 Tip Book for New Commanders, 104th DIV(IT)        
                            February 2004

Tip Book for New Commanders, 104th DIV(IT)        
                            February 2004

TABLE OF CONTENTS


INSPECTOR GENERAL ATTENTION ATTRACTORS  


             1

COMMON SENSE FOR COMMANDERS AND LEADERS  

             1

THE FIVE PILLARS OF MANAGERIAL STUPIDITY  

                  
    3    

THE SEVEN DEADLY SUBTLETIES  






    3

THREE POTENTIAL PROBLEM AREAS:                                                         5 

   WHISTLEBLOWER REPRISAL                                                                           5

   MENTAL HEALTH  REFERRALS                                                                              7

   SOLDIER NON-SUPPORT CASES                                                                    10        

HELPFUL SURVIVAL TIPS 

                     




  12
BASIC PROBLEM SOLVING TECHNIQUE  




           12

THE COCKROACH APPROACH TO CHANGE                                               13  

ARMY VALUES = LDRSHIP 







           13
ADMINISTRATIVE ISSUES 








  14

TRAINING ISSUES 










  16
LOGISTICS ISSUES 









  17
MAINTENANCE ISSUES 









  18

PROFESSIONAL DEVELOPMENT -- SUGGESTED READINGS                   19
THE CHAIN OF COMMAND  






                   21

APPENDIX A:  POLICY MEMORANDUM #14 - RIGHT OF SOLDIERS TO PRESENT COMPLAINTS OR REQUEST ASSISTANCE FROM THE INSPECTOR GENERAL  

APPENDIX B:  POLICY MEMORANDUM #21 - RIGHT OF CIVILIAN EMPLOYEES TO PRESENT COMPLAINTS OR REQUEST ASSISTANCE FROM THE IG  

APPENDIX C: THE ARMY RESERVE FAMILY READINESS PROGRAM

APPENDIX D: ARMY RESERVE RETENTION STRATEGY

APPENDIX E: EXTRACT OF DAIG ASSESSMENT OF INDIVIDUAL SOLDIER READINESS PROGRAMS (SRP) IN THE USAR AND ARNG

APPENDIX F:  SOLDIER FAQS

APPENDIX G: DOD HOTLINE INFORMATION

APPENDIX H:  IG POINTS OF CONTACT - 104TH DIV(IT) AND USARC

i

INSPECTOR GENERAL ATTENTION ATTRACTORS

There are two categories of errors on your part that can result in complaints or requests for assistance to an inspector general (IG):  

Errors of Commission.  These are acts or actions which you commit, or that allow to be committed by your personnel, when such acts or actions violate regulations or directives, abuse or hinder Soldiers’ development, or create unsafe or unsound conditions or practices.  

Errors of Omission.  These are acts of actions which you, or your personnel, fail to do, when such inaction violates regulations or directives, abuses or hinders Soldiers’ development, or creates unsafe or unsound conditions or practices.

The degree of error may also depend on whether you do, or do not, act out of lack of knowledge or training.  Lack of knowledge does not relieve you of responsibility for your errors.  You are still accountable for everything you do, or fail to do.  When in doubt, ASK someone.  It can save you a lot of trouble in the long run.  (IGs are here to assist commanders as well as Soldiers.)

* * * * * * * * * *

COMMON SENSE FOR COMMANDERS AND LEADERS

1.
Treat your Soldiers as you would want to be treated yourself.  Remember the “Golden Rule.”  Soldiers perform best when they feel supported by their leadership, and when they clearly understand their mission and what is expected of them.

2.
You must be seen, be involved, and be informed.  This is not a two-day-a-month job.  You must be accessible and available to your Soldiers.  Communicate frequently with them.  Stay in touch with your full-time unit staff.  They can make your life either bearable or miserable.  Keep them informed.  Information is not to be hoarded; share it.

3.
Don't try to do it all yourself.  Delegate.  Involve the whole team (AC, AGR, TPU, Military Technicians, Title XIs, and DA civilians) in unit operations and activities.  Don't put all of the additional duties on one person or group.  Spread out the duties.  Learn the expertise of your Soldiers and civilians.  You will find that most of them want to work.  Develop backups for each key task.  Then develop backups for the backups.  Soon, you will have everyone involved, and everyone will become knowledgeable about a variety of topics.

4.
When working out issues in your unit, don't try to tackle the entire problem at once.  Set up a reasonable plan for completing an action in manageable steps or increments, and stick to it.  Set up a reasonable timetable for everything that needs to be done.  Use your initial command inspection (required by regulation at the company level) to set goals for yourself -- Your rater will be doing the same thing! -- and to develop a corrective action plan for any deficiencies.

5.
If something seems wrong to you, IT PROBABLY IS.  When in doubt, ask for assistance.  You cannot be an expert about everything, but there are experts on everything you need to do, available to help you.  Call your higher headquarters or the Inspector General for guidance.  Research regulations for specifics.  Don't follow your best guess or assumption.  Don't assume that you know it all.  You don't.

6.
Be professional and lead by example.  Your Soldiers will look to you to set the pace.  The speed of the boss is the speed of the team.  If you are slack, then they will be, too.  Be truthful and honest in all that you do.

7.
Meet your new Soldiers at their first drill.  Let them know your philosophy, goals, and objectives.  Inform them about attendance, appearance, and attitude.  Let them know what you expect of them, and what they can expect from you.  Be positive, and welcome them as part of the family.

8.
Plan your drills with the help of your officers and senior NCOs.  Make sure that everyone has something to do and knows how to do it.

9.
Know where all of your Soldiers are at all times.  Make sure there is proper accountability from opening formation through closing formation.  Don't hold final formation until you check on the activities that you planned.  Make sure that all planned maintenance, supply, administrative, and other actions were accomplished, or know the reason they were not.

10.
Don't be afraid to conduct formal or informal commander's inquiries.  Often this will identify and resolve a problem BEFORE it becomes an issue with the Inspector General.

11.
Be truthful on all reports, especially those related to unit readiness.  Reporting a false or inflated unit readiness condition will only harm you and your Soldiers upon mobilization.

12.
Family readiness is a real issue, not a political consideration.  Choose family readiness liaisons and family readiness group leaders who truly care about Soldiers and their families.  Ensure that they are proactive and aggressive about the issues affecting them.

13.
Listen to your Soldiers.
* * * * * * * * * *

THE FIVE PILLARS OF MANAGERIAL STUPIDITY


There are steps commanders can take to avoid situations in which Soldiers and civilian employees feel they have been mistreated.  You will -- or should -- learn quickly that there are certain actions you should never take, no matter how angry you get, or how "in the right" you believe your position to be.  These are the Five Pillars of Managerial Stupidity.  Avoid them at all costs.

1.
Humiliation.
Publicly disciplining a Soldier or civilian employee.

2.
Sabotage. 
Withholding information.

3.
Intimidation.
Making threats or delivering ultimatums.

4.
Harassment.
Using vile or offensive language or behavior.

5.
Constructive Discharge.    Making life miserable for a Soldier in an attempt to get him or her to transfer out of your unit, or for a civilian employee in an effort to get him or her to quit.


Each of the Five Pillars of Stupidity is an overt action from which Soldiers or civilian employees can seek relief through outside channels.  For Soldiers, these outside channels can be the Inspector General, the Equal Opportunity (EO) officer, or even the local member of Congress.  For civilian employees, the sources of relief, besides the Inspector General, can be the Equal Employment Office (EEO), the federal Equal Employment Opportunity Commission (EEOC), labor unions (where appropriate), the Merit Systems Protection Board, the Office of Special Counsel, or the local member of Congress.  If you are the kind of commander who leans on the Five Pillars of Stupidity, be prepared to spend a lot of time defending yourself.  It is a wise commander, indeed, who will avoid putting himself or herself into such a predicament.

* * * * * * * * * *

THE SEVEN DEADLY SUBTLETIES


There is an enduring myth that commanders who don't humiliate, sabotage, intimidate, harass, or constructively discharge Soldiers or civilian employees are good leaders.  Maybe, but the good commander must do even better than to merely avoid the Five Pillars of Stupidity.  The commander must also avoid the Seven Deadly Subtleties.


The Seven Deadly Subtleties are managerial behaviors, none of which is so overt that a Soldier can easily articulate a grievance against it.  Leaders have traditionally gotten away with these behaviors.  Yet, they can make your Soldiers feel powerless, defeated, and hopeless.  In short, these behaviors can cause morale problems and should be avoided.

1.
Broken Promises.
Be true to your word.  If you say you will do something, do it.  If you honestly cannot do something you promised, don't ignore it.  Explain why you cannot do what you said.  Keep your Soldiers informed.

2.
Fair-weatherism.
This type of behavior involves a type of favoritism toward a Soldier or group of Soldiers for some good they may have done in the past, but ignoring them later.  It is a sort of "what have you done for me lately" feeling.  Be fair and consistent in your dealings with your Soldiers, and they will respond by being fair and consistent with you.

3.
Refusal to listen.
This sends a subtle message that the person speaking is not important. To listen intently when some is speaking is a sign of respect.  Don't let distractions, such as telephone calls, detour you from listening to your Soldiers.

4.
Disdainful Body Language.
Even if you listen, your body language can show subtle signs of disrespect.  Dismissive gestures, rolling your eyes, arrogant or combative posture, or tone of voice can override your words and listening.

5.
Minimizing.
Some commanders and leaders downplay other people's contributions in a vain attempt to keep them driven to work harder, but discrediting your Soldiers' accomplishments does not motivate them.  In fact, it can work just the opposite way by making them feel that whatever they do is not good enough to satisfy you.  Always give credit where credit is due.

6.
Manipulation.
It is insulting for your Soldiers to feel that you have used them to further your own goals and ego.  Anger is inevitable.  Don't pit your Soldiers against each other.  Develop them as a team.  You will be pleasantly surprised at how much you can accomplish when you all work together.

7.
Retaliation.
This type of behavior is the ultimate frustration for your Soldiers.  Just because you are the commander, it does not mean you have to show that you "are the boss."  If someone goes out of the chain of command to report a problem or raise an issue, you cannot "get back" at that person.  From an inspector general standpoint, retaliation or reprisal is a serious issue requiring a DA-level investigation.  In fact, Congress considers retaliation or reprisal so serious that it has passed specific legislation to provide "Whistleblower Protection" for Soldiers and civilians who have made protected communications.


Your use of these Seven Deadly Subtleties can often cause dissension among your Soldiers.  Unfortunately, too frequently, dealing with these behaviors comes down to a question of one person's word against another.  Nevertheless, if you persist in the subtle types of behavior described here, you can create a hostile work environment, which is a violation of federal law, and will ultimately work against you.

* * * * * * * * * *

THREE POTENTIAL PROBLEM AREAS
(Or Mess up Here and you're in Big Trouble!)

Whistleblower Reprisal

Mental Health Referrals

Soldier Non-Support Cases


Among the many areas which cause commanders and other leaders problems, the three listed above are the most serious because, if not handled correctly, they can result in disciplinary action against the commander.  Let's take a look at each of these areas.


I.
Whistleblower Reprisal.  The passage of the Whistleblower Protection Act of 1989 has resulted in IGs receiving more allegations of reprisal for whistleblowing.


Whistleblowing is defined as "the making of a protected communication to a Member of Congress, an IG, or a member of an audit, inspection, investigation, or law enforcement organization within the Department of Defense (DOD); or any other person or organization (including any person or organization in the chain of command) designated under component regulation or other established administrative procedures to receive such communications."  (DOD Directive 7050.6)  


A protected communication is "a communication in which a member of the Armed Forces communicates information that the member reasonably believes evidences a violation of law or regulation, including sexual harassment or unlawful discrimination, mismanagement, gross waste of funds or other resources, an abuse of authority, or a substantial and specific danger to the public health or safety."  


Reprisal is "the taking, or threatening to take, an unfavorable personnel action or the withholding, or threatening to withhold, a favorable personnel action" against an individual for making a protected communication.


A personnel action is "any action taken regarding a military member that affects, or has the potential to affect, the military member's current position or career."  Such actions include, but are not limited to, promotion; disciplinary or other corrective action; transfer or reassignment; performance evaluation; decision concerning pay, benefits, awards, or training; referral for mental health evaluation; or any other significant change in duties or responsibilities inconsistent with the military member's rank.  (DOD Directive 7050.6)


What do those definitions really mean?


Essentially, any service member has the right to complain about, or report to a Member of Congress, IG, or anyone else in the chain of command or chain of concern (e.g. Equal Opportunity (EO) officer, chaplain, or staff judge advocate, depending on the circumstance) issues "reasonably" believed to be violations of law or regulation.  (NOTE:  A complaint filed under Article 138, Complaints of Wrongs, of the Uniform Code of Military Justice (UCMJ) is a protected communication.)  Any commander, or other responsible management official, who takes adverse personnel action, or withholds positive personnel action, against the complainant solely because of the complaint made, has committed a "whistleblower reprisal."  This also includes reprisal if the responsible management official thinks or believes a “protected communication” was made.  Such reprisal action can subject the commander or other responsible management official to serious administrative or disciplinary action.


Let's take a look at a likely scenario.  SSG Smith makes a complaint to the EO officer about sexual harassment in her unit.  (NOTE:  EO officials are designated in Army regulations as officials to whom complaints of sexual harassment can be made.)  CPT Jones, the company commander, knows that SSG Smith made the complaint.  CPT Jones counsels SSG Smith for going outside of the chain of command to make a complaint, moves her out of her office to a desk in the hallway near the copier machine, withdraws a recommendation for award he had previously submitted, and sends SSG Smith for a mental health evaluation.  CPT Jones has probably committed a whistleblower reprisal.


Violations of the Whistleblower Protection Act are violations of Title 10, United States Code, Section 892.  Whistleblower Reprisal cases are serious business, so serious, in fact, that investigation of allegations of reprisal would be conducted by an inspector general outside the command of the complainant or the person alleged to have committed the reprisal.  All allegations of reprisal must be reported to the DOD Inspector General.  Typically, DOD IG would refer the case to Department of the Army IG, who would direct the USARC IG to conduct the investigation.  The Army IG then conducts the investigation under the authority of DOD IG.  Based on the results of the completed investigation, DOD IG may recommend adverse administrative or disciplinary action, or may recommend criminal prosecution.


The corrective actions for a substantiated allegation of whistleblower reprisal can be quite severe or serious to the offender.  These corrective actions include any or all of the following:  



(1)
Any action deemed necessary to make the complainant whole (e.g. withdrawal of an offending evaluation report, issuance of an award that had been improperly withdrawn, etc.).



(2)
Administrative action against offending personnel.



(3)
Disciplinary action against offending personnel.



(4)
Referral to court-martial convening authority for offending personnel.



(5)
Referral to the U.S. Attorney General for prosecution of offending personnel.


Commanders must use a great deal of common sense, wisdom, and sound judgment in dealing with personnel who have made protected communications.  Remember, just about any communication to an IG is protected.  Sometimes commanders become upset when a Soldier goes outside of the chain of command to seek redress for a perceived wrong.  Reactions such as, "Why didn't he come to me first?  I would have fixed the problem," or, "I should have been given the courtesy to be told beforehand that she wanted to see the IG," or, "I'll take care of that little so-and-so for going over my head," or, "That guy must be nuts to complain about that;  he needs to see a psychiatrist," are quite common.  But such reactions are wrong.


Commanders who do not restrict protected communications can avoid an allegation of reprisal against them.  Commanders should seek assistance from their local Staff Judge Advocate (SJA) before taking any adverse actions, or withholding any favorable actions.  Counseling is critical.  Read that again - counseling is critical.  Suspicions of reprisal are raised when a Soldier's previous evaluations were good, and there is no record of adverse counseling, but suddenly, after the Soldier makes a complaint to an IG, the next evaluation is negative.  Commanders must ensure that all instances of counseling are conducted in accordance with appropriate regulations.


Bottom line, commanders and supervisors should document all performance counseling as soon as the occasion for counseling arises (not months later!).  Commanders must not impede any Soldier or member of their commands from making a protected disclosure.  (Remember, all personnel have a right to make complaints.)  Commanders must not take any adverse action, or withhold any positive action, due to a complainant's protected communication.


If in doubt, consult with an SJA or IG before taking any action.


II.
Mental Health Referrals.
The passage of the National Defense Authorization Act for fiscal years 1991 and 1993 made it illegal to summarily refer a member of the Armed Forces for a mental health evaluation.  As a result, the Department of Defense published DoD Directive 6490.1 on 14 September 1993.  That directive, which is applicable to the military services, established:  



(1)
The rights of members of the Armed Forces referred by their commands for mental health evaluation.



(2)
Procedures for outpatient and inpatient mental health evaluations that provide protection to members of the Armed Forces referred by their commands for such evaluations.



(3)
Prohibits the use of referrals by commands for mental health evaluations in reprisal for whistleblowers for protected communications.


Department of Defense policy is:  



(1)
A commanding officer shall consult with a mental health professional before referring a Soldier for a mental health evaluation to be conducted on an outpatient basis.



(2)
A Soldier has certain rights when referred for a mental health evaluation and additional rights when admitted to a treatment facility for an emergency or involuntary mental health evaluation.



(3)
No person shall refer a Soldier for a mental health evaluation as a reprisal for making, or preparing, a protected communication to a Member of Congress, any appropriate authority in the chain of command of the Soldier, an IG, attorney, or a member of a DOD audit, inspection, investigation, or law enforcement organization.

         (4)    No person shall restrict a Soldier from lawfully communicating with an IG, attorney, Member of Congress, or others about the Soldier's referral for a mental health evaluation.



(5)
Any violation of the above by any person subject to the Uniform Code of Military Justice (UCMJ) is punishable as a violation of Article 92, UCMJ, and such violations by civilian employees are punishable under regulations governing civilian disciplinary or adverse actions.



(6)
Nothing in the procedures described above shall be construed to limit the authority of a commander to refer Soldiers for emergency mental health evaluation and/or treatment when circumstances suggest the need for such action.


The commander has certain responsibilities when a determination is made that a Soldier should be referred for a mental health evaluation.  These responsibilities include the following minimum, written notification due to the Soldier.



(1)
The date and time the mental health evaluation is scheduled.



(2)
A brief factual description of the behaviors and/or verbal expressions that caused the commander to determine a mental health evaluation is necessary.



(3)
The name or names of mental health professionals with whom the commanding officer has consulted before making the referral.  If such consultation was not possible, the notice shall include the reasons why such consultation was not possible.



(4)
The positions and telephone numbers of authorities, including attorneys and IGs, who can assist the Soldier who, wishes to question the referral.



(5)
The Soldier's signature attesting to having received the notice described above.  If the Soldier refuses to sign the attestation, the commander will so note on the referral notice.


The Soldier also has certain rights.  These include:  



(1)
Upon request of the Soldier, an attorney who is a member of the Armed Forces, or employed by the Department of Defense, and who is designated to provide advice under DOD Directive, shall advise the Soldier of the ways the Soldier may seek redress.



(2)
If a member of the Armed Services submits to an IG an allegation that the service member was referred for a mental health evaluation in violation of DOD Directive 6490.1, the DOD IG shall conduct, or oversee, an investigation of the allegation.



(3)
The Soldier shall have the right to also be evaluated by a mental health professional of the Soldier's own choosing, if reasonably available.  Any such evaluation, including an evaluation by a mental health professional who is not an employee of the Department of Defense, shall be conducted within a reasonable period of time after the Soldier is referred for an evaluation and shall be at the Soldier's own expense.



(4)
No person may restrict the Soldier in communicating with an IG, attorney, Member of Congress, or others about the Soldier's referral for a mental health evaluation.



(5)
If it is not an emergency, the Soldier shall have at least two (2) business days before a scheduled mental health evaluation to meet with an attorney, IG, chaplain, or other appropriate party.  If a commanding officer believes the condition of the Soldier requires that a mental health evaluation occur sooner, the commanding officer shall state the reasons in writing as part of the request for consultation.


So what does this all boil down to?  We have probably all come across someone from time-to-time who, in our opinion, acts strangely.  When that person is disruptive, or a potential threat to himself, others or property, the commander has an obligation to take appropriate action to protect that person from himself and to protect others or property.  A referral for a mental health evaluation can be an appropriate course of action if done properly.  Commanders should follow the rules, as described above.  As always, if possible, commanders should consult with an SJA, IG, or higher headquarters personnel before taking any action.  In the case of an emergency, a commander may have to act first and follow up with the appropriate authorities later.


Referrals for mental health evaluations should never be done for the wrong reasons.  Referrals for mental health evaluations should never be made solely because a commander feels miffed at a Soldier having made a protected communication (i.e., as a way of "getting even" with the person who made a protected communication; this could result in a violation of the Whistleblower Protection Act).  Referrals for mental health evaluations are difficult for both the Soldier being referred and the commander who has to take the action.  The rights of the Soldier must be respected while balancing the need to protect the Soldier from himself and to protect others.  Commanders must follow the rules.  Failure to do so can result in dire consequences to the commander, but more so, may prevent a Soldier whom really needs professional help from getting it when he needs it.


III.
Soldier Non-Support Cases.
The subject of child and spousal support is of command interest, but enforcement of support matters is merely an incidental function of the Department of Defense and the military services.  Many commanders are unaware of the extensive multi-billion dollar civilian support structure specifically created by Congress to enforce family support issues and, consequently, are unable to advise spouses on how to obtain the assistance provided by law.  The United States Department of Health and Human Services are funded to administer statutory programs under federal law.  Each of the 50 states has an office, sometimes called Office of Child Support Enforcement or something similar, with branch offices in most large cities and in the county seats.  While state laws vary in detail and specific procedures, every state provides child support collection assistance, normally at no cost to the requesting spouse.  Some states also provide services for collection of spousal support and alimony.


A Soldier's spouse who is not receiving child support from the military sponsor should contact the nearest office of child support enforcement.  These offices have the funded mission of obtaining support payments by use of the state's legal system.  Typically, where court-ordered support payments are two months (sometimes three) in arrears, the office will initiate support collection efforts on behalf of the military member's children and spouse.  If voluntary payment is not made, the office may either issue an administrative payment order that has the full force of law to the Defense Finance and Accounting Service - Indianapolis (DFAS-IN) to require involuntary garnishment or allotment of the Soldier pay for support, or the office may, through the county or district attorney, obtain a state court order to the same effect.


Both IGs and unit commanders have roles to play in non-support cases.  The IG's role is to provide assistance to ensure that the immediate needs of the family are met, to determine if the Soldier's spouse or other dependent has forwarded a complaint to the Soldier's commander, and to ascertain that the Soldier's commander has fulfilled his obligations required by law or regulation.


Commanders' actions (NOTE:  both battalion and company commanders have certain responsibilities) are specified in paragraphs 1-4e (battalion commanders) and 1-4f (company commanders), and 3-10 of AR 608-99, Family Support, Child Custody, and Paternity.  Essentially, commanders must take the following actions:  



(1)
Respond to all requests for assistance from government officials based on court orders and all other inquiries received.



(2)
Establish procedures to ensure compliance with the regulation.



(3)
Ensure that all Soldiers are familiar with the provisions of the regulation.



(4)
Monitor compliance with the regulation and all actions taken in response to inquiries.



(5)
Counsel Soldiers on their responsibilities to take other actions, as appropriate, under provisions of the regulation.



(6)
Sign replies to inquiries under the regulation pertaining to Soldiers involved in repeated, or continuing, violations of the regulation.


As usual, commanders should consult with an SJA or IG on the actions they must take.  AR 20-1, Inspector General Activities and Procedures, limits IG involvement in non-support cases to circumstances where the commander's response is not satisfactory, or where the commander has not responded to the complainant.  Beyond this, the complainant has the responsibility of communicating non-support problems through command channels to the Soldier's commander.  An IG may offer assistance in formulating or routing the complaint.  But always remember, Soldier compliance with AR 608-99 is a command responsibility.

 * * * * * * * * * *

HELPFUL SURVIVAL TIPS

· I don't know everything.

· None of us is as smart as all of us.  If I don't know the answer, I will find someone who does.

· When in doubt, tell the truth.

· I must keep the best interests of my Soldiers and the unit foremost in my mind.

· Cooperation and coordination work.

· The volume of our mission makes cooperation and coordination absolutely mandatory.

· 95% of all problems originate from failure to communicate.

· Anticipate problems to prevent errors.

· Bad news does not improve with age.

· Standards are to be met.  When I ignore a standard, I have just established a new, lower standard.

· We are in the Army.  I will be all I can be and help others to do the same.

· I am proud of my unit.

* * * * * * * * * *

BASIC PROBLEM SOLVING TECHNIQUE

WHAT HAPPENED?

WHY DID IT HAPPEN?

WHAT NEEDS TO BE DONE NOW?

WHAT NEEDS TO BE DONE IN THE LONG TERM?

* * * * * * * * * *

THE COCKROACH APPROACH TO CHANGE

SURVIVE

ADAPT

FLOURISH

* * * * * * * * * *

ARMY VALUES = LDRSHIP

LOYALTY –

Bear true faith and allegiance to the United States

Constitution, the Army, your unit, and other Soldiers

DUTY –

Fulfill your obligations

RESPECT –

Treat people as they should be treated

SELFLESS SERVICE –

Put the welfare of the Nation, the Army, 

and your subordinates before your own

HONOR –

Live up to all the Army Values

INTEGRITY –

Do what is right, legally and morally

PERSONAL COURAGE –

Face fear, danger, or adversity

* * * * * * * * * *

ADMINISTRATIVE ISSUES
1.
Your Soldiers must be paid on time.  Their pay comes before yours.  Inform them immediately if delays or mistakes occur.  Review your Commander's Pay Management Report to check that drill attendance, bonus payments, and indebtedness are correct and act quickly to resolve errors.  Also, Soldiers need to be advised of the benefits of Sure Pay or Electronic Funds Transfer (EFT) (SF 1199A). Keep your Soldiers informed.

2.
Advance your privates to specialists (E-4) on time.  Counsel your Soldiers to submit promotion packets to the applicable boards in a timely manner.  Make sure your FTUS personnel provide needed assistance in packet preparation and review.  You should review the packets, as well.  Counsel those not selected in writing and encourage them to correct shortcomings so they may become eligible for promotion.  If an error was made by the board, fight hard to obtain justice for your troops.  Make sure vacant senior positions are identified and open to all qualified Soldiers.  Keep your Soldiers informed.

3.
If any of your Soldiers are injured during any type of duty performance, make sure Line of Duty (LOD) and Incapacitation (Incap) Pay paperwork is processed immediately.  Personally track the documents to assure your Soldiers are taken care of.  Notify the chain of command immediately if problems develop.  Keep your Soldiers informed.

4.
Complete flags and other adverse action documentation correctly and submit them on time.  Be sure to counsel your Soldiers, both orally and in writing.  Review flagging actions every six months when applicable, and make sure flags are lifted when appropriate.  Run RLAS reports to check on flagged personnel and to ensure that removed flags are out of the system.  Keep your Soldiers informed.

5.
Publish and post your OER/NCOER rating schemes.  Review them regularly to assure they are accurate.  Make sure changes are posted as soon as they occur.  Make sure your Soldiers know their rating chain.  Keep them informed.

6.
Conduct your NCO and officer counseling IN WRITING and in a timely manner.  Discuss job descriptions and your expectations fully and completely to make sure your Soldiers understand what they must do.  Perform regular interval counseling.  Your personnel should know what to expect for their ratings.  If you take the time to do accurate and timely performance counseling, you will have less trouble with Soldier performance.  Keep your Soldiers informed.

7.      Use the Order of Merit List (OML) process for NCOES.  Clearly define the requirements for OML rankings IN WRITING and follow them.  Ensure your personnel are informed and counseled in writing as to the reasons for their positions on the OML.  Post the OML where everyone can see it, and update it as necessary.  Follow the OML when scheduling Soldiers for NCOES.  Keep them informed.

8.
Submit requests for orders (RFOs) well in advance of scheduled duty whenever possible, then track the requests.  Ensure all Soldiers scheduled for any type of training are annotated on the unit Battle Roster, and submit Battle Rosters through the chain of command to the Brigade S3 section (this applies to only BN and CO units).   Don't assume that because an RFO was input at your unit that all is well.  Start checking for the actual order at least two weeks before the duty date.  Keep your Soldiers informed.

9.
When you give a "U" (unexcused or unsatisfactory rating) for attendance or performance, be sure the paperwork is done properly and sent to the correct address of the Soldier.  This should eliminate problems later on.  Keep documents in appropriate files.

10.
Publish your policies and procedures for ET, RST, ADA, AT, ADTS, and ADSW so there are no misunderstandings.  Make sure your Soldiers understand what is expected of them -- mission, appearance, uniform, and duty requirements.  Enforce your policies uniformly. Keep your Soldiers informed.

11.
You must know the Annual Training (AT) status of all of your Soldiers (how many days each has performed or is scheduled to perform).  If you do a unit AT, that should be relatively easy.  But if your unit performs individual ATs, you must track performance to assure there are no abuses.  Annex C of the Division OPORD, the Battle Roster, is the Division’s tool for tracking AT status.  Ensuring that Battle Rosters are completed accurately and in accordance with prescribed suspense dates will ensure timely publication and distribution of orders.  Follow up to make sure your Soldiers get paid for the duty.

12.  Annual SRP ( Soldier Readiness Processing) is a requirement for all Soldiers.  Family Care Plan testing/verification should  be accomplished in conjunction with the SRP.  A good suggestion is to do this during the Birth Month Audit or AT.  Establishment of Family Readiness Groups is accomplished through completion by Commanders of a Sanction Letter, naming Family Group Leader (Volunteer) and Family Readiness Liaison (TPU), USARC Form 107-R on each Soldier, publish a quarterly Newsletter, and a Family Member Telephone tree.  Accurate records and data input increase deployability of Soldiers.  A Soldier with inaccurate records and non-verified Family Care plans are non-deployable; this status includes, RST, AT, TDY, MUTAs, and Mobilization.  At a minimum insure your Soldiers records are update and verified annually

13.  Keep a copy of, and thoroughly understand the leave and pass policies pertaining to your full-time staff, both military and civilian.  Keep copies of all leave and pass requests.

* * * * * * * * * *

TRAINING ISSUES

1.
Conduct required safety briefings before training events and document them.  Don’t be afraid to stop training if unsafe practices or events occur.  Risk assessments are a before, during, and after training requirement.

2.
Enter your eligible Soldiers in schooling through ATRRS ahead of time, and follow up to verify the reservations and to make sure they do not get dropped from the system.  Inform Soldiers of school requirements from ATRRS, and distribute LOIs, directives, schedules, etc. to them.  Request orders for schools as far ahead of time as possible and check regularly to ensure that orders are published.  Be sure to update the unit Battle Roster to reflect any changes.  You should not have any “No Shows,” but if you do, counsel them.  You should also counsel school failures.  Per Command Training Guidance, priority of training is Instructor and Drill Sergeant Qualification & Certification, DMOSQ, NCOES, OES, and then other certification courses.

3.
Check your personnel prior to departure for school for weight, APFT, and other prerequisites. Only phase 1 BNCOC and ANCOC require taking an APFT at the ADT site.  All others must have a valid APFT within 1 year of attending the course.  You should weigh Soldiers and give them a diagnostic APFT prior to departure to verify they meet standards.  Contact the Soldiers at least two weeks before scheduled departure to verify they have orders, transportation tickets, uniforms, etc.  If you discover a "no show" condition, report it immediately so someone else can use the quota and money will be saved.  Have a back-up Soldier ready, willing, and able to go.

4.
All eligible Soldiers must take the APFT in a timely manner.  Take the APFT with your Soldiers, and require your senior NCOs and officers to do the same.  Remember, APFT works best when it is done as a unit activity.  Set the example.  Do not use Soldiers who cannot pass the APFT as graders; use Master Fitness Trainers (MFTs) whenever possible.  Check profiles.  If you don't understand the profile system, contact your higher headquarters or the 104th Inspector General's Office.  Counsel APFT failures in writing and in a timely manner.  Ensure they understand what they must do to be successful, and when the re-test will be given.  Initiate the appropriate flagging actions.  Re-test failures on time.  Take appropriate action for multiple failures.  Beware of the "He's a good Soldier" syndrome.  Good Soldiers pass the APFT.  Weigh Soldiers on time.  Tape, counsel, and flag those who do not meet the standards.  Take the appropriate action for those who fail to make satisfactory progress.  Monitor Soldiers who come off the weight control program for three years.

5.
Conduct required training (EO, sexual harassment, legal, etc.) for and with your troops.  Develop resources you can use to provide the training.  Your Soldiers must understand that you will not tolerate violations of these and other regulations and directives.  Again, if the senior personnel actively participate in the training, it will be much more meaningful to the Soldiers.  LEAD BY EXAMPLE!!!

6.
Training schedules become official orders when signed by you and your higher headquarters.  Such approved training schedules can be used for verification in documenting line of duty injuries, incapacitation pay cases, accident reports, pay issues, and other areas.  If you must change training, inform your higher headquarters and document your changes to the training schedule.

7.  
Annual Training performed at home station requires prior approval by the Assistant Division Commander for Operations.  G3 publishes suspense requirements for this approval.  Division needs (such as Command Support Headquarters staffing and production missions) and individual Soldier training requirements (MOSQ and Professional Development) take precedence over home station training.

* * * * * * * * * *

LOGISTICS ISSUES
SUPPLY

1.
You are responsible and accountable for all supplies and equipment within your command.  Command responsibility is defined in AR 735-5.  Within 30 days of assuming command, you must have you inventories completed and Report of Surveys initiated (under certain circumstances written request for extension will be granted up to 60 days).  At the end of this period you will automatically assume responsibility for all property and shortages, inventoried or not.  Appoint in writing a property book officer and ensure they sign the property book only after they have completely inventoried all items within the allotted timeframe.  Hand receipt as many items as you can to the primary hand receipt holders or end users, and review hand receipts regularly.  Inspect to see that accountable items are on the property book and  properly hand receipted.   Heraldic items (i.e. flags, guidons and streamers) are accountable items and personal possession or use is prohibited.  

2.
Mandatory 100% annual inventory of equipment is not optional and must be completed.  These may be done in 10% intervals, check with you supply personnel for procedures.  Conduct regular inventories.  Ensure clothing, OCIE, weapons, sensitive items, and other inventories and "showdowns" are conducted in accordance with current policies and directives and at regular intervals.

3.
Hold personnel accountable for losses, and process loss accountability documents (Statement of Charges and/or Reports of Survey) as soon as you find a loss, or YOU may end up paying for it.  Make the supply management system work for you.

4.
Take time during each drill to spot check one or two items, whether it is hand receipts, equipment, or some other item.

5.
Sensitive item and weapons inventories are important to your checkbook.  They must be done to standard.  Make sure that the items inventoried have correct model numbers and serial numbers, which match the property book and hand receipts.

MAINTENANCE
1.
Ensure your drivers' licensing program, if applicable, is conducted to standard.  Check the testing and licensing personnel to make sure they are qualified to run your program.  Do not let unlicensed or unqualified personnel operate equipment.  Check for hazardous materials training where applicable.  Ensure dispatching and PMCS pre-operation checks are performed to standard.  In case of accidents, get all applicable paperwork filed immediately and inform your higher headquarters.  Be sure that the requirements for annual and biennial operator testing are met.  Conduct pre-operation risk analysis and safety briefings.

2.     Make sure that you have personnel properly trained in hazardous materials storage, handling, and disposal.  Check to see if a spill protection plan is posted and available to all Soldiers.  Report any spills or problems immediately.  (The EPA can fine you for non-compliance).  Environmental storage conditions for paint, oil, cleaning solvents, and Class III POL must be followed.  Work closely with supporting AMSA/ECS for disposal of used oil, antifreeze, and other hazardous wastes.

* * * * * * * * * *

PROFESSIONAL DEVELOPMENT – SUGGESTED READINGS


You should know what is required of you as far as your professional military education is concerned.  But here is a suggestion for you  --  develop yourself through outside readings.  The Chief of Staff of the Army recommends: 

List A, for Cadets, Soldiers, and Junior NCOs:

Ambrose, Stephen, Band of Brothers 

Atkinson, Rick, The Long Gray Line
Brokaw, Tom, The Greatest Generation
Fehrenbach, T. R., This Kind of War
Heller, Charles E. and Stofft, William A., America’s First Battles
Hogan, David W., Jr., 225 Years of Service, The U.S. Army 1775-2000
Keegan, John, The Face of Battle
Moore, Harold and Galloway, Joe, We Were Soldiers Once and Young
Myrer, Anton, Once An Eagle
Shaara, Michael, The Killer Angels
List B, for Company Grade Officers, WO1-CW3, and Company Cadre NCOs:

Ambrose, Stephen, Citizen Soldiers
Coffman, Edward, The War to End All Wars
Huntington, Samuel P., The Soldier and the State
Linderman, Gerald F., Embattled Courage: The Experience of Combat in 

HYPERLINK  \l "linderman"
the American Civil War
MacDonald, Charles B., Company Commander
Marshall, S. L. A., Men against Fire: The Problem of Battle Command in Future War
Millett, Allan R., and Maslowski, Peter, For the Common Defense
Scales, Robert H., Jr., Certain Victory
Stoler, Mark A., General George C. Marshall: Soldier-Statesman of the 

HYPERLINK  \l "stoler"
American Century 

Willard. Tom. Buffalo Soldiers (Black Saber Chronicles)
List C, for Field Grade Officers, CW4-CW5, and Senior NCOs:

Appleman, Roy, East of Chosin
Cosmas, Graham, An Army for Empire
Doughty, Robert, The Evolution of U.S. Tactical Doctrine, 1946-76
Jomini, Antoine Henri, Jomini and His Summary of the Art of War
MacDonald, Charles B., Three Battles: Arnaville, Altuzzo, and Schmidt
McPherson, James, Battle Cry of Freedom 

Nye, Roger H., The Challenge of Command
Palmer, Dave, Summons of the Trumpet
Van Creveld, Martin, Supplying War
Weigley, Russell F., The American Way of War
List D, for Senior Leaders Above Brigade:

Clausewitz, Carl von, On War. Ed. by Paret and Howard

Greenfield, Kent, Command Decisions
Howard, Michael, War in European History 

Kennedy, Paul, The Rise and Fall of Great Powers
Kissinger, Henry, Diplomacy 

Murray, Williamson, and Millett, Alan R. Military Innovation in the Interwar Period
Neustadt and May, Thinking in Time
Paret, Peter, Makers of Modern Strategy
Skelton, William, An American Profession of Arms
Summers, Harry, On Strategy
Thucydides, The Peloponnesian War
For more information go to the Chief of Staff of the Army’s Professional Reading list link on the AKO homepage: http://www.army.mil/cmh/reference/CSAList/CSAList.htm

* * * * * * * * * *

THE CHAIN OF COMMAND

	The President


	The Honorable George W. Bush

	Secretary of Defense


	The Honorable Donald H. Rumsfeld

	Acting Secretary of the Army


	The Honorable  R.L. Brownlee



	Chief of Staff of the Army


	GEN Peter J. Schoomaker



	Commander, U.S. Forces Command (FORSCOM)


	GEN Larry R. Ellis

	Commander, U.S. Army Reserve Command (USARC)


	LTG James R. Helmly

	Deputy Commander, USARC


	MG Charles E. Wilson

	Commander, 104th DIV(IT)


	MG Terrill K. Moffett


SOLDIER FAQS:

Q:  How may I obtain a copy of my military personnel record and related paperwork?  

A:  You may request a copy of your military record or a family member's record by writing 

The National Personnel Records Center

Military Personnel Records

9700 Page Avenue

St. Louis, MO 63132-5100

Or call (800) 318-5298. 

At minimum, please include the service member's complete name, social security number and/or serial number, and the requester's return address. You can visit the web site at: http://www.archives.gov/facilities/mo/st_louis/military_personnel_records.html. 

Q:  How may I obtain historical information about the Army?  

A:  For historical information, such as the history of an Army unit or a retired general's military biography, please contact the Army Center for Military History through their web site: http://www.army.mil/cmh-pg/. Military service records prior to the 20th century are in located in the National Archives Building, Washington, DC.

Q:  How may I obtain historical operational information about a particular Army unit?  

A:  The National Archives has historical operational information on Army units. For military information preceding the year 1941, please contact the National Archives One (Washington, DC) at (202) 501-5390. For military information from 1942 and later, please contact the National Archives Two (College Park, MD) at: (301) 713-7250. Visit their web site at: http://www.archives.gov/.

Q:  I am interested in joining the Army Reserve. For what kind of jobs would I be eligible? 

A:  The Army Reserve has a variety of jobs from military police and civil affairs to medical and technical jobs like computer programming and broadcasting. For more information, contact your local Army Reserve recruiter about jobs, enlisting, commissioning and bonuses for joining. A recruiter can be contacted at: http://www.goarmyreserve.com/. 

A local Army Reserve recruiter can also be found at the following link by typing in your ZIP code: http://www.goarmy.com/contact/recrloca.htm. 

Q:  I'm interested in working for the Army as a civilian. Where can I get information?  

 A:  Refer to:

http://www.fedworld.gov/jobs/jobsearch.html or http://www.usajobs.opm.gov/ Or visit, The Reserve Technician Program: http://www.army.mil/usar/resources/miltech.html 

Q:  How can I locate a former Soldier or buddy from an old unit?  

 A:  The Privacy Act of 1974 prohibits releasing the last known address of former Army members without their written consent. However, the agency identified below will assist your search by forwarding your letter to the service member's last known address. 

To pursue locating a former Army Soldier:

Write a letter to the Soldier. Place this letter in a sealed and stamped envelope, including your full name and return address. 

Write a letter addressed to the National Personnel Records Center requesting their assistance with your search. Be sure to include the service member's name, serial number and/or social security number and date of birth if available. 

Place your envelope addressed to the service member AND the letter to the National Personnel Records Center in ONE envelope. Address this envelope to: National Personnel Records Center, 9700 Page Boulevard, St. Louis, MO 63132-5200. Please note current addresses for discharged service members are not maintained at the records center - this center only has the service member's last officially recorded address. Letters to service members the record center cannot identify or who are known to be deceased will be returned to you. 

Each military service has an office, which deals with the worldwide location of Active service personnel. These offices are listed below: 

Branch of Service   Telephone Number 

Air Force: (210) 565-2660 

Army: (703) 325-3732 

Navy: (901) 874-3388 

Marine Corps: (703) 784-3942 

Coast Guard: (202) 267-2229 

NOTE: The offices listed above MAY NOT be useful when trying to locate Reserve or National Guard personnel. 

Q:  Where can I get help regarding conflicts with my civilian employer and my service in the Army Reserve? My employer just doesn't understand how much time is required for training and how often the reserve components are mobilized these days. Also, how can I help my employer get the information they need regarding their Army Reserve employees?  

 A:  Army Reserve Soldiers' civilian jobs are protected by the "Uniformed Services Employment and Reemployment Rights Act of 1994" when they are on orders for training or mobilized. The Committee for Employer Support to the Guard and Reserve exists to help with Army Reserve Soldier/Employer issues. Call their toll-free number at: (800) 336-4590 or visit their web site: 

http://www.esgr.org 

Q:  I'm looking for forms and publications for my unit. Is there a web site that has this sort of information?  

A:  The government links below will be able to help you locate Army Regulations and Pubs. Let us know if you need any further help. 

http://www.usapa.army.mil

http://www.ntis.gov/databases/armypub.htm 

Q:  How do I subscribe to the Army Reserve Magazine?  

A:  Army Reserve Magazine is distributed free of charge to members of the United States Army Reserve. Circulation is approximately 450,000. Paid subscriptions are available for $6.50 per year domestic, $8.15 foreign. Single copy price is $2.50 domestic, $3.13 foreign. Mail a personal check or money order payable to the Superintendent of Documents to: 

New Orders, Superintendent of Documents

P.O. Box 371954

Pittsburgh, PA 15250-7954

Visa and MasterCard are accepted. Visit Army Reserve Magazine online at: http://www.army.mil/usar/soldiers/arm.php 

Q:  Where can I find information on military pay and other financial issues?  

A:  The web sites below should provide the information you require: 

Money Matters Customer Service Numbers: http://www.dfas.mil/about/contacts/index.htm

Garnishment and other important information: http://www.dfas.mil/money/garnish/

Defense Finance and Accounting Service Main Site: http://www.dfas.mil 

Q:  Where can I find information about my Army military record?

A:  Please check the following link within the new Human Resources Command website:  https://www.2xcitizen.usar.army.mil/portal/  

Q:  Where can I contact about my Army Reserve Retirement benefits and eligibility?  

A:  Please check the following web site: https://www.2xcitizen.usar.army.mil/soldierservices/retirement/
Q:  How do I request copies of Citations that accompanied medals?  

A:  Check this web site for information on replacement medals and citations: http://www.archives.gov 

Q:  Is there someplace where I can get pictures of Army patches?  

A:  Here's the Institute of Heraldry web site: https://www.perscomonline.army.mil/tagd/tioh/DUI_SSI_COA_page.htm 

Army rank insignia can be found at: https://www.perscomonline.army.mil/tagd/tioh/Rank%20page/USArmyRankInsignia.htm 

Q:  Where can I find a complete listing of pictures depicting officer and enlisted rank insignia of all Services?  

A:  Visit: http://www.defenselink.mil/pubs/almanac/almanac/people/insignias/index.html. You will also find a historical overview of rank insignia. 

Q:  What are the birthdays of the U.S. Army and its component branches?  

A:  See this site: http://www.army.mil/cmh-pg/faq/branches.htm 

Q:  Where can I get a list of all Army installations?  

A:  See: http://www.army.mil/organization/unitdiagram.html 

Q:  I've got specific questions about my TRICARE coverage. Where can I get direct answers?  

A:  Your military health care facility will have a TRICARE representative you can talk with. TRICARE users, from any branch of service, can also now get online help and have TRICARE questions answered promptly.  Here’s the phone #s and web addresses:

TRICARE  general number 1-888-DOD-CARE or 1-888-363-2273.

Web address: http://www.tricare.osd.mil/  or

www.TRICARE_help@amedd.army.mil
Region 11 Tricare Service Center 1-800-404-5075

DEERS Website for address updates is: http://www.dmdc.osd.mil
Q:  Is there a place to get official information about the DoD Anthrax vaccinations?  

A:  See: DoD Anthrax Inoculation Web Site 

Q:  Where can I find information about the Women's Army Corps?  

A:  The WAC no longer exists, but the Center for Military History has an article that may help you. See: http://www.army.mil/cmh-pg/brochures/wac/wac.htm 

Another source of information is: http://www.awm.lee.army.mil/wac_lee.htm 

Q:  What policy changes have been made for the burial of deceased veterans?  

A:  Effective 1 January 2000, the Defense Authorization Act provides for funeral honors for all qualifying veterans. The servicing Casualty Area Command will provide a minimum of two team members to fold and present the flag and oversee playing of Taps when honors are properly requested. A 24-hour request system is available at (877) MIL-HONR or (877) 645-4667.

See: http://www.militaryfuneralhonors.osd.mil/ for more information. 

Q:  I was a patient in one of the deployed hospitals during the Gulf War. Is there any way to find my medical treatment records?  

A:  Yes. The Office of the Special Assistant for Gulf War Illnesses has a toll-free number (800) 497- 6261. Call and ask for a database search. 

If you are an Army Veteran discharged after 1992, or a USAF, USMC or Navy Veteran discharged after 1994, your records are at the VA. 

Call the VA at: (800) 827-1000) and request copies of your individual health record. Visit the Gulf War Illness site at: http://www.gulflink.osd.mil/. 

Q:  I'm confused by the changes being made in the VA health care system. Is there any place on the web that explains the new VA coverage?  

A:  The best explanation is probably from the VA itself: http://www.appc1.va.gov/elig/. 

The Military Officers Association of America (MOAA) also has a good explanation: http://www.moaa.org/ 

Q:  Where can I get statistical information about the Army? I want both military and civilian data.  

A:  Look at: http://web1.whs.osd.mil/mmid/mmidhome.htm and http://www.fedstats.gov/. 

Q:  Where can I find information about soldiers who have been awarded the Medal of Honor?  

A:  You may read all of the Medal of Honor Citations at: http://www.army.mil/cmh-pg/moh1.htm. 

Q:  How can I get copies of my Discharge Certificate (DD-214) and Army records?  

A:  Military records are available from the National Personnel Records Center in St. Louis. The National Personnel Records Center (NPRC), Military Personnel Records (MPR) is the repository of millions of military personnel, health and medical records of discharged and deceased veterans of all services during the 20th Century. NPRC(MPR) also stores medical treatment records of retirees from all services, as well as records for dependent and other persons treated at Navy medical facilities. Information from the records is made available upon written request (with signature and date) to the extent allowed by law. See their site for instructions and information at: http://www.nara.gov/regional/mpr.html. 

Q:  Where can I find Army regimental history?  

A:  The Organizational History Branch at the US Army Center for Military History has a web site for you: http://www.army.mil/cmh-pg/default.htm. 

Q:  Where can I get more information about Medical Evaluation Boards?  

A:  A comprehensive reference can be found at: https://www.perscomonline.army.mil/tagd/pda/newmar01/pdapage.htm

Q:  How can I volunteer for any current operations?  

A:  If you are a Troop Program Unit (TPU) Soldier, the US Army Reserve Command has established a mechanism to volunteer for tours, either stateside or overseas. Army Reserve TPU Soldiers who wish to volunteer may click here to send an email messages to a USARC personnel manager. Include your name (first, last, middle initial), SSN (last 4), MOS/AOC, current UIC, Tour Preference (CONUS, OCONUS, No Preference), Length of tour (3-6 months; 6-9 months or No Preference), phone number and email address. If you have been mobilized in the past, under any contingency, please include that information as well. 

If you are currently mobilized and wish to extend, you must go through your current AC chain of command. 

All volunteers will be notified through their chain of command when a suitable requirement becomes available. 

If you are an Individual Mobilization Augmentee (IMA), please contact your chain of command. If you are an Individual Ready Reserve (IRR) member or Retiree, additional details can be found on the Mobilization of Retirees page. HRC St. Louis has also established an automated telephone hotline to expedite processing of volunteer calls. IRR and Retirees can also call 800-318-5289 or 800-452-0201.
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