies” is provided as Exhibit X4-6-A.  Tribal participation in planning 
ceremonies for IHS facilities is mandatory.  A dedication committee may be appointed to assist in the 
ceremonial program and should determine, on a case-by-case basis, if there is a need for HHS 
Departmental participation.  Plans for publicizing the naming and/or dedication of installations and 
buildings, including the erection of memorials and plaques, shall be reviewed by the Office of the 
Assistant Secretary for Public Affairs.  This requirement shall include public information clearance of 
news releases for press, radio, and television; printed programs and commemorative booklets; copies of 
speeches to be delivered by HHS staff; and any other related printed materials. 
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Developing a dedication ceremony involves all of the following factors or planning steps and may require 
others in local situations: 

• Fixing the Date 
• Establishing Local Liaison 
• Establishing Congressional Liaison 
• Memorialization Honors 
• Program Development 
• Program 
• Other Planning Factors to be Considered 
• Invitations 
• Publicity 
• Physical Arrangements 

The essential elements in each of the above planning steps are: 

A. FIXING THE DATE 

Dedication ceremonies should not take place until an installation or building is completed and occupied, 
but should be held no later than 30 days after complete building occupancy.  Work toward establishing 
the date for the ceremonies should begin as soon as occupancy dates are fairly firm.  In almost all cases, 
planning should begin from 60 to 90 days in advance of the actual ceremony. 

In selecting the actual day, several factors are to be considered, such as the possibility of the coincidence 
of a national holiday or a day having particular local significance and history.  Many communities close 
business establishments for a half-day during the week; to others, Saturday is a particularly festive day.  
In any event, judgment should be exercised in making the ceremony as accessible and convenient to the 
public as possible.  Weekend ceremonies are difficult due to the Washington tie-in, but should not be 
discounted in making plans. 

Things to be considered when fixing the hour for the ceremony include traffic considerations, 
accommodating travel schedules for out-of-town guests, preferences/availability of dignitaries, etc. 

B. ESTABLISHING LOCAL LIAISON 

This is the most important element in ceremony planning.  Without proper local assistance and liaison, 
ceremonies can be difficult and sometimes harmful.  The dedication committee should exercise great care 
in requesting local representatives to work with it, and should be positive that all civic interests that wish 
to participate are given an opportunity to do so. 

A successful procedure, tested in the past, is as follows: The dedication committee contacts the most 
appropriate local leading public official (e.g., the Mayor, City Manager, and/or Indian Tribal Official) and 
invites him/her to serve on the committee.  In addition, it will be desirable to appoint to the committee the 
following: (a) Chief of Police (for traffic purposes); (b) Presidents of the leading civic groups, such as, 
Chamber of Commerce, Board of Trade, etc. (Appointment of a representative of such organizations as 
Lions, Kiwanis, Rotary, etc., should be avoided because of possible misinterpretation by those not 
named); (c) the local leading representative of news media (newspaper publisher, editor, owner of TV 
facility, etc.); and (d) local head of the professional or other group having an interest in the work to be 
carried on in the installation or building. 
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C. ESTABLISHING CONGRESSIONAL LIAISON 

The participation of political figures in dedication ceremonies has considerable precedent.  These most 
definitely will include appropriate members of the Senate and House Committees interested in the 
program for which the installation or building was constructed.  The Congressional Representative from 
the District, Senatorial figures, and state officials should also be considered.  Notwithstanding the 
political party of the local official, the committee must make certain that full and complete liaison is 
established with members of Congress.  In addition, the committee may wish to invite the Governor and 
other state officials. 

Event organizers should give special attention to program protocol.  Remarks are delivered with the most 
prestigious guest addressing the audience last.  In most cases the final, or keynote, speaker will be a 
Member of Congress, the Governor, the Secretary of Health and Human Services, or other designated 
HHS official, or someone who has made a significant contribution to the facility or effort being dedicated 
or honored.  The following officials may participate in event ceremonies.  They are listed in descending 
order of precedence: 

- President of the United States 
- Vice President of the United States 
- Governor of the state 
- Cabinet Secretaries, with the Secretary of State ranking first 
- U.S. Senators 
- Governor of a neighboring state 
- Members of the U.S. House of Representatives 
- Under Secretaries, Deputy Secretaries, Assistant Secretaries of Executive Branch departments 

or the number two official in a department regardless of title 
- Under Secretaries of Military Departments 
- Four-star generals and equivalent ranked admirals, according to seniority 
- State senators 
- State representatives or delegates 
- State executive department officials 
- City and county officials 

The order of precedence should be used for seating and for introductions.  The lowest ranking official 
should speak first, the highest ranking official last. 

D. MEMORIALIZATION HONORS 

The following planning criteria should be considered when the Secretary has approved such honors: 

Selection of the Guest of Honor 

The dedication committee will select the guest of honor for the dedication ceremony of an 
installation or building in the following order of precedence: 

The surviving spouse, if not remarried; eldest son or daughter; father/mother, or both; 
Eldest brother or sister; or Beneficiary, if no close relatives are available. 
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Notification to the Next of Kin 

When a request for memorialization honors has been approved and a letter signed by the 
Secretary, HHS will transmit the initial notification of the action planned to the next of kin of the 
individual whose memory is being honored.  When possible, the letter should be personally 
delivered to the next of kin by a member of the dedication committee.  This official should 
personally consult with the guest of honor and, consistent with existing policies and regulations, 
strive to satisfy his/her wishes concerning the ceremony. 

E. PROGRAM DEVELOPMENT 

Development of a program may proceed as follows: 

1. The local official is asked to serve as Master of Ceremonies. 

2. Two local clergymen are invited to deliver the invocation and the benediction. 

3. If music is desired, the local committee is assigned responsibility for obtaining necessary band(s) 
(usually high school or university). 

4. The guest speaker is scheduled to make a short speech. 

5. The Secretary or OPDIV representative is invited to deliver the dedicatory address. 

6. The building contractor is invited to present a United States flag to fly over the building. 

7. A staff member of the installation usually is scheduled to receive the flag. 

8. A firm decision should be made as to inclusion of other speaker(s) on the program.  Members of 
Congress who have shown particular interest in the project could be considered.  Other prominent 
persons, such as the President of the Architectural and Engineering firm, may be invited to the 
ceremony and may be seated on the speaker's platform even though they may not be called upon 
to speak. 

F. PROGRAM 

A complete program may follow this format: 

Invocation (2 minutes) 
Master of Ceremonies welcoming remarks (3 minutes) 
Introduction of honored guest and others seated on the speaker’s platform (10 minutes) 
Congressional Representative (5 minutes) 
Additional speaker (5 minutes) 
The Dedicatory Address (15 minutes) 
Master of Ceremonies closing remarks (3 minutes) 
Benediction (2 minutes) 

This outline provides a program of 45 minutes duration.  It can be expanded to allow one or two 
additional speakers, but in no event should the proceedings exceed 1 hour.  If desired, the program may 
be shortened further by reducing time allotted for introductions and speakers.  The program should be 
developed carefully, with the objective of providing a balance of interests in a space of time that will not 
cause the audience to become restless and inattentive. 
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G. OTHER PLANNING FACTORS TO BE CONSIDERED 

Subject to appropriation laws and the availability of funds for such purposes, the following are various 
components of a typical memorialization/dedication ceremony and related activities for the naming of an 
installation or building that should be added to the program listing provided in item 8 above. 

Transportation.  An appropriate escort will meet the guest of honor and his/her party upon their 
arrival in the area (airport, station, etc.) and conduct them to the site of the ceremony. 

Greetings.  Prior to starting the ceremonies, the Master or Ceremonies will receive the guest of 
honor at the reviewing platform and introduce the speakers and dignitaries while the band plays 
soft music. 

Mementos.  When appropriate, flowers or corsages should be provided for the guest of honor 
and/or next of kin.  A bound album (not larger than 10" x 16") of appropriate photographs and 
narration relating to the ceremony should be prepared and presented to the guest of honor and/or 
parents and children of the deceased.  If the guest of honor and/or family of the deceased wishes 
to present a plaque or portrait, it may be accepted. 

Reception.  It is sometimes suitable to follow a ceremony with a reception for the guest of honor 
and/or parents of the deceased and special guests.  These receptions need not be large or 
elaborate, and maximum use should be made of available Government facilities. 

Hearing Impaired.  Arrangements for an interpreter for the hearing-impaired should be considered 
to help ensure that everyone fully appreciates the program. 

H. INVITATIONS 

Invitations are treated as a separate factor because they are connected with both protocol and publicity.  
The following steps should be taken in connection with invitations: 

1. As host, all formal invitations to the dedication come from the dedication committee.  These take 
two forms: (a) personal letters to dignitaries who are invited as speakers should clearly convey 
what the invitee will be asked to do (e.g., deliver brief remarks of approximately # minutes 
duration, where the speaker should come, etc.); (b) printed invitations, listing the program for 
mailing to all other invitees.  If reserved seating (see "Physical Arrangements") is to be available, 
the invitation can be used numerically to control seating. 

2. Often, a combination invitation-guest pass is used.  The invitation is headed: "The Department of 
Health and Human Services Cordially Invites You ____________________.” 

3. Invitations should be mailed approximately 30 days prior to the ceremony, if possible.  At that 
time, the Congressional Liaison Officer should be informed of the overall plans for the dedication 
ceremony and furnished with a list of dignitaries invited to participate. 

I. PUBLICITY 

Publicity in connection with the dedication ceremony is the responsibility of the news media member of 
the local dedication committee.  He/she should assure adequate coverage of the event by announcements 
of date, time, place, etc.  As speakers are selected, the dedication committee should arrange for 
biographical information and photographs to be forwarded for publication.  It should arrange for the 
advance copies of texts of speeches, and should provide the news media with fact sheets and other 
material pertinent to the building.  Every effort should be made to assure good news coverage.  His/her 
responsibility includes not only advance coverage, but also the determination of what type of coverage 
will be obtained during the ceremony; e.g., live radio or TV, motion pictures, etc.  He/she will be 
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responsible for advising the dedication committee well in advance as to what press requirements will be 
needed for space, tables, platforms, power outlets, vantage points for photographers, etc. 

J. PHYSICAL ARRANGEMENTS 

The physical arrangements provided for a dedication ceremony should be dignified and simple, adequate 
for the occasion, and conducive to the execution of all established plans.  Physical arrangements fall into 
the following categories: 

1. Transportation.  Suitable transportation should be arranged for visiting dignitaries throughout their 
stay. 

2. Accommodations.  The dedication committee should make necessary reservations for incoming 
dignitaries. 

3. Installation or Building Preparations.  Ceremonies should be held at the most convenient location 
within the installation or immediately outside a new building.  However, alternate plans should be 
made in the event of inclement weather. 

The Construction Superintendent may be of considerable help in making the following arrangements 
if the requirement has been included in the contract scope of work: 

a. Speaker's Platform or Area.  If a platform is necessary, the building contractor will provide it if it 
is in the original contract scope of work, or if incorporated by modification.  The platform f1oor 
(if constructed of lumber) should be solid, so as not to present a hazard.  The platform should 
have an access from the rear; it should provide for mounting of speakers leaving the building and 
coming out onto the platform, facing the audience.  The platform or area where the speakers will 
be seated may be decorated with bunting or other material to focus attention on it.  The American 
flag and HHS flag customarily flank the stage.  Flags must be displayed in accordance with the 
Flags Code, 4 U.S.C. 1-10.  Usually 36 U.S.C. '' 175 (k) will apply.  In addition, it should be 
equipped with a suitable public address system, lectern, and necessary number of comfortable and 
attractive chairs.  A podium with a high quality sound system is positioned on the stage; the 
Service emblem prominently displayed on the front surface.  Place ice water, glasses, and 
paperweight behind the podium for use by the speakers. 

b. Seating Arrangements 

Speaker's Platform or Area.  A seating diagram should be drawn in advance and the chairs plainly 
marked with the names of each individual.  The seating should be arranged so that the main 
speakers are seated in the front row(s) and sufficient aisle room is provided for access to lectern.  
To avoid confusion, the speakers should be asked to congregate in a specified room within the 
building immediately in advance of the ceremony and move in a single file, in accordance with a 
prearranged seating order, onto the platform. 

Chairs for Audience.  The local GSA office, BIA Superintendent, other Government agencies, or 
local organizations may provide chairs for the audience.  The chairs should be set up well before 
the ceremony with row markings or other necessary identification if a reservation system is used. 

Press Table.  Space should be provided for the press immediately facing the speaker's platform or 
at other vantage points.  This may include a table and chairs, a platform for mounting cameras, 
etc.  Care should be taken that the location selected gives a clear view, but does not obstruct the 
view of spectators. 

c. Protection of Building and Grounds.  Suitable precautions should be taken to protect newly 
planted shrubs and grass; assure non-entry into classified area; remove traffic and pedestrian 
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hazards; and any other steps normally taken when an extraordinary amount of pedestrian traffic is 
expected. 

d. Parking.  Local police authorities should be requested to issue special traffic passes, assign police 
officers to handle traffic, and provide for the temporary suspension of conventional parking rules.  
The official in charge of the installation or building may do the same in connection with building 
parking on or in areas under his/her control. 

K. TOUR OF INSTALLATION OR BUILDING 

At the conclusion of the ceremonies, it is customary to invite the public to tour the new installation or 
building.  If this is on a workday, the individual offices should assign staff to answer questions and the 
buildings manager should provide adequate elevator service, guides, and assure that passageways are not 
obstructed.  If the ceremony is on a non-workday, the occupant offices should provide volunteer staffs to 
answer questions concerning their particular activities. 

L. Post-event Details 

After the guests and dignitaries depart, there is still much work to be done. 

- Enter the clean-up crew to break down the stage and exhibits; load and return the tables, chairs, 
and other borrowed equipment; and dispose of all trash. 

- Follow up with local reporters to ensure they have enough information to prepare an accurate 
account of the celebration.  If not, offer to provide them with more details or to prepare a news 
release.  Also, offer copies of photos that were taken on the day of the event for their use in an 
article. 

- Promptly after the event, thank you letters should be sent to speakers, sponsors, entertainers, 
exhibitors, volunteers, and other participating organizations who helped make the event a success. 

- A few days following the event, gather everyone involved with staging the event to critique the 
effort.  What went well?  Where could changes be made next time?  Did anyone receive 
complaints or complements?  Discuss them, share ideas, and make notes for the future. 

These post-event details will provide a sense of closure for the organizers and volunteers and hopefully 
leave everyone with positive memories and satisfaction for a job well done.  The importance of these final 
tasks should not be minimized. 
 


